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GIRO Payment & Email notification Add-On

NAVIGATION

EMAIL SETTINGS

[ AaBc (PC) - Admin [ocIPIZZAHU e Forthis add-on, you will see the following

Logoff Change Bank  Wind additions on the menu.
0 InSETUP>

Menu | - Contact

Bank Account = GIRO Setting

E i . Purp'ose nge
= Email Setting

Default Setting

Running Number

Contact I

Accounts

Payment Mode
Cheque Setting
Envelope Setting
GIRO Setting
Purpose Code
Email Setting

Favourite

Process

Report

Setup

Maintenance
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GIRO Payment & Email notification Add-On

Payment

Receipt

Cheque (Batch Print)
Envelope (Batch Print)

Giro

Email

Report
Setup

Maintenance

At PROCESS, you will also see

(0]

In PROCESS>
= GIRO
= EMAIL
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GIRO Payment & Email notification Add-On

SETTING UP

GIRO SETTINGS
............................................ ° Goto SETUP

Report

Setup """l-l-._

Maintenance

FEyREE e e Clickon GIRO SETTING
Cheque Setting
Envelope Setting
GIRO Setting X
Purpose Code
Email Setting
o C(lick EDIT
Edit | Save | Undo |
[l 61RO Registration e Since you have upgraded the system, you
cro | first need to fill this page up before you can
Bank [ | use
Company ID
Account No.

|
|
Account Name I
|

Swift BIC
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GIRO Payment & Email notification Add-On

GRO |
Bank
Company ID

Account Mo.

[ 1RO Registration

[

DBS
OCBC

BANK
0 SelectaBank

[ IR0 Registration

COMPANY ID

6RO | 0 Enteryourlogin ID similar to the one
Bank [uos - you enter to the bank’s website
Company ID 1234567890 —
Account No. |\ ACCOUNT NO
0 Enter you Organisation Bank account
Account Name I
number
Swift BIC |
SWIFT BIC
0 Enteryour Bank Swift Code
Click SAVE
Edit | Save | Undo
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GIRO Payment & Email notification Add-On

PURPOSE CODE

e GotoSETUP
Envelope Setting e Clickon PURPOSE CODE
GIRO Setting
Purpose Code X
Email Setting
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GIRO Payment & Email notification Add-On

Code |

Description

Business Expenses

These are list of codes used by the banks.
These codes will be printed on the Receiving
Bank A/C statement.

BONU Bonus Payment
- Cable TV Bil o BY default, the system already pre-loaded
CRD Credit Card Payment w!th the common codes, hov.vgver, you are
still able to edit or make additions.
CHAR. Charity Payment
COLL Collection Payment
COMM Commission
CPKC Carpark Charges
CSDB Cash Disbursement
DCRD Debit Card Payment
DIVD Dividend
DNTS Dental Services
EDUC Education
FCPM Payment of Fees & Charges
FWLY Foreign Worker Levy
GDDS Purchase Sale Of Goods
GOVI Government Insurance
GSTX Goods & Services Tax
HSPC Hostipal Care
IHRP Instalment Hire Purchase Agreement
INSU Insurance Fremium
A Trtra Camanans Daraant
e Tocreate anew Purpose Code
e Clickon NEW
Mew |
e Simply fill the form up accordingly

Description

ﬂ Purpose Code Registration

Purpose Code * ||

PURPOSE CODE
0 Thisis a4 alpha-character code
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GIRO Payment & Email notification Add-On

/

Add |

Undo |

Click ADD to save
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GIRO Payment & Email notification Add-On

EMAIL SETTINGS

Goto SETUP

Favourite
Process
Report

SEtUp "“'-l-.__

Maintenance

B e Navigate to EMAIL SETTING
GIRO Setting

Purpose Code
Email Setting X

AN

e ClickEDIT

/

Edit | &

e Bydefault, select USE SECURE
¥ Use Secure Connection CONNECTION

e Check your mail server with your IT
Mail Server | Message | personnel and fill up accordingly

Server ImaiI.DomainName.com

Port 465

Username Iuser@DomainName.com

Password I*****|

¥ Use Secure Connection
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GIRO Payment & Email notification Add-On

ﬁ Email Setting Registration

ﬂ Email Setting Registration

e Click on MESSAGE tab to complete the form
Mail Server | Messagel
Server ImaiI.DomainName.com
Fort 465
Username Iuser@DomainName.com
Password I*****
¥ Use Secure Connection
i
e E e You may edit the message to be sent our
Subject [ here
Message
[Mame] = Contact Name
[Attn] = Attention
[VoucherNum] = Voucher Number
[VoucherRef] = Voucher Reference
[VoucherRemark] = Voucher Remark
' In the content of your SUBJECT and
° n nten r n
[Mame] = Contact Name € content oryou 4dth f'ald
[Attn] = Attention MESSAQE, you may add these fields to
[VoucherMum] = Voucher Number personalise your message.
[VoucherRef] = Voucher Reference e Note
[VoucherRemark] = Voucher Remark O These fields are case-sensitive.
0 [VoucherRemark] field do not work
on SUBJECT due to the lengthy
nature of remark
Subject I‘r’our Claims for [VoucherNum] has been paid b Hereisan example
Message Hi [Attn],
We are pleased to inform you that payment to
[Mame] for [VoucherNum] has been made.
You may make reference to [VoucherRef].
Remark: [VoucherRemark]|
e Returnto MAIL SERVER tab
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GIRO Payment & Email notification Add-On

e C(ClickonTEST
‘_I/ 0 Tosend atest mail to yourself/
S username
e Rememberto click on SAVE

Edit | [ Saya. | [ Unda™ |
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GIRO Payment & Email notification Add-On

PAYMENT MODE SETTINGS

Favourite
Process
Report

SEtUp 1""!-.___

Maintenance

Goto SETUP

Contact
Accounts
Payment Mode X

Cheque Setting \
Envelope Setting

Click PAYMENT MODE
Click NEW or EDIT

[ Mode Registration

Code * IGIRO

Description IF‘A‘r’ VIA GIRO)|

" Cheque Mode

Ensure that you have a mode for Giro
CODE
0 You must have a code for *"GIRO”
0 The system will reference to this
code for Giro processes
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GIRO Payment & Email notification Add-On

Name * I”K" LIME LOGISTICS (SINGAPORE) PTE LTD

Attn

Address 3 CHANGI SOUTH STREET 2
XILIN DISTRICENTRE BUILDING A
SINGAPORE 486548

Tel |65 6542 9919

Fax [65 6542 6551

Email Islt\-saharlah@sg.k\me\ngwstlcs.cnm

GIRQ

BIC [

Account No. I

Account Name I

CONTACTS
e GotoSETUP
Favourite
Process
Report
SEtUp "“'-l-.__
Maintenance
Default Setting e Clickon CONTACT
Running Number o ES]relldect your existing Supplier or Payee names
Contact X e ClickonEDIT
Accounts
Payment Mode
e These are the details of your existing payees
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GIRO Payment & Email notification Add-On

e You will notice that there are additional

B fields to fill

BIC I e You will need to get your payee details for
the following

Account MNo. I

Account Name I e BIC

0 Payee Bank’s SWIFT CODE

e ACCOUNTNO
0 Payee’s Bank Account Number

e ACCOUNT NAME
0 Payee’s Name registered with the
bank
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GIRO Payment & Email notification Add-On

PROCESS

PAYMENTS VIA GIRO

e Navigate to PROCESS

Setup

Maintenance

e Click NEW

e You will notice that there is a new section for
you to enter payee’s GIRO transaction
details.

e Note that the fields are payer bank specific.
This means that DBS will have different fields
as compared to UOB, or others.
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GIRO Payment & Email notification Add-On

GIRO T Generated
uoB |
End ToEnd D |
Purpose Code I j

Remittance Info I

U.Payer/B.Name I

Customer Ref |

E.g.
GIRO T Generated
uoB |

End To End ID IIN‘-.-'.12345

Purpose Code INPT - Invoice Fayment j

Remittance Info I

L.Payer/B.Name |

Customer Ref I

END TO END ID*
0 Thisisa mandatory field required by

the bank.*

Maximum 35 characters

0 E.g.foruseas"“INV.123456"

0 Thisreference will be printed on
receiving Bank A/C statement

0 Disallowed characters are
~@#$WN&*_=<>[11\|

o

PURPOSE CODE*
0 Thisisamandatory field required by
the bank.*
0 The code will be printed on receiving
bank A/C statement
0 You may select the appropriate from
the list

0 If code not found, you may refer to
PURPOSE CODE setup mentioned
earlier

REMITTANCE INFO
0 Thisisan optional field.
0 Maximum 140 characters.
O Thisisthe additional payment details
0 Disallowed characters are
~@#sNN&F_=<>[18)|

U.PAYER/B.NAME
(Ultimate Payer/ Beneficiary Name)
0 Thisisan optional field.
0 Maximum 140 characters.
0 Must be different from receiving
account name

CUSTOMER REF

0 Thisisan optional field.

O Maximum 16 characters.

0 Forinternal reference

0 To be printed on first page of advice
as customer reference number
Disallowed characters are
~@#sNN&*_=<>[]{}\|

o
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GIRO Payment & Email notification Add-On

Moz o e Forthe system to process this payment
Date 30/05/2018 B ode GIRO - PAY VIA GIRO -
L ’ Kl under GIRO, for

Voucher No. PV/010/05/2018 Reference
Payee IABC Company / j [ ] M O D E

Payee on Cheque  [ABC Company / fo) Se | ect G | RO

Account ipti Amount
service rendered

e C(Click ADD or UPDATE to save the voucher

e Tosend an email notification to the payee
e C(lick on PRINT/ EMAIL

Sgrcntons
Datn  Documint

MO | PO
06208 P09 062
TSN | POINDSI |Mabets pe
00NN [POLOONINS |AD Conpany I

LGNNI |POIROSININ_jbhabe pra 1 |
L50N18 FUNITON2I18 |bes m orco pee s |2

TS - o G Ths,., 0230
1A Conpuen G
INOYIIN | POINOSIIS | shedelg te
THOL3NN_|PNIO08NIE | crvo it phe R
TN PGB AR Company
MO PRI sty
o e |

WO [POINGNTI AR Compary
NG PDIZONDIS | AEC Compeny
OY2NE [ FOTIONINS NS Conpar
JOVROFNIE NI Conpuny
4 POV AD Compaey
4 PUILZIL2HS

| e loas

e Select EMAIL
and an email will be sent

7| =

Delete Print/Email
Print
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GIRO Payment & Email notification Add-On

PROCESSING GIRO PAYMENTS
............................................ e Navigate to PROCESS
Favourite
Process
Report \
Setup
Maintenance
Cheque (Batch Print) * ClickGIRO
Envelope (Batch Print)
Giro X
Email \
[T ) o | & Youwill notice there are 2 dialogue boxes
; bop Up
e Rightdialogue box
0 Voucher Selection Box
e Leftdialogue box
0 GIRO Box

[Click here to Return to Content Page]
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GIRO Payment & Email notification Add-On

Voucher Selection

Filter

Date [ Show Generated Fayee |
From [23/10/2015 =] voucher f
To 06/06/2018 | Cheque |
Date | Voucher | Refereence | Payee | Amount

0 018 PV/001/05/20... | 0206
03/05/2018 PV/005/05/20... | 0210
30/05/2018 FV/010/05/20...
06/06/2018 PV/003/06/20... | 111230

cneo little pte...
TKWSS - Blu...
ABC Company

little totlets pt...

~
*, Add

Refresh

e Rightbox, VOUCHER SELECTION
0 This list out the outstanding GIRO
payments yet process

Voucher Selection

Filter

Date [~ Show Generated Payee I
From  [23/10/2015 - Voucher |
To 06/06/2018 - Cheque |

Date | voucher | Refereence | Payee | Amount

e VOUCHERSELECTION

0 You may filter for certain payments
that you may like to process first

0 Note that once you have process
their payments, they will be marked
GENERATED and will not be listed in
future

0 Hence to call them out in future, you
have to Check— SHOW GENERATED

| Amount

| Payee
cnco little pte...

Date | Voucher \ Refereence

05 { 0... 0210 TK lu...
30/05/2018 | PV/010/05/20.. |ABC Company
PV) .00

.. 111230 little totlets pt... | 1,

e Toselect the voucher to process, you can
select:
e One-by-One
0 Click one-by-one and click ADD

e Multi-Select
O Press CTRL & CLICK the respective
voucher and click ADD

e Range Select
0 Press SHIFT & CLICK the beginning
and end of the voucher list
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GIRO Payment & Email notification Add-On

HGiro

uos |

Service A

Value Date  |14/06/2018 - U.Cuslomerl
Payment A Reference I

o [=] B3

Date | Voucher | Reference

06/ 8
03/05/2018

| Payee \ Amount =

02/05/2018

e Once you have click ADD,
e You notice the selections will populate on
the Left GIRO dialogue box

| Date | Voucher | Reference

\ Amount

| Payee

06/06/2018 FV/003/06/20.
018 0210

( 018 v/00
02/05/2018 0206 N\

little totlats pt...
TKWSS - Blu...

o e pe.

e Should you have accidentally select certain
voucher,
e You may unselect it by
0 CLICK onthe voucher, and
0 CLICK[-]

UDB'

Value Date |14fnﬁfznla

Fayment ||

Service |

e Next at the GIRO box,
® You have to enter
e VALUE DATE

0 Thisis abank mandatory field

0 Thisis the date when the payments
are effected.

0 E.g. When salaries are to be made
available for withdrawal by staff on
15 Jan 2018, the value date is 14 Jan
2018. On 14 Jan 2018, the staff
accounts are credited by the
receiving banks during their end-of-
day processing (which is typically
around midnight).

0 Please avoid submitting files too
close to the cut-off times to avoid
missing the submission deadline and
incurring delay.

e PAYMENT
0 Thisisabank mandatory field
0 Select between PAYMENT or
PAYROLL
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GIRO Payment & Email notification Add-On

j e SERVICE

S
ervice | 0 Thisis a bank mandatory field

MNormal [Immediate]
MNormal [Batch]
Express [Batch]

e Normal [Immediate]
0 Immediate payment via FAST
platform
0 Allreceiving bank can be UOB and
other bank accounts

e Normal [Batch]
0 Normal GIRO payments
0 Allreceiving bank can be UOB and
other bank accounts

e Express[Batch]
0 Express GIRO payments
0 Allreceiving bank must be UOB Bank
Group

e Note that for
0 Normal Service, value date cannot
fall on Saturday, Sunday or Public
Holiday, while for
0 Express Service, value date cannot
fall on Sunday and Public Holiday.

e ULTIMATE ORIGINATING CUSTOMER
0 Name or/and reference of the party

U.Customer I where transaction is made on their
Reference | behalf
0 Must be different from Originating
A/Cname
0 Leave blankif you are making the
payment directly to the beneficiary
e BULKCUSTOMER REFERENCE
0 Will be printed on Originating Bank
A/C statement internal reference
0 Disallowed characters are
~@#SWN&*_=<>[11\|
— e Click GENERATE GIRO

Generate

/ Giro
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[l save GIRO file

G- o -

| Organize v New folder =@

e Browse to the location you would like to save
the file

|23 [ search Desktop

1T Favorites
[EH Desktop

] Recent Places

| Libraries
— | System Folder
=]

Ve

oct
1 Libraries % System Folder
5 Documents )

) Music ¥ ! | Computer
=] Pictures (S system Folder
B8 videos 2
| Network
E11% Computer QL’ System Folder
[ g Local Disk (C:)
0 Downloads
el oo :
B s D rive 02) shorteut
¥ s Local Disk (Ez) 842 bytes

=16 Network

File name: | UGAT 140801 =l
Save as type: [tut fies (%.t) =l
e onc
A

e Note that the file has a certain naming
File name: ILIGAI 140601
- format

Save as type: I'D(t files (% tet) e DO NOT rename the filename
¢ Inthise.g. UGAl140601
0 UGAIdd mmbb
0 UGAI=Bank’s dictated file prefix
O 14 =dd, date of file created
0 06 =mm, month of file created
0 o1=bb, batch number default to o1
e |MPORTANT
0 Should you generate more than 1
GIRO file in the same day, you need
to rename the filename’s bb
accordingly.
0 E.g. UGAIl140602 for the second
of UGAI140603 for the third

=l e Click SAVE

,’-’TI Cancel | L CI|Ck OK

A

e Proceed to your bank website to import this
GIRO file.

GIRO file generated
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BATCH EMAIL NOTIFICATIONS

e Navigate to PROCESS

Setup

Maintenance

Envelope (Batch Print) e Click EMAIL
Giro
Email X

e You will notice there are 2 dialogue boxes
pop up
e Rightdialogue box
0 Voucher Selection Box
e Leftdialogue box
0 Email Voucher Box

[Click here to Return to Content Page]
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GIRO Payment & Email notification Add-On

Voucher Selection I

e Rightbox, VOUCHER SELECTION

Filt . .
bate Poyes | 0 This list out all the vouchers
From E}lﬂﬂﬂls - Voucher I
To 06/06/2018 v Cheque |
Date \ Voucher | Refereence | Payee | Amount =
01/06/2018 PV/009/05/20... | 234300 jkfabeefc pte Itd |1,500.00
01/06/2018 PV/002/06/20... | 111224 bep nysc pte Itd |1,500.00
01/06/2018 PV/001/06/20... | 111222 kKl pte Itd 1,500.00
30/05/2018 PV/010/05/20... ABC Company | 500.00
16/05/2018 PV/008/05/20... | 2342 jkfabe pte Itd | 1,500.00
15/05/2018 PV/007/05/20... | 2341 bep n cneo pt... |1,000.00
08/05/2018 PV/006/05/20... | 111222 jkfgh pte Itd 1,500.00
03/05/2018 PV/005/05/20... | 0210 TKWSS - Blu...
03/05/2018 PV/003/05/20... | 0208 ABC Company
977 T T - |_>|_I

L Add

Refresh

Vouie Scecien e VOUCHER SELECTION

il . .

o — 0 You may filter for certain vouchers

Fom [ioots %] Voucher| that you would like to process first

To |ns,fnsf2ms vl Cheque |

Date | voucher | Refereence | Payee Amount ﬂ
Date | voucher | Refereence | Payee | Amount L] To select the voucher to process, you can
0 L.l:' PV/00 0. |'|"|'|'_' cnco llt_tle pte... |1,000.00 Selecti

8 P 10 TKWSS - Blu...
30/052018 PV/0w0/05/20..seccompany sw00 || | @ One-by-One
1] 8 PV/003/0 .. 111230 little totl t... |1,000.00 o C||Ck One'bY'One and C|iC|< ADD
e Multi-Select
O Press CTRL & CLICK the respective
voucher and click ADD
T A
e Range Select

O Press SHIFT & CLICK the beginning
and end of the voucher list
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B Email voucher

e Once you have click ADD,
T R T a— || e Younotice the selections will populate on

01/06/2018 __|PU/009/05/20... | 234300 the Left GIRO dialogue box

01/06/2018 PV/002/06/20... 111224 bep nysc pte Itd

01/06/2018 PV/001/06/20... 111222 kIl pte Itd

Send
Email

= =ICd e Should you have accidentally select certain

06/06/2018 ='-r|... e VOUCher’

01/06/2018  PV/009/05/20... |234300 ‘Jkfabeefc pte Ikd e Youmay unselect it by

01/06/2018 PV/002/06/20... |111224 bep nysc pte Itd

01/06/2018  PV/001/06/20... | 111222 KKIINI pte Itd 0 CLICK on the voucher, and

0 CLICK[-]
e Click SEND EMAIL to sent
Send
Email
4

e
I
O Note if there are emails not sent, e.g.

Mot all email is sent. Email not sent will stll remain in the list.

[ o |

without payee email address, it will remain in
the list.

SSA Page 26 of 27

[Click here to Return to Content Page]

All Rights Reserved. Copyrights © 2018 - OCi System Pte Ltd
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FAQ

Giro Generation l

Giro setting has not been configured.

|

| keep getting this message, why is it s0?

0 When your system is upgraded to the
GIRO feature, you need to first setup
the GIRO settings before the system
can be operated normally.

=

Print/Email

The parameter 'address’ cannot be an empty string.
Parameter name: address

|

| tried sending email notification from the
voucher to the payee, but get this message?
O This means that When your system is
upgraded to the GIRO feature, you
need to first setup the GIRO settings
before the system can be operated
normally.

# Support Email Address:
support@ocisg.com
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