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How to prepare Supplier payment instuction file

Method 1 Prepare instruction file with self-development by company’s developer using CIMB text file

formatting guideline

Method 2 Prepare instruction file using Excel Conversion Tool

Step 1 To open an Excel Conversion Tool file, enter password (provides by CIMB Thai) to access the file.

CIMB Conversion Tools Version 4.9

Click Here |

Password

Password

Step 2 When entering the data entry, notice the sheet below. There are 5 tabs as follows:

2?4
78
v | Direct Debit-Keyin | Direct Debit-Predefined | [l P e |
Direct Debit-Keyin Company’s administrator can create direct debit instruction by
manual for each record. The data records will be remembered
automatically for using next time.
Direct Debit-Predefined Company’s administrator can select the customer record from
predefined table to make the money transfer instuction.
Predefined Direct Debit Company’s administrator can create predefined customer’s data :
customer name, account number, and etc. into the predefined table
Direct Debit-Text Import Company’s administrator can choose the text file from ERP
system to create CIMB Direct Debit instruction file. (Please
contact TB hotline to prepare mapping first.)
Direct Debit-Excel Import Company’s administrator can choose the excel file from ERP

system to create CIMB Direct Debit instruction file. (Note Please

contact TB hotline to prepare mapping first.)
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Step 3 Click on the sheet Direct Debit-Keyin to prepare the information.

Step 4 Choose the company’s account number for collect money in Credit A/C and specific the effective

date of transferring in Value Date

A | B | C | D | E | F G
1 |Credit A/C  CIMBS - 8000095999 Total Txn. 3
2 |value Date  15-5.A.-2021 Total Amt. 6,000.00
3
a Verify & Export RTB 2 Clear Data
5 [Seq. Ref No. Charge to
6 3 1 Direct Debit 7001234567 1000 99:0ther (Debit) QUR
7 3 2 Direct Debit 7001245896 2000 99:0ther (Debit) QUR
8 3 3 Direct Debit 7001425890 3000 99:0ther (Debit) QOUR
9
10
11
Step 5 Provides the customer details for each records
A | B | c | D | E | F | 6 |
1 credit A/C CIMBS - B000095999 Total Txn. 3
2 Value Date  15-5.A.-2021 Total Amt. 6,000.00
3
5 'seq. Ref No. Charge to
6 3 1 Direct Debit 7001234567 1000 99:0ther (Debit) QOUR
7 3 2 Direct Debit 7001245896 2000 99:0ther (Debit) QOUR
8 3 3 Direct Debit 7001425890 3000 99:0ther (Debit) QUR
9
10
11
5.1 Seq The system generating’s order number

5.2 Payer Name
5.3 Account No.
5.4 Amount

5.5 Purpose Code
5.6 Ref No.

5.7 Charge to

Customer Name
Customer’s account number
Collection amout

The purpose of collection
The reference code

Choose the method to charge the party who will bear all fees
OUR is Charge to Company

BEN is Charge to Customers



3 CIMB THAI

BiZCh&I‘IﬂEl@C'MB sums Bloidud Tna

Step 6 After filling out the supplier payment information, press Verify & Export button.

A | B | © | D | E | F G |
|1 |Credit A/C  CIMBS - 8000095999 Total Txn. 3
2 |value Date  15-5.A.-2021 Total Amt. 6,000.00
3

Verify & Export I RTB - Clear Data

4
5 Seq.  [PayerWame  AccountMo. _ _ Amount ____ Purpose Code Ref lo. Charge to
6 1 Direct Debit 7001234567 1000 99:0ther (Debit) OUR
?7 2 Direct Debit 7001245896 2000 99:0ther (Debit) OUR
8_ 3 Direct Debit 7001425890 3000 99:0ther (Debit) QUR
9 |
10
11

Step 7 Three files are derived as follows

| + | CIMBConversionFile - o x
Home Share View v o
- v A » ThisPC » DATA(D:) » CIMBConversionFile [N} Search CIMBConversionFile @
. ~ DDR20211214171942 bt DDRSummary_20211214_1719.pdf DDRReport_20211214_1719.pdf

s Quick access D Text Document Adobe Acrobat Document Adobe Acrobat Document

B Desitop » 297 KB 999 K8 or | 100 kB
Instruction text file Text Instruction file for uploading.
DDRReport The instruction report file.
DDRSummary The summarize instruction report file.
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How to makes instruction file uploading into BizChannel system

Step 1 Open internet browser https://www.bizchannel.cimbthai.com website. Login with company id,

username (provides by CIMB Thai), and password.

ka CIMB THAI

5 You Neln:im
Bloidud Tna Tratand ]

BizChannel@CIMB

Announcement :
Electronic Banking For

CASH MANAGEMENT
Company Id : |—|
User: |—|

Password : | |

Forgot Password? Click here

Welcome to BizChannel@CIME

Need Assistance?
Call our customer zervice hotline at 02-6267771 or email us.

at tbhotline@cimbihai.com

Step 2 Click on main menu Direct Debit Instruction and then click Direct Debit Bulk Upload sub-

menu

= CIMB THAI

Bloi1dud na

Company ID: CIMBTHAI | Company Name: CASH MANAGMENT DIVISION | User Name: Prajuk Sayduanglib PROD | Cash | Trade Favourite Menu ' About | LastLogin: 2017-11-1517:32290 | LOGOUT |

BizChannel@CIMB Notification

My Task You have 0 unread messages
Account Service & Information
Management

Receivable Management
Cheque Management

Report

File Upload

‘Single Payment

Bulk Payment

Cheque Payment

» Direct Debit Bulk Upload

» Bulk Direct Debit

Template
Utilities.
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Step 3 Choose TXT in File Format

Direcl Debit Bulk Upload

File Detail

On Behalf of Company™ - [CIMBTHAI - CASH MANAGMENT DIVISION V]
File Format Name* . [ RTB Standard Payment File Upload |

File Type* 2

File Type* .

File Upload* . : Browse.

Step 4 Click Browse... button in File Upload and then choose the instruction file and then press the

Confirm button.

Direcl Debit Bulk Upload

File Detail
On Behalf of Company* - [CIMBTHAI - CASH MANAGMENT DIVISION v
File Format Name* . | RTB Standard Payment File Upload |

File Type* 5 v

File Type* ) Encrypted

File Upload* l_ DARTB UATWUAT DDR\q Browse... I

Step 5 The summarise instruction will displays about the totally number of transaction records, the totally

amount of all transactions, and etc. Please kindly beware crosscheck first and then click on Submit

button.
File Detail
0On Behalf of Company : COMPANYTESTOT / vizisn Isdmiafiaf Uploaded By : OTCORPMAKER
Debit Account : 7002635993 / &lafwd naevzeh (THB ) Total Records : 5
File Format Name: : XLS Total Amount : 1,501.50 THB
File Type : Non Encrypted Total Fee -
File Upload © OT_PAY File Import 111.xis Total Actual Fee D
Batch Reference No. © PAY15121501 Total Debit Amount t-
Group List
Group  Document Code Value Date Service Total Records Amount (THB) Fee Amount (THB) Actual Fee Amount (THB)
1 275426 15-12-2015 Payroll 5 1,501.50 - -

Note To crosscheck the records detail please click on the number of the Totol Records when you finish checking click the Close button

Group 1

HNo. Value Service Beneficiary Account ‘Beneficiary Charge Amount Fee Amount Actual Fee Amount Debit Amount
Date No. Hame Instruction (THB) (THB) (THB) (THB)

1 15122015 Payrol 7000150034 wen our 10010 0.00 000 10010

2 15122015 Payrol 7000802873 iy Our 200.20 0.00 000 20020

3 15122015 Payrol 7000150046 ua.a our 300.30 0.00 000 30030

4 15122015 Payrol 7000151067 Mr. A our 400.40 0.00 000 40040

5 15-12-2015 Payrol 7000155839 Ms. B Our 500.50 000 000 500.50

Excel
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Step 6 Once the transaction has been submitted successfully, there will be a message awaiting approval

(blue letters), press Done button.

Direct Debit Bulk Upload
#» Message: This transaction is waiting for approval
File Detail
On Behalf of Company : COMPANYTESTOT /e Ssfoniabini Uploaded By : D7CORPMAKER
Debit Account : 7002635993/ &ludud zaazch (THB ) Total Records =5
File Format Name o XLS Total Amount : 1,501.50 THB
File Type : Mon Encrypted Total Fee D=
File Upload : 07_PAY File Import 111 xls Total Actual Fee D=
Batch Reference No. © PAY15121501 Total Debit Amount D=
Group List
Group Ti i Value Service Total Amount Fee Amount Actual Fee Amount Debit Amount
HNo. Code Date Records (THB} (THB} (THB) {THB}
1 1512158453830247 275426 15-12- Payroll 5 1,501.50 = - = Workflow

2015 List

Step 7 You can check the awaiting approvers list by click on Workflow List

_

Approval Matrix List

Schema Number of Approval MNumber of User Company User Group
L LV ERET GroupA
SR i i (COMPANYTESTOT)
OR
L LV ERET GroupB
TEiznzE i i (COMPANYTESTOT)
Approver List
User Group User id User Name
GroupA O07CORPAUTH1 auth1
GroupB O07CORPAUTHZ auth2
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How to approve transaction (For Approver Role)

Step 1 Open internet browser https://www.bizchannel.cimbthai.com website. Login with company id,

username (provides by CIMB Thai), and password.

B @(—,——,———— |
n c‘MB THAI You Are In iTha”ﬂﬂﬂ "__|

Blo1duid Ing

BizChannel@CIMB
Announcement :
Electronic Banking For WWelcome to BizChannel@CME
CASH MANAGEMENT
Companyld - [ |
User :

Password : | |

Forgot Password? Click here

Need Assistance?
Call our customer service hotline at 02-6267771 or email us

st tbhotline@cimbthai com

Step 2 Click on My Task menu and then click Pending Task sub-menu

& CIMB THAI

Hlo1dud Ina

Company ID; COMPANYTESTOT | Company Name; sissy 3sSevaied | User Name: auth] | Main Page

BlZChann el@ClMB Test Announcement 2015.01.14

)
" » Pending Task

» Remote Approval
= Transaction Status
» Master Transaction Status

Step 3 The pending approval transactions will be displayed automatically in table, Approver can select

multiple transaction by check mark at the records and then press Approve

NI Task Listing Verify | Approve

Pending Task Listing 1-1 of 1 transaction(s)
Ho. ] Created Date Document Batch / Feature On behalf of Company Company Transaction Maker User Status
Code Customer Account Amount 1D/ Maker
Reference User Hame
Ho.
1 15-12-2015 275426 PAY15121501 Bulk Payment Upload COMPANYTESTO7 / fiwsn Isveniaing 7002635893 / THB 1,501.50 07CORPMAKER / Approver
16:24:08 lodud maker1 Task
amadzeh Advance
( THAI
BAHT)
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The system will be asking for the authorized code
For Token device Please find the Response No from the token device by press APP1 and then input
the Challenge No that displays on prompt screen.

For Mobile authorized Click on Send OTP button to get OTP code via SMS

{= Check Authentication Type - Windows Internet ... |:||§|E|

Authenticati
Challenge No/Ref. Code 1 275426
Response No/OTP H Send OTP ]

Step 4 Once the approver completed approval process the Approval Status will displays as A - Approved

No. Created Document Batch / Feature ‘On behalf of ‘Company Beneficiary Total Transaction Beneficiary Value Maker User Status Approval
Date Code Customer Company Account Account Record Amount Bank Date 1D/ Maker Status
Reference User Name
Na.
1 15-12- 275426 PAY15121501 Bulk COMPANYTESTOT / 7002635993 / Muttiple 5 THB 1,501.50 CIMB Thai 15- 07CORPMAKER / Approver A
2015 Payment Weis IsTeidind Fladnd Beneficiaries 12- maker1 Task
16:24:08 Upload ELERE 2015 Advance
(THAI
BAHT )
*Mote
A = Approved

P = Pending Approve

S = Executed with Successful
F = Executed with Failure

R = Rejected

D = Deleted

W =Withdrawn

[ Save As H Approve / Reject others

Step 5 The transaction status will be changed to Pending Execute until reach the effective date that the
company’s administrator mentions on the instruction file. (You can see in My Task > Transaction Status

menu)

Tra nsaction Status

O Transaction Reference No. * 3 | |
) Document Code * . |
O Batch ! Customer Reference No. * > i |
& Date Range * : & Created Date O Value Date
. |osi01i2016 | - [oein1r2018 | (cammtyyyy)

Service A v

Company Account : :l ; i

Transaction Status : | ALL b ‘
06.01-20161520:19  1601061548562736 935481 N In-House Transfer - 8000167119, uinas THE 10.00 08-01-2016 Pending Execute

Direct Credit WrHaryAT(THE )
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Step 6 When reach the effective date, the transaction status will be changed to Prcoessing by Bank until

completed process

O Transaction Reference No. * | |

) Document Code * 2 | |

O Batch | Customer Reference No. * A | |

&) pate Range * . @ created Date O Value Date
- [14n1212015 | 1511212015 | (ddimmyyyy)
= AL v
Company Acsount | A 5
Transaction Status <[A v

b Ho. Senvice i Value Date

15-12-2015 17:15:00 1 512‘1 5345355024? 275426 i F‘A\.’1 51121 501 Bulk Payment Upload - 7002635993, Aladud THE 1,501.50 15-12-2015 Pmoe‘sslr\g.tvy
Payroll anazeh(THB) Bank

Step 7 When the processing is completed, the transaction status will be changed to Executed

Successfully. Otherwise, please kindly contact TB Hotline for more detail.

© Transaction Reference No.* :| |

) Document Code * \ |

() Batch ! Customer Reference No.* £ ‘ |

&) Date Range * - & created Date O Value Date
: | 1412/2015 | _[1511212015 | (ddimmiyyy)
Service 3 \N-L "l
Company Account 7 ‘7‘ ; ]
Transaction Status S ALL v
15122015 17:45:00  1512158453630247 275425 PAY15121501 Buk Payment Upload - 7002635093, Aladzd  THB  1,501.50 15122015
Payroll arazsh(THE)



