
RCBC Online Corporate User Guide (Payroll Uploading)

MAKER:

1. Cash Management Services -> Disbursement -> Payroll



 2. Upload Payroll file

*Payroll Type and Destination Account Type both lets you choose what type of account the 
funds are to be transferred to. If for example the payroll type is current, select CASA in Payroll
Type and select Current from Destination Account Type drop down box.

3. Submit



4. Transaction is now for verification or authorization, depending on the workflow.



VERIFIER

1. Log in to ROC
a. Go to the Dashboard

b. Scroll down to the bottom of the page.
In the Task List pane, the verifier will see the transactions for verification.
Select the transaction to be verified. Click the Number icon.

The Number icon represents the number of transactions for verification.

c. Click the reference number to see details of transaction.



d. Details will be shown. Click Back. 

e. Select transaction to be verified. Then click Verify.



f. Submit

g. Transaction is now for Authorization.



AUTHORIZER

1. Log in to ROC
a. Go to the Dashboard

b. Scroll down to the bottom of the page.
In the Task List pane, the authorizer will see the transactions for authorization.
Select the transaction to be authorized. Click the Number icon.

The Number icon represents the number of transactions for authorization.

c. Click the reference number to see details of transaction.



d. Details will be shown. Click Back. 

e. Select transaction to be authorized. Then click Authorize.



f. Submit.

g. Transaction is successfully processed.

*Legend:

POSSIBLE STATUS DESCRIPTION

For Processing For Immediate transactions: this will be completed 1 (one) hour from approval.
For Post Dated Transactions: this will be completed 1 (one) hour from the time specified 
in the post-dated instruction.

Failed Either host timed-out or source account has insufficient funds.


