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L O G I N  

The login panel allows only authorized users to log into the system. The menus available to 
individual users after successful log in are based on the privileges assigned to them by the 
Administrator.  

To Login to Corporate Banking: 

1. Open the internet banking corporate login portal in your web browser.

2. Enter the Username and Password and click the    Login     button.

3. You will now be logged in as the user.

The screen will display the details of the account in the right pane and a list of menus will be 
available on the left.  
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V I E W  P R O F I L E  

Logged in users can view the details of their current profile. The information listed in the User 
Profile will include Name, Username, Customer Code, Email Address, Mobile Number and 
Created Date. 

To View User Profile: 

1. Click on VIEW PROFILE in the left navigation pane.

2. Complete information of the current user profile is displayed as below.

C H A N G E  P A S S W O R D  

Users are advised to take precautions to keep their passwords safe at all times and change it on a 
regular basis. Logged in users can change their login password from within the system anytime.  

To Change User Password: 

1. Click on CHANGE PASSWORD in the left navigation pane.

2. Fill in the passwords in the box and click the    Change     button.

3. A message will be displayed confirming that the password was successfully changed.
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L O G O U T  

Users are advised to always logout of the system upon completion of a session or if they require 
leaving the system unattended. 

To Logout: 

1. Click the Logout  button in the left navigation pane.

2. You will be taken back into the main corporate banking login screen.

V I E W  A C C O U N T  I N F O  A N D  S T A T E M E N T S  

Users can view the Account Information and view, print or download the Account Statements if the 
Administrator has permitted such operation for them. A date range can be specified to show the 
statement for a particular time period. The main page also has an existing panel to show a brief view 
of their account balance. 

To View Account Information 

1. Click on ACCOUNT INFO sub-menu under ACCOUNT menu in the main screen.

2. A summary of all account information available to you is displayed with Account Number,
Scheme Code and Available Balance.

To View Account Statements 

1. Click on STATEMENT sub-menu under ACCOUNT menu in the main screen. Alternately click
on the Statement link for the corresponding account number if already viewing the Account
Info.
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2. Enter the From Date and To Date to specify the date range to be shown in the Statement
for. Select the Account Number and click the    Show    button.

3. The Statement for the specified date range is displayed on-screen.

4. Click on the Print  icon to print the full statement. 

5. To export the entire statement to a PDF file, click on the  icon at the top. Follow the on-
screen prompts in the dialog box to save it to your PC.

6. To export the entire statement to an Excel file, click on the  icon at the top. Follow the 
on-screen prompts in the dialog box to save it to your PC.
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User Management 
The USER menu allows Administrators to create and manage user accounts for the system. The 
Create User menu allows admins to can create different categories of users for the system by 
assigning account privileges to their accounts based on the roles they will perform. The Manage 
User menu allows main user to Search, Change Login Info, Block, Unblock or Delete other 
users. Only system administrators hold the rights for user management in the system. 

C R E A T E  U S E R  

Users can perform internet banking operations in the corporate banking system based on the 
privileges assigned to them during user creation. Only the menus that they are assigned become 
available to them when they log into the system.  

To Create New User: 

1. Click on CREATE USER under USER menu in the main screen.

2. The new user creation form is displayed on screen as below.
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3. Fill in the required details for User Name, Password, Mobile Number and Email 
Address. 

4. Choose the Services you want to make available for this user by selecting the check boxes 
and click the    Next    button. 

5. Select check-boxes to assign required Account Privileges to this user account. 

 
6. Click the   Create   button. 

7. A message will confirm that the New Corporate User was successfully created. 

 

The users will require to reset their login and transaction passwords upon first login. 

 
S E A R C H  U S E R  

 

Administrators can search for users already created and view details of their profile by using this 
function. It serves as a quick method to find the details of any particular user if there are multiple 
users created for the system. 

To Search for User: 

1. Click on MANAGE USER under USER menu. 

2. Enter full or part of the Username to search for and click the    Search    button. 

 
3. If user is available, a table with information matching to the search result is displayed. 

 
4. The following message is displayed if there are no results. 
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C H A N G E  U S E R  L O G I N  I N F O  

 

Administrators can change the Mobile Number and Email Address for existing users in the system 
and reset their Login and Transaction passwords when required. This helps in maintaining updated 
information of all users. 

To Modify Login Information for Users: 

1. Click on MANAGE USER under USER menu. A list of all available users is displayed. 

2. Find the User whose login information you want to modify and click on the corresponding 
Change Login Info link under Action column. 

 
3. Enter the Mobile Number or Email Address or both to change. 

 
4. Click    Update    button. 

5. A message will be displayed confirming that the user details were successfully modified. 

 

To Reset Login Password: 

1. Click on MANAGE USER under USER menu. A list of all available users is displayed. 

2. Find the User whose login password you want to change and click on the corresponding 
Change Login Info link under Action column. 

 
3. Enter the New Password and Confirm Password in the Login Password change box. 

Make sure both are the same.  

 
4. Click the    Change    button. 
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5. A message will be displayed confirming that the login password for the user was successfully 
changed.  

 

To Reset Transaction Password: 

1. Click on MANAGE USER under USER menu. A list of all available users is displayed. 

2. Find the User whose transaction password you want to change and click on the 
corresponding Change Login Info link under Action column. 

 
3. Enter the New Password and Confirm Password in the Transaction Password change 

box. Make sure both are the same.  

 
4. Click the    Change    button. 

5. A message will be displayed confirming that the transaction password for the user was 
successfully changed.  
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B L O C K  /  U N B L O C K  U S E R  

 

Administrators can block and unblock any existing user from using the system when required to 
restrict or re-instate their access to the services. Only the administrators hold the rights to 
block/unblock a user. This also allows to check which users are blocked and which are unblocked in 
the system. Blocked users are denied access to the system and can gain access only after the 
Administrator unblocks their account. 

 

To Block User: 

1. Click on MANAGE USER sub-menu under USER menu. A list of all available users is 
displayed. 

2. Identify the User whose login you want to block and click on corresponding Block link under 
Action column. 

 
3. A dialog box will appear to let you confirm the operation. Click the    OK    button. 

 
4. A message will be displayed confirming that the user was successfully blocked. 

 

To UnBlock user: 

1. Click on MANAGE USER sub-menu under USER menu. A list of all available users is displayed. 

2. Identify the User whose login you want to unblock and click on corresponding Unblock link 
under Action column. 

 
3. A dialog box will appear to let you confirm the operation. Click the    OK    button. 



1) Home Page 

 

2) View Account Details ‐ click on “Details” 

 

 

3) View Statement 

a) View Statement‐ Click on “STATEMENT” under “ACCOUNT” or “Statement” 

 

b) Select Date Range and Account Number 

 

 

   



4) Generate Advice 

a) Click on “DEBIT ADVICE” or “CREDIT ADVICE” under “ADVICE GENERATION” 

 

b) Select Date and Account Number 

 

 

   



5) Batch Transaction 

a) Transaction Flow  

 The transaction requires a ‘Maker’ user to create transaction and TWO ‘Checker’ users to approve the 

Transaction. 

 The transaction is auto created once approved by both Checkers. 

 The transaction cannot be cancelled once approved by both ‘Checker’ users. 

 The transaction created can be cancelled by any user. 

 

b) Create Transaction – (Login as ‘Maker’) Click on “TRANSACTION INITIATION” under “BATCH TRANSACTION” 

 

c) Select “From Account”, enter “Remark” and click “Add Txn Details” (Bulk Transactions explained below). 

 

d)  Enter the Account Number and Amount and click “Initiate Payment” 

 To add additional transactions, click “Add Txn Detail”.  

 To remove transactions tick on “Select” and click “Remove Txn Detail”.   

 

e) Click “Proceed” 

 

f) Enter Transaction Password 

 

   



g) Enter OTP and click “Confirm” 

 

h) Verify Transaction – (Login as ‘Checker’) click on ‘TRANSACTION APPROVAL’ under ‘BATCH TRANSACTION’ 

 

i) Approval lists are displayed. Select date range to filter data. 

 

j) Click on “Detail” to view the details 

 

k) Click on “Reject” to reject the transaction. A reasons needs to be provided. 

 

l) Click on “Approve” to approve the transaction and enter the transaction password. 

 

   



m) Enter OTP and click “Submit” 

 

n) Login as the second checker and approve the transaction. (Repeat steps ‘h’ to ‘m’) 

 

o) After approval of second checker the transaction status can be viewed by clicking “TRANSACTION REPORT” 

under “BATCH TRANSACTION” 

 
 

   



6) Batch Transaction – Bulk 

a) Transaction Flow  

 The transaction requires a ‘Maker’ user to create transaction and TWO ‘Checker’ users to approve the 
Transaction. 

 The transaction is auto created once approved by both Checkers. 

 The transaction cannot be cancelled once approved by both ‘Checker’ users. 

 The transaction created can be cancelled by any user. 
 

b) Select “From Account”, enter “Remark” and click “Excel Txn Detail” 

 
 

c) Click on “Generate Excel Sample To Upload Batch Transaction” to generate a sample 

 
 

d) Enter the transactions details in the generated Excel 

 
 

e) Click on “Upload Transaction Record”

 
 

   



f) Click “Upload” 

 
 

g) Click “Initiate Payment” 

 
 

h) Enter Transaction Password 

 
 

i) Enter OTP 

 
 

j) Verify Transaction – (Login as ‘Checker’) click on ‘TRANSACTION APPROVAL’ under ‘BATCH TRANSACTION’ 

 
 

   



k) Approval lists are displayed. Select date range to filter data. Click on “Approve”. 

 
 

l) Enter Transaction Password 

 
 

m) Enter OTP 

 
 

n) Login as the second checker and approve the transaction. (Repeat steps ‘j’ to ‘m’) 

 

o) After approval of second checker the transaction status can be viewed by clicking “TRANSACTION REPORT” 

under “BATCH TRANSACTION” 

   



7) Employee 

All employees need to enrolled into the system before salary sheet can be generated. Employee details can be 

entered individually or can be bulk uploaded. 

 

a) Enter Individual Employee Details – click on “EMPLOYEE INFO INDIVIDUAL” under “EMPLOYEE” 

 
 

b) Enter the details and click create. 

 
 

 
 

c) Enter Bulk Employee Details – click on “EMPLOYEE INFO BULK” under “EMPLOYEE” 

 
 

d) Click “Generate Excel Sample To Upload Bulk Employee Record” to generate a sample excel. 

 
 

   



e) Enter the details of the employees (in excel) and click “Add Corporate Employee Record” 

 
 

f) Click Upload 

 
 

g) Click “Modify Employee” under “EMPLOYEE” to modify a record 

 
 

h) Enter the Account Number and click “Search” 

 
 

i) Click “Edit” or “Block” or “Delete” as required. 

 
 



 
 

j) Click “VIEW ALL EMPLOYEE” under “EMPLOYEE” to view all records 

 
 

   



8) Salary 

a) Salary Transaction Flow  

• The transaction requires TWO ‘Maker’ user to create transaction and TWO ‘Checker’ users to approve the 

Transaction. 

• The first ‘Maker’ user creates a Salary Sheet and the second ‘Maker’ user approves the Salary Sheet. 

• Any ‘Maker’ user can create Salary Transaction once the Salary Sheet is approved. 

• The transaction is auto created once approved by both Checkers. 

• The transaction cannot be cancelled once approved by both ‘Checker’ users. 

• The transaction created can be cancelled by any user. 

b) Click “SALARY SHEET” under “SALARY” to create salary sheet. 

 

c) Click “Generate Sample” 

 

d) Enter details in Excel, select date, and click “Upload Salary Sheet” 

 

 

   



e) Click Upload 

 

f) Click “Save” 

 

g) To approve salary (login and second ‘Maker’ user) sheet click “SALARY APPROVAL” under “SALARY” 

 

h) Click “View” 

 

   



i) Approve/Reject the Transaction 

 

j) Enter OTP 

 

 

k) To view salary report click “SALARY REPORT” under “SALARY” 

 

l) To create Salary Transaction, click “TRANSACTION INITATION” under “BATCH TRANSACTION” 

 

   



m) Click “View” to view the salary sheet 

 

n) Click “Payment” to initiate transaction (or reject the transaction) 

 

o) Enter the Transaction Password 

 

p) Enter OTP 

 

 

q) To approve the salary transaction login as a ‘Checker’ user and click “TRANSACTION APPROVAL” under “BATCH 

TRANSACTION” 

 

   



r) Click “Detail” to view Salary Transaction Details 

 

s) Click “Approve” to approve the transaction 

 

t) Enter Transaction Password 

 

u) Enter OTP 

 

v) Login as second ‘Checker’ user and repeat steps ‘q’ to ‘u’ 

w) Transaction report can be viewed from “TRANSACTION REPORT” under “BATCH TRANSACTION”. 



 

 

   



9) Vendor 

All vendors can be enrolled into the system. Vendor details can be entered individually or can be bulk uploaded. 

a) Enter Individual Vendor Details – click on “VENDOR INFO INDIVIDUAL” under “VENDOR 

 

b) Enter the details and click “Create” 

 

 

c) Enter Bulk Vendor Details – click on “Vendor INFO BULK” under “Vendor” 

 

d) Click Generate Excel Sample To Upload Bulk Vendor Record   

 

   



e) Enter the details in excel and click “Add Corporate Vendor Record” 

 

f) Click “Upload” 

 

g) To modify vendor click “MODIFY VENDOR” under “VENDOR” 

 

h) Enter Account Number and click “Search” 

 

   



i) Click “Edit” or alternatively “Block” or “Delete” 

 

j) Maker changes and click “Update” 

 

k) To View all Vendors click “VIEW ALL VENDOR” under “VENDOR” 

 

 

   



10) Vendor Transaction 

a) Vendor Transaction Flow  

• The transaction requires a ‘Maker’ user to create transaction and TWO ‘Checker’ users to approve the 

Transaction. 

• The transaction is auto created once approved by both Checkers. 

• The transaction cannot be cancelled once approved by both ‘Checker’ users. 

• The transaction created can be cancelled by any user. 

b) Create Vendor Transaction ‐ click on “VENDOR TRANSACTION INITIATION” under “VENDOR TRANSACTION” 

 

c) Select Account Number and Click on “Generate Vendor Sample Excel” 

 

d) Enter details in Excel and click “Upload Transaction Record” 

 

e) Click “Upload” 

 

   



f) Click “Initiate Payment” 

 

g) Enter Transaction Password 

 

h) Enter OTP 

 

 

i) To Approve vendor transaction (login as ‘Checker’) and click “VENDOR TRANSACTION APPROVAL” under 

“VENDOR TRANSACTION” 

 

j) Click “Detail” 

 



k) Click Approve 

 

l) Click Transaction Password 

 

m) Enter OTP 

 

 

n) Login as second ‘Checker’ and repeat steps ‘h’ to ‘l’ 

o) Vendor Transaction reports can be viewed from “VENDOR TRANSACTION REPORT” under “VENDOR 

TRANSACTION” 
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