RCBC Online Corporate User Guide (Payroll Uploading)
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2. Upload Payroll file

Payroll

Upload Payroll Create Payroll

Payroll Details
Payroll Type

Currency
Source Account

Destination Account Type

Upload File

Transfer Schedule

Payroll Inguiry

) CASA () Cash Card-l @ Type: select whether Savines. Current. or Cazh Card

PHP ﬂ ® Currency: select currency of Account

D00O0DT5E9515530/GTE Test Account CA-P.. = @1 @ Source Account: from drop down box, select source account

SavingsrCash Ciﬂ:l:é @ Destination Account Type: select whether Savings/Cash Card or Current

[CMsersidbSEe56Deskt_ Browse... Uplead File: browse Payroll File

® Immediate @ *q ; ’
) Post-dated ransfer Schedule: Select whether Immediate or Post-Dated
Legend:
Post Dated: Approved a day before notification @

*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
Payroll
Payroll Details
Row# Account Num Last Name
1 00000050038450
Page|1 o1 1]
f
Source Account
File Name
Transfer Schedule
Total Count
Total Amount
Back

First Name Middle Name Amount Email Mobile Numb = Error Message

2.00

0000007585515530/GTE Test Account CA-PHP-CA @

C\Users\jdb55858\Deskiop\GES ROC Kit\EZPayroll2.4. 1v2\Uploads\GTEFP50213001.TXT
Immediate

1

200



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

Payroll

V Payroll Is for verification.
Your Tramsact:on Reference Numbe: i3 PAY-O2112017-112004-00008483

Payreil Details
Reference Number  PAY-02132017-112004-00008685

Reference Number Account Number  Last Name First Name Middie Name

PAY.D2132017.112004

SIEES ST OO0000S0 33259088

Email



VERIFIER

1. Loginto ROC
a. Go to the Dashboard

@ Dashboard | |3 Bank Advisory| () Logout

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.

Task List - X
Payroll @
From Date To Date o
B8 August2016 February 2017

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

Payroll
m Payroill Inguiry
Verify Payroll
Q Search Options
[0 Reference Numbei Curre Amount Transfer fro File Name  Status Workflow 5t Transfer Sct Last Update Remarks
CAllzers\jdbB5E
\Deskop\GES e P Y 4
O :T:uwn i s | PHF 2.00 DOOOOUTEER51E ROC Pending Verificaion | Immadiate ;’1' Ll
Kt EZPayroll 24 e
Uploads\GTEF
Page |1 of 1 1o [~]
}.
Export to FOF Export to XL5 Export to G5V

ol oo



d. Details will be shown. Click Back.

Payroll

Transaction Details
Payroll Details

Reference Number  PAY-02132017-112004-00008685

. Workflow Status
+ Pending For Verification

Status

Status

2 Workflow Progress

Amount  PHP 2.00
Transfer from  0000007589515530¢GTE Test Account CA-PHP-CA @
Remarks
Transfer Schedule  Immediate

Total Count 1

Reference Numbe Transfer to  Last Name First Name Middle Name Email Mobile Nur  Amount Status Remarks
PAY-02132017- 00000090038 .
112004-D00086851 | 49086 200 Pending
Page 1 ol 1[~]
F
Export to PDF Export to XLS Export to CSV

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

Payroll

m Payroll Inquiry

Verify Payroll

Q) Search Options

I Reference Number * Currency  Amount Transfer from File Name Status Workflow Status | Transfer Schedule Last Update Date = Remarks
C\Users\jdb55858
'AY-02132017-112004- \DesktopVGES ROC ~ N - - .
Eomms £ 200/ 0000007589515530 | ST DN, Pending For Verification Immediate 211317 11:20AM
Wploads\GTBFPS0212

®

Page 1 of 1
#

Export to POF Exportto XLS Export to CSV
[ @ Click to Verify
eject 5 Return to Maker s




f. Submit

Payroll

Transaction Details

Reference Number © Currency Amount Transfer from File Name Status Workflow Status | Transfer Schedule = Last Update Date = Remarks
ChUsers\jdb55858
PAY-02132017-112004-00008685 PHP 2.00 DODO0O75E9515530 \DesitoplGES ROC Pending For Verification Immediate 21317 1120 AM
Kit\EZPayroll2.4.1v2
\Uploads\GTEFPSO213]
Page[1 |af1 1[+]
rd
Export to PDF Export to XLS Export to C5V

Workflow Details
Action  Verify

Remarks

g. Transaction is now for Authorization.

Payroll
Transaction Details

Selected Transactions were processed.
Please make sure to review the resulting Status and Workflow Status of your selected transactions.
There may be transactions that were unsuccessful. You may refer to the Remaris field to know the reason of failed transactions.

Reference Number * Currency Amount Transfer from File Name Status Workflow Status | Transfer Schedule Last Update Date  Remarks
C:\Uisers\jdb55858
R, \Desktop\GES ROC : i : =
PAY-02132017-112004-00008685 PHP 2,00 0000D07589515530 | sz:;m“zl dlva |Pending For Authorization Immediate 211317 12:05 PM

Wploads\GTEFPS0213¢




AUTHORIZER

1. Loginto ROC
a. Go to the Dashboard

@ Dashboard | |3 Bank Advisory| () Logout

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.

Task List - X

Payroll

From Date To Date
B8 August2016 February 2017

®

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

Payroll

Authorize Payroll Payroll Inguiry

Authorize Payroll

Q Search Options

[ Reference Numbe' Curre Amount Transfer fra File Name Status
Ch\Uzersijdb55i
‘\Desktop\GES
PAY-02122017-
PHE 0007SEG5] ¢ o
O 112004-00008685 Hi 200 D-CID‘.CIC;'E-B_SI.RQC_ Pending
Kit\EZPayroll2.4
Wpload=\GTEF

®

Page 1 of1 10[+]
f

Export to PDF Export to XL5 Export to C5V

Workflow 5t Transfer Sct Last Update

For
Authorization

Immiediate

211317 12:05
P

Remarks



d. Details will be shown. Click Back.

Payroll
Tranzaction Detsils
Payroll Desilz

Feference Mumber  PAY-02132017-112004-00008685

_ Workflow Status
«" Pending For Authortzation

Transa

S Werkflow Progress

Amount  PHP 100

Transfer from 3TH Test Actount CA-PHP.CA 5}
Remarks
Transfer Schedule  Immediate

Total Coune 1

Reference Numbe | Transfer o | Last Name First Name Middie Name Emall Mobike Nur | Amouwnt Status Remarks

RAYDZIZE T DOO0DOR00=E

112004-D0008EES1 AB0EE 200) Pending

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

Payroll

Autharize Payroll  [EEERENTY

Authorize Payroll

Q, Search Options -

¥ Reference Number * Currency Amount Transfer from File Name Status Workflow Stati

C\Wsers\jdb55858\DeskiophGES
PAY-02132017-112004-00008685 PHP 2.00 0000007583515530 ROC Kit\EZPayroll2.4.1v2 Pending For Authorization
\Uploads\GTBFPS0213001 TXT

Page|1  |of1 10[+]

&
< >

Export to PDF Exportto XLS Export to CSV

s
|

@ Click to Authorize




f. Submit.

Payroll

Transaction Details

Reference Number * Currency Amount Transfer from File Name Status Workflow Status Transfer Schedule Last Update Date = Remarks

C\Users\jdb55852
N \DeskiophGES ROC . _— - -

PAY-02132017-112004-00008685 |PHP 2.00 00DOODTSE8515530 Kt\EZPayrollZ4.1v2 Pending For Authorization Immadizts 213171205 PM

Wploads\GTEFPSO213]
Page[1 |or1 0[]
#
Export to PDF Export to XLS Export to CSV

Waorkflow Details
Action  Authorize

Remarks

g. Transaction is successfully processed.

Payroll
Transaction Details

Selected Transactions were processed.
Please make sure to review the resulting Status and Workflow Status of your selected transactions.

There may be transactions that were unsuccessful. You may refer to the Remarks field to know the reason of failed transactions.

Reference Number * Currency Amount Transfer from File Name *status Workflow Status  Transfer Schedule Last Update Date  Remarks
C\Users\dbS5858
aste i \Deskuop\GES ROC % : -
-112004-00008685 . ke r Pr: i s i 7 1
PAY-02132017-11 PHP 2.00|0000007589515530 Kt\EZPayroil2.4.1v2 For Processing Approved Immediate 21317 1:00 PM

Wiploads\GTBFPS02130

*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.



