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1. Autopay

Users can make autopay instructions by entering them directly.

How to get there

a. Menu> Autopay, Payroll and Collection> Autopay; or

Accounts

be

Autopay

Transfers Payroll

=}

5

Bill Payments Collection

e-Statement/e-Advice Favourites

Gy

Foreign Exchange Autopay Payroll and Collection Inguiry

Account Settings File Upload
Mailbax Uploaded Files Inquiry

Autopay, Payroll and Collecbion >

Branch/ATM Locator

@ & K &

Help

®

b. Quick Search> Type “Autopay”

4 4

—— ;r': A CORPORATE ONUN

— 2 BEAS byl Autopay Q ] = @
Autopay, Payroll and Collection

Home Autopay

0O
T

Autopay, Payroll and Collectior

Payroll

Autopay, Payroll and Collection

Collection

Back to Top Autopay, Payroll and Collection

Welcome,

Last Login: 26 Feb 2024 15:57:1
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Step

01 Initiate
o

1. Select the Currency. Autopay
2. Select the Withdrawal N )

Account and Currency. wm s |[40 o
3. Enter the Internal

Autopay

Reference No.
4. Select the execution ecotion Date T
date*.

Total Amount
HKDO.00

5. Select “Add Record” to
input new data.

No. of Payments
o

Bank Charges
HKDO.00

6' Enter AutOpay record T P o T T e e R e e e S e
details.

7. Select “Save and Add
Another” or “Save and
Exit” to add account
detalls.

8. Click “Submit” to continue.

* The execution dates needs to
be within 3 months from the Add Record
current date. Current date,
Saturday, Sunday or Hong Kong
public holidays cannot be
selected.

Amount

Currency
HKD

Transaction Reference

Save and Add Another

Back to Top Autopay, Payroll and Collection 4 /31 (03/2025)
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1. Review Autopay details. Autopay

Review
(]

You initiated a request for Autopay. Please review the details before you proceed.

2. Click “Confirm” to continue Wit et
and send the request to
the Approver (if
applicable). .

3. Click “Cancel” to return to secton ot D
the dashboard.

Total Amount
HKD111.00

No. of Payments

4. Click “Back” to edit the 1

. Bank Charges
details kD000
)
The final charge may vary according te the relavant exchange rate when the transaction s executed
Account Number Account Name Amount Transaction Reference
015168 111.00 1

Note: Transaction to other bank
accounts incurs bank charges.

Back to Top Autopay, Payroll and Collection 5/31 (03/2025)
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Step

03 @ Successful Submission

1. After clicking confirm, Autopay
transaction submitted
successfully.

o Confirmatiol
Your Autopay request has been sent for approval.

Transaction Reference Number
26029BFO2A49

Status
Pending Approval

Remark: Click “Add to
Favourites” to save as a S
template for reuse. Curency

2. Approval / Rejection flow
required. For details of the Frecuton e KD
flow, please refer to the
Approval Workflow guide. o

No. of Payments
1

Bank Charges

Note: Find pending transactions F¥o00D
in the “Financial — Autopay/

The final charge may vary according to the relavant exchange rate when the transaction is executed.
Payroll/Collection” tab
)
‘Account Number Account Name Amount Transaction Reference
015168 111.00 1

Go to Dashboard  Add to Favourites

Back to Top Autopay, Payroll and Collection 6 /31 (03/2025)
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2. Payroll 4 <
Users can make payroll instructions by entering them directly.
How to get there

a. Menu> Autopay, Payroll and Collection> Payroll; or

Accounts Autopay

G

Transfers Payroll

&

Bill Payments Collection

e-Statement/e-Advice Favourites

(&)

Foreign Exchange Autopay Payroll and Collection Inquiry

Account Settings File Upload

Mailbox Uploaded Files Inquiry

& X B

Autopay, Payroll and Collection

|©®

Branch/ATM Locator

Help

o kS

Quick Search> Type “Payroll”

E (Z;{ B[,,/'\, (;»p‘::'ou NE [ Payroll () ‘ @ @ Welcome,

Last Login: 26 Feb 2024 14:42:19 HKT

Autopay, Payroll and Collection -

Home Autopay

Autopay, Payroll and Collection -

Payroll

Autopay, Payroll and Collection -

Collection

Back to Top Autopay, Payroll and Collection 7 /31 (03/2025)
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Step

01 Initiate
/

1. Choose the Currency. bayrol
2. Select the Withdrawal e

Account and Currency. prmenne e
3. Enter the Internal

Internal Reference No.

Reference No.
Execution Date (HKT)
4. Select the execution
date*. o et

No. of Payments
0

5. Select “Add Record” to

Bank Charges
input new data.
The final charge may vary according to the relavant exchange rate when the transaction is executed.
6. Enter Autopay record
details. o - amourt Tansactonat

No data to display.

7. Select “Save and Add

Note
b1} [13 1. Only alph:
Another” or “Save and -
3. For payrol re that the withdrawal account has sufficient funds before 9:45am one working prior to the execution date.
E LR}
xit” to add account
details. o |

8. Click “Submit” to continue.

Add Record &
* The execution dates needs to ——

be within 3 months from the

current date. Current date,

Saturday, Sunday or Hong Kong —
public holidays cannot be Corency
selected.

Transaction Reference

Save and Add Another Save and Exit

Back to Top Autopay, Payroll and Collection 8 /31 (03/2025)
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1. Review payroll details.

Payroll

o Review
You initiated a request for Payroll. Please review the details before you proceed.

Withdrawal Account No.

2. Click “Confirm” to continue
and send the request to
the Approver (if
applicable).

Internal Reference No.
Payroll

Execution Date (HKT)

3. Click “Cancel” to return to
the dashboard.

HKD2,023.00

No. of Payments
2

4. Click “Back” to edit the
details. '

The final charge may vary according to the relavant exchange rate when the transaction is executed.

Account Number Account Name Amount Transaction Reference
015168 1,011.00 1
012617 1,012.00 2

Remark: Transaction to other
bank accounts incurs bank
charges.

encyis confined to CNY.

e that the withdrawal account has sufficient funds before 9:45am ane warking prior ta the execution date.

Back to Top Autopay, Payroll and Collection 9/31 (03/2025)
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Step

(& Successful Submission

1. After clicking confirm,
transaction submitted
successfully.

Payroll

Q Confirmation
Your Payroll request has been sent for approval.

Transaction Reference Number
27021491B6DE

Status

Note: Click on “Add to -

Favourites” to save as a
template for reuse.

HKD

Type
Payrell

Internal Reference No.

2. Approval / Rejection flow
is required to complete the Eotn e
request. For details of the
flow, please refer to the
Approval Workflow guide.

Total Amount
HKD2,023.00

Bank Charges
HKD1.50

Note: Find pending transactions

The final charge may vary according to the relavant exchange rate when the transaction is executed
in the “Financial — Autopay/
. ” Account Number Account Name Amount Transaction Reference
Payroll/Collection” tab. e
012617 1.012.00 2

Go to Dashboard ~ Add to Favourites

Back to Top Autopay, Payroll and Collection 10/ 31 (03/2025)
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3. Collection

4 4

Users can make collection instructions by entering them directly.

How to get there

a.

be

Accounts Autopay

Transfers Payroll

=}

Bill Payrnents Caollection

. &

e-Statement/e-Advice Favourites

&

Foreign Exchange Autopay Payroll and Collection Inquiry

Account Settings File Upload
Mailbox Uploaded Files Inquiry

Autopay, Payroll and Collection

@ & [ &

Branch/ATM Locator

®

Help

Quick Search> Type “Collection”

Menu> Autopay, Payroll and Collection> Collection; or

CORPORATE ONLINE

EaIA L8R

Collection

Welcome,

)24 18:14:46 HK

Last Login: 26 Feb 2024

Q| =

Autopay, Payro

Autopay

Payroll

¥ Autopay, Pay

Il and Collection

roll and Collection

Collection

Autopay, Payroll and Collection

Back to Top

Autopay, Payroll and Collection
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Step
01 Initiate
o
1. Choose the Currency. Collection

Currency

2. Select the Withdrawal o

Account and Currency.
3. Enter the Internal

Reference No.
4. Select the execution

d ate* . Total Amount

HKDO0.00

No. of Payments
0

5. Select “Add Record” to
input new data.

The final charge may vary according to the relavant exchange rate when the transaction is executed

6. Enter Autopay record
details.

Add Record Delete Record
cc

7. Select “Save and Add
Another” or “Save and
Exit” to add account
details.

8. Click “Submit” to continue.

X
Add Records\

Account Number

* The execution dates needs to
be within 3 months from the

current date. Current date,
Saturday, Sunday or Hong Kong Amount

public holidays cannot be

selected. Currency

HKD

Transaction Ref.

Save & Add Another

Back to Top Autopay, Payroll and Collection 12 /31 (03/2025)
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1. Review collection details.

2. Click “Confirm” to continue
and send the request to
the Approver (if
applicable).

3. Click “Cancel” to return to
the dashboard.

4. Click “Back” to edit the
details.

Note: Transaction to other bank
accounts incurs bank charges.

Back to Top

CORPORATE ONLINE
M LIRTT

Autopay, Payroll and Collection

Collection

o Review
You initiated a request for Collection. Please review the details befare you proceed.

Collection Account No.
015-521- (CPLUS - SSA)

Type

Collection

Internal Reference No.
Collection

Execution Date (HKT)
27 Feb 2024

Total Amount
HKD666.00

No. of Payments
3

Bank Charges
HKD1.50
The final charge may v: di he rel: h: h d.
Accoun it Number Account Name Amount Transaction Reference
015168 22200 1
015521 222.00 2
672 222.00 3

Back

13 /31 (03/2025)
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Step

(& Successful Submission

1. After clicking confirm,
transaction submitted
successfully.

Collection

o Confirmation
Your Collection request has been sent for approval.

Transaction Reference Number
270202821339

Note: Click “Add to Favourites”
to save as a template for reuse.

Collection Account No.
015-521- (CPLUS - SSA)

Currency
HKD

2. Approval / Rejection flow T
required to complete the
request. For details of the
flow, please refer to the .
Approval Workflow guide.

Total Amount
HKD666.00

No. of Payments

Note: Find pending transactions ’

Bank Charges

in the “Financial — Autopay/
Payroll/Collection” tab.

Account Number Accoun it Name Amount Transaction Reference
015168 22200 1
015521 22200 2
672 22200 3

Go to Dashboard ~ Add to Favourites

Back to Top Autopay, Payroll and Collection 14 / 31 (03/2025)
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4. Autopay, Payroll and Collection Inquiry 4 4
Users can view and keep track of all transactions within a specified period.

How to get there

a. Menu> Autopay, Payroll and Collection> Autopay, Payroll and Collection
Inquiry; or

be

Accounts Autopay

Transfers Payroll

=

Bill Payments Collection

= &

e-5Statement/e-Advice Favourites

©

Foreign Exchange Autopay Payroll and Collection Inguiry

®

Others File Upload

Account Settings Uploaded Files Inguiry

Mailbox

Autopay, Payroll and Collection »

@ & [ &

Branch/ATM Locator

S)

b. Quick Search> Type “Autopay, Payroll and Collection Inquiry”

o— — A CORPORATE ONLINE Welcome,
— N =/ Sdwim gl Autopay Payroll and ] @ A
Po—— ﬁ BE. ERALIRIT l Ry | Q 8 Last Login: 27 Feb 2024 14:07:29 HKT
Autopay, Payroll and Collection -
Home Autopay Payroll and Collection
‘l Inquiry
4 i
\ -". -
I ! —
L

Back to Top Autopay, Payroll and Collection 15/ 31 (03/2025)
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Step

01
o

Initiate

CORPORATE ONLINE
M LIRTT

1- SeleCt TransaCtlon Type Autopay, Payroll and Collection Inquiry
Transaction Type Withdrawal Account No. Currency
PAYROLL v v Pleas. W
2. Select CurrenC and Transaction Reference No. Currency
y HKD
*
Date*.
Execution From Date Execution To Date
01 Jan 2039 01 Feb 2039
H [13 1 H
3. Click “Search” to display
resu ItS . Transaction Reference Ne. Withdrawal Account No. Transaction CCY Internal Reference No. Type Execution Date -
140281651B2E '?fé@i?’f;;;\}” o HKD 00000 01553 Payroll 18 Jan 2039
140215094171 oo ssay HKD 000000 15 Payroll 18 Jan 2039
4. CIiCk “Cancel” to return to 07022CFB1114 e HKD Payroll 18 Jan 2039
the preVIOUS screen 0802555€75C2 it HKD 308TC Payroll 18 Jan 2039
1602559F55F7 R HKD Payroll 0 Jan 2039
270224726EA0 '?C"PEL'S?_'S;AI HKD Payroll 29 Jan 2039
* The From Date and To Date e [T ]ors ugorgans .
duration need within 3 months.

Back to Top Autopay, Payroll and Collection
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4 4

Users can make autopay, payroll and collection instructions by uploading files.

How to get there

a. Menu> Autopay, Payroll and Collection> File Upload; or

be

Accounts

(B

Transfers

Bill Payments

= &

e-Statement/e-Advice

&

Foreign Exchange

Account Settings

Mailbox

Autopay, Payroll and Collection

© & K B

Branch/ATM Locator

S)

Autopay

Payroll

Collection

Favourites

Autopay Payroll and Collection Inguiry

File Upload

Uploaded Files Inquiry

b. Quick Search> Type “File Upload”

_— = A CORPORATE ONLINE
— 3 = .
o @\ BEA R EBT

Home

Special 100¢

a Welcome,
file Upload| Q ] @ @ S e B

Autopay, Payroll and Collection -
File Upload

Loan Guarant.eek

Back to Top

Autopay, Payroll and Collection 17 / 31 (03/2025)
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Step

01 ..
| Initiate

1. Select File Identifier
(Autopay, Payroll or
Collection)*.

2. Select withdrawal /
collection account, currency
and Transfer Date.

3. Click “Choose File” and
upload.

4. Enter checksum to validate
the file.

5. Click “Upload” to continue.

6. The Approval / Rejection
flow is required to complete
the request. For details of
the flow, please refer to the
Approval Workflow guide.

Note: Find pending

transactions in the “Financial —

Autopay/ Payroll/Collection”

tab.

*Please perform User File
Identifier Mapping before File
Upload if no selection on File
Identifier.

For download MAS new release,
please go to BEA website.

How to get there: Bank website
homepage > Wholesale
Banking > Cash Management
Services > BEA Corporate
Online > Services (5. Autopay,
Payroll and Collection)

File Upload

File Identifier

Autopay-| Mas-Autopay-| Mas v

Transaction Type
Autopay

File Format type
MAS

Transfer Currency
Withdrawal Account No.

Transfer Date

File Name

Choose file...

Checksum

Back to Top Autopay, Payroll and Collection

18 /31 (03/2025)


https://www.hkbea.com/pdf/en/bcohelp/appr_db_en_v1.0.pdf

CORPORATE ONLINE

& BEA R SR FSRTT

5.1 File Upload with CSV format

When need to upload the file with CSV format, please refer to the below steps:

1. Open the csv file by Notepad

'g Notepad

System

2. Click File > Save As...

File Edit Format View Help
Ctrl+N

Ctrl+Shift+N
Ctrl+O
Ctrl+S

Ctrl+Shift+S

New

New Window
Open...

Save

Save As...

Page Setup...
Print... Ctri+P
Exit
3. Encoding select “ANSI”, then Save, suggest to save as a new file, i.e. save with a new file
name

mj Save As X

4 Bl » ThisPC » Desktop N J] Search Desktop 2

Organize ~ MNew folder =z - o

Name

Date modified

= Thi ~ Type Size

K Et
mo &
go M
‘D AER
hw
=] Pi
B vi
i O
U

Text Document 1KB
Text Document 1KB
Shortcut 3KB
Shortcut 2KB

= U
= C

= Blv

File name: | *xoo0000cxov -

Save as type: | All Files (%) ~

Encoding: |AMSI ~ | Save |

~ Hide Folders Cancel

The CSV file specification

File Layout

Header record

| No. of Transaction |

Data record

Transaction Ref. |, | Account Number |, | Account Name , | Amount
Max 35 » | Max 37 numbers |, | Max 140 , | 99999999999.99
characters characters

Back to Top

Autopay, Payroll and Collection
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Step

01 ..
Initiate

File Upload

1. Select File Identifier . _

(Autopay, Payroll or File Identifier

Collection)*_ AutopayCSV-AutopayCsV v
2. Select withdrawal / collection

account, currency and Transaction Type

Transfer Date. Autopay
3. Click “Choose File” and

up|0ad' File Format type
4. Click “Upload” to continue. v
5.The Approval / Rejection

. . Transfer Currency

flow is required to complete

the request. For details of HKD v

the flow, please refer to the

ADDI’OV&l W orkflow quide. Withdrawal Account No.

Please select an account number A4

Note: Find pending
transactions in the “Financial — Transfer Date
Autopay/ Payroll/Collection”
tab.
*Please perform User File File Name
Identifier Mapping before File | ———

Upload if no selection on File
Identifier.

Back to Top Autopay, Payroll and Collection 20 /31 (03/2025)
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6. Uploaded Files Inquiry 4 4
Users can view and keep track of all upload transactions within a specified period.

How to get there

a. Menu> Autopay, Payroll and Collection> Uploaded Files Inquiry; or

b

Accounts
Autopay

[B

Transfers
Payroll

Bill Payments )
Collection

&

e-Statement/e-Advice )
Favourites

@

Foreign Exchange

Autopay Payroll and Collection Inguiry

Account Settings File Upload
ile Uploa

Mailbox . .
Uploaded Files Inguiry

Autopay, Payroll and Collection »

@ & K 8

Branch/ATM Locator

S)

Help

b. Quick Search> Type “Uploaded Files Inquiry”

CORPORATE ONUNE Welcome,
— Q BEAG& 3 LIRSS upload Q ] @ @ Last Login: 29 Feb 2024 09:55:00 HKT
Autopay, Payroll and Collection
Home File Upload

Autopay, Payroll and Collection
Uploaded Files Inquiry
B N g 0|
b ‘
| I3

Back to Top Autopay, Payroll and Collection 21 /31 (03/2025)
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Step

01 Initiate
_—

1- Select Flle Identlfler Uploaded Files Qverview
(Autopay, Payroll, or

. .
Collection).
Transaction Type File Reference ID
.
2. Enter / Select search ] .
ile Name File Status
criteria. -
From Date To Date
. “ » . 27 Feb 2024 27 Feb 2024
3. Click “Search” to display
uploaded file details.
Updated Details Type File Identifier File Name File Reference ID File Status Action
4 . S e I e Ct th e F | I e R efe re n C e 27 Feb 2024 12:22 Autopay  Auto-CSV-Auto-CSV 5470auto5.csv 473270462702 Processed Cancel
27 Feb 2024 12:16 Autopay Auto-CSV-Auto-C5V 5470autod.csv 352120642702 Error

ID to continue.

Page 1 ofl (1-20f 2items)

Cancel

File Status Descriptions

- Uploaded - Your file b
= Verified : Your fi

= Eror: An error
= Processing in Progress : Your file h

File Upload Descriptions

* Refected : Your file has bee;

= Approved : Your file

d a response file at this stage

« Cancelled : Your

Back to Top Autopay, Payroll and Collection 22 /31 (03/2025)
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1. Review the uploaded file
details along with the file
Statu S. File Name 5470autoS.csv & Transaction Type  Autopay

Uploaded File Inquiry

File Details

File Reference ID 473270462702 No. of Recards 2
File Status Processed Transaction Reference 2702426F6B6A
ID

Download Response File &

Total Amount HKD715.00 Execution Date 28 Feb 2024

Bank Charges HKDO.00

Withdrawal Account No. 015-521-

File Workflow

Uploaded Verifiec Approve Processing in Progress Processed

Account Name Account Number Amount Transaction Reference Type Host Reference No. Record Status
015168 500.00 Auto Autopay 473270462702000002 Completed
015521, 215.00 Auto Autopay  473270462702000003  Completed

Page 1 of1 (1-2of 2items)

Autopay, Payroll and Collection 23 /31 (03/2025)
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7. Cancel Scheduled Instructions (SI) 4 4

Users can cancel upcoming transactions.

How to get there

a. Menu> Autopay, Payroll and Collection> Autopay, Payroll and Collection
Inquiry; or

Autopay, ...

De

Accounts Autopay

Transfers Payroll

g

Bill Payments Collection

C @

e-Statement/e-Advice Favourites

©

Foreign Exchange Autopay Payroll and Collection Inquiry

©)

Others File Upload

Account Settings Uploaded Files Inquiry

Mailbox

Autopay, Payroll and Collection »

l© & K &

Branch/ATM Locator

®

Help

b. Quick Search> Type “Autopay, Payroll & Collection Inquiry”

— — A CORPORATE ONLINE Welcome,
So= =\ > S im pgme Autopay Payroll and ] 8 @ v
o ﬁ BE. NN ERIT l Py | Q Last Login: 27 Feb 2024 14:07:29 HKT

Autopay, Payroll and Collection -
Home Autopay Payroll and Collection
Inquiry

m ks is il 8’ i

i
reater BayiArea Setvices™ "= % L LS A e T L N Bl e >

| R o -

| NI '-‘\_ 'I.’;( o & - - | 1 | . L L '.
1l Ay L i o i | g I - q o
’-.

Back to Top Autopay, Payroll and Collection 24 /31 (03/2025)
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Step

01 Initiate
o

1- SeleCt SearCh Crlterlon and Autopay, Payroll and Collection Inquiry
CI iCk “Sea rC h ? . Transaction Type Withdrawal Account No. Currency

AUTOPAY ~ Please select ount number || Pleas..
Transaction Reference No. Currency
HKD
Execution From Date Execution To Date
01 Jan 2039 26 Jan 2039

2. Click “Cancel” under the

Action column to initiate
the scheduled instruction i i 7

cancellation.

JOIEIRAETT Pt HKD 874857298 Autopay 10 Jan 2039
027DCDEASS '?CPLUS:_ s HKD regcase2s Autopay 26 Jan 2039
WIBITAESEC Pty HKD 0000001853 Autopay

W00FCBABA24 it HKD 0000001750 Autopay 26 Jan 2039
202E780C771 e HKD 0000001852 Autopay 26 Jan 2039
20205D1FCAE (CPLUS- 558) HKD demo Autopay 26 Jan 2039

Page 1 ofl (1-6oféitems) 1
Autopay, Payroll and Collection Inquiry
Transaction Type Withdrawal Account No. Currency
AUTOPAY ~ A ec ount numb v oA ~
Transaction Reference No. Currency
HKD o
Execution From Date Execution To Date
01 Jan 2039 26 Jan 2039
Search Cancel
fithdrawal Account No. Transaction CCY Internal Reference No Type Execution Date *  Record Status Action
HKD 874857298 Aulopay 10 Jan 2039
HKD Autopay
HKD 0000001853 Aulopay 24 Jan 2039 Processed
TUS - S8A) HKD 0000001750 Autopay Processed Cancel
15-521- o 7 3
. HKD 0000001852 Autopay 26 Jan 2039 Processed Cancel
“PLUS - S54) HKD Autopay 26 Jan 2039
Page 1 ofl (L-6oféitems) 1

Autopay, Payroll and Collection 25/31 (03/2025)
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Step

02  Confirm

3. Confirm cancellation.

e Click “No” to go back. Warning
e Click “Yes’ to proceed with Do you wish to cancel your upcoming autopay transaction?
authentication.

- |

Verification

4. Input Signer PIN and click

“Submit” to continue Signer PIN Verification

Please enter your signer PIN

Transaction Reference Number

4423044

Signer PIN

Back to Top Autopay, Payroll and Collection 26 /31 (03/2025)
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5. Check on Autopay,
Payroll and Collection
Inquiry transaction which
will display “Cancelled”
under Record Status.
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Autopay, Payroll and Collection Inquiry

Transaction Type

AUTOPAY

Transaction Reference No.

Execution From Date

m Clear Cancel

Transaction Reference No.

015-521-
030124BC1BFE (CPLUS - SSA)

015-521-
29120B04CDD1 (CPLUS - 55A)

Withdrawal Account No.

Withdrawal Account No. Currency
Currency
HKD
Execution To Date
Transaction CCY Internal Reference No. Type Execution Date
HKD Autopay 30 Nov 2038
HKD Autopay 02 Jan 2024

Page 1 of1 (1-20f 2items)

Autopay, Payroll and Collection Inquiry

Transaction Type

AUTOPAY

Transaction Reference No.

Execution From Date

Caneel

WVithdrawal Account No. Transaction CCY

15-521

CPLUS - 55A) B
)15-521-
CPLUS - 554) HKD

Autopay, Payroll and Collection

Withdrawal Account No. Currency

Currency

HKD

Execution To Date

Internal Reference No. Type Execution Date Record Status Action
Autopay 30 Nov 2038 Cancelled
Autopay 02 Jan 2024
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8. User File Identifier Mapping 4 4

Only Authorised Person(s) (“AP”) can grant access of the file upload type for all user.

How to get there

a. Menu> File Upload> User File Identifier Mapping

Menu File Upload

Getting Started User File Identifier Mapping

&

Limits

File Upload

= b

e-Statement/e-Advice Services

Transfers

==
KX

6]

Others

Audit Log

X 2

Mailbox

My Preference

Session Summary

Security Settings

Help

b. Quick Search> Type “User File Identifier Mapping”

AuthorisedPerson v | A A A | ® @ ENG |
— @ BE /A CORPORATE DNLINE I user file| Q I @ @ Welcome,
— ERALERT Last Login: 28 Feb 2024 18:06:57 HKT

File Upload - User File Identifier
H ome Mapping

Pending Approvals (0)
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Step

01 Initiate
_—

1. Click on a user with no file = foe - #0o NI
Identlfler mapped- User File Identifier Mapping
! 8
T 8,
c 8,
c g
Step
02 Select File Identifier

_—

2. Tick checkbox next to the o ;
file identifier or click roms e
“Header Checkbox” to S
Select a”. Header Qheckbox i‘:?ﬁm v:::::n:pn t::lmva\frpt‘ Sensitive Data Check

Remark: Click checkbox under

“Sensitive Data Check” to hide

transaction records.
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1. Click “Save” to continue. User Fil Identifier Mapping

Usernams
N
.

User ID
2765552 Nete
Mapping Summary
[EBHeader Checkbox  Fie Identifier Transaction Type Approval Type Sensitive Data Check
Collection COLLECTION File
PAYROL Fil
PAYROL F
PAYROLY Fi
PAYROL F

Sav Can |] Back
User File Identifier Mapping

2. Verify details.
o Review
Make sure the detai bet "
3. Click “Confirm” t
User Name
. IC onfir 0] ‘
continue virio
. e
27essys2
Mapping Summary
File Identificr Transaction Type Approvsl Type Sensitive Data Check

COLLECTION

I-PAYROLLExca PAYROLL
PAYROLL

two-payroliviwo PAYROL

h PAYROLS
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Step
04 Successful Submission
’
1. Transaction Reference
Number will be displayed
upon successful = g0 - YA———

Su meSSIOn . User File Identifier Mapping - Edit

M

2. Approval / Rejection flow
IS required to complete the
request. For details,
please refer to the
Approval Workflow guide.
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https://www.hkbea.com/pdf/en/bcohelp/appr_db_en_v1.0.pdf

