8

Pay

® CREDIT CARDS
® LOANS

® COMPANY/UTILITY BILLS
® PAYROLL & SUPPLIERS
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Payments

Your Corporate RepublicOnline site offers & Pay
SiX payment options:

&8 Your Credit Card

® YOUR CREDIT CARD &8 Republic Bank Credit Card
® REPUBLIC BANK CREDIT CARD v Loan

® YOUR LOAN S Company/Utility Payments
® COMPANY/UTLITY PAYMENTS S Payrol

® PAYROLL % Suppliers

® SUPPLIERS

There are two ways to access the Payment feature:

® QUICKMENU
® MAIN MENU
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Payments

i 4-Step Process
Payment options

All Payment options entail Select pay
a 4-step process.
Input data
Confirm

Result
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C red it Ca rds Making Credit Card payments

To make a credit card payment select one of these
options:

® Pay YOUR CREDIT CARD

® Pay REPUBLIC BANK CREDIT CARD

Both options follow the 4-step process with one

difference.

® When you select PAY YOUR CREDIT CARD
the card details are automatically saved and
available to you.

® When you select PAY REPUBLIC BANK
CREDIT CARD, you will be required to register
a beneficiary card for the payment.




194 | PAY CORPORATE REPUBLICONLINE | USERGUIDE | OCTOBER 2024

Credit Cards

@ Select pay

Select one Of the Credit Card Options e00eo0c000ccccooo0
under the pAY menu tab == Republic Bank Credit Card

&8 Your Credit Card

u:_i Your Loan
2 Company/Utility Payments

o Payroll

g Suppliers
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Credit Cards

@ Input data

e Select CREDIT CARD TO PAY @ Republic Bnk
from the list o o

Input the AMOUNT TO PAY 6 ..0
in TTD and/or USD currency = [ S "

Select DEBIT ACCOUNT to pay
from list ,@

@ Input ADDITIONAL DATA
(DESCRIPTION AND e
NOTIFICATION EMAIL ADDRESS) o @)

e Select CONTINUE o
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Credit Cards

e Input data

@ Select CREDIT CARD to payfrom the list
If you selectPAY YOUR CREDIT CARD, all your personal
registered corporate credit cards will be listed here.
If you selectPAY REPUBLIC BANK CREDIT CARDS,
all your registered beneficiary-cards will be listed here.

See Section 11 - Manage, pg. 287 for instructions for registering third-party beneficiaries.

See Section 9 — Transactions, pg. 242 for instructions for scheduling payments.

Input ADDITIONAL DATA (DESCRIPTION AND NOTIFICATION EMAIL ADDRESS)
The email address you enter in this field will receive a transfer notification.

If you do not enter an address in this field, the system will automatically

send the notification to your registered email address.
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Credit Cards

9 Confirm

This step allows you to review/ & Repubiic Bk

validate the information you ey

entered in the previous step 2 —
before submitting the transaction. RS

Amount to Pay: TTD 679.93
Exchange Rate; 6,799

F Amount to Pay: bt L Ak _ ) :
i 1 TTD 100.00
™ Amount to Pay:
o) ) y ) l UsSD 100.00
IrI Credit Card to Pay

Once the transaction information
has been verified select CONFIRM.

If you do not select CONFIRM
the available actions are:

CANCEL to cancel the transaction.
RETURN or (€) to return to the
previous step. SR
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Credit Cards

Result

After confirmation of the transaction,
you will receive one of the following
potential results (based on your
permissions and the approval
scheme(s) established for the
transaction):

SUCCESSFUL:the transaction was
completed successfully.

PENDING APPROVAL:here one
or more approvals is required
to perform the transaction and
the users authorised to approve
will be informed of the pending
authorisations via email.

FAILED: the transaction does not
meet the necessary requirements
and the specific error will be shown.

HE (e

:Debit

. account info.

CORPORATE REPUBLICONLINE USER GUIDE OCTOBER 2024

- Status message &
. transaction info.

® Legown

B Trainer Test

X ;.... l.ACtion
o o panel

TTD 100.00

Amaount Pad TTD 679.93

‘our payment in USD has been succ

essfully executed

UsD 100.00

Make another payment .
Go to

Home page
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Paying business loans

Your Corporate RepublicOnline site allows
you to make loan payments using the same
4-step process used to pay corporate credit
cards.

(Refer to Section 8 - Pay, Making Credit Card
Payments pg. 192)
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Loans

G Select pay

Your Credit Card

Republic Bank Credit Card

SeleCtYOUR LOAN ©00000000000000000000000000000000 £- Your Loan
under the PAY menu tab

& Company/Utility Payments

2 Payroll

Suppliers

Only users assighed relevant permissions can
access the business loans payment feature.

(Refer to Appendix for list of Permissions)

USER GUIDE

OCTOBER 2024
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Loans

9 Input data

Select LOAN TO PAY from

CORPORATE REPUBLICONLINE USER GUIDE OCTOBER 2024

the list

Select payment type and 2. A F s & T

input AMOUNT TO PAY ol e |

Select DEBIT ACCOUNT from

the list »

Input ADDITIONAL DATA e
(DESCRIPTION AND e

NOTIFICATION EMAIL ADDRESS)

e Select CONTINUE
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Loans

9 Input data

@ Select PAYMENT TYPEfrom the list

You can select one of two options for business loan payments:
® LOAN PAYMENT

® PRINCIPAL PAYMENT
After you select an option, enter the payment amount.

CORPORATE REPUBLICONLINE USER GUIDE OCTOBER 2024
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Loans

6 Confirm

This step allows you to review/
validate the information you
entered in the previous step
before submitting the transaction.

Once the transaction information
has been verified select CONFIRM.

If you do not select CONFIRM
the available actions are:

CANCEL to cancel the transaction.
RETURN or @ to return to the
previous step.
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Loans

Result

After confirmation of the transaction,
you will receive one of the following

potential results (based on your
permissions and the approval
scheme(s) established for the
transaction):

SUCCESSFUL:the transaction was
completed successfully.

PENDING APPROVAL:here one
or more approvals is required
to perform the transaction and
the users authorised to approve
will be informed of the pending
authorisations via email.

FAILED: the transaction does not
meet the necessary requirements

and the specific error will be shown.

:Debit
Eaccou Nt info.

Approvals

CORPORATE REPUBLICONLINE USER GUIDE OCTOBER 2024

. Status message & . Action
. transaction info. . panel

;;;;;;

Make another payment
Go to

Home page
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Making Company/ Utility Payments

Your Corporate RepublicOnline site allows you
to make utility payments using the same 4-step
process used to pay corporate credit cards.

(Refer to Section 8 - Pay, Making Credit Card
Payments pg. 192)
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Company/ Utility

o Select pay

Your Credit Card

Republic Bank Credit Card

&
& YD ur L oan

Select COMPANY/UTILITIES PAYMENTSesccccccccccss 4 Company/Utility Payments
under the PAY menu tab

2 Payroll

Suppliers

Only users assighed relevant permissions can
access the Company/Utility Payments feature.

(Refer to Appendix for list of Permissions)

USER GUIDE

OCTOBER 2024
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Company/ Utility

9 Input data

Select UTILITY TO PAY from
the list

e Insert AMOUNT TO PAY

i o Ip i

Select DEBIT ACCOUNT from o (@)
the list

Q Input ADDITIONAL DATA
(DESCRIPTION AND o
NOTIFICATION EMAIL ADDRESS)

e Select CONTINUE
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Company/ Utility

9 Input data

e Select UTILITYto pay

Expand the list via the ~~ icon.
Select the utility you wish to pay
from the list of PRE-REGISTERED -«
UTILITIES.

If you wish toadd a new utility,

select MANAGE PRE-REGISTERED:--@

and enter the utiliy’s details or go
to the MANAGE TAB and select
COMPANY/UTILITY PAYMENT
SUBSCRIPTIONS.

All required data specific to the
payment you are making will appear

in the window as it was saved when
the utility was registered.

CORPORATE REPUBLI®NLINE | USER GUIDE OCTOBER 2024

& Republic Bank

Paymant - Campany/Utility Payments

eep00000000, . ..,

See Section 11 - Manage, pg. 297 for instructions

for registering Company/Utility Payments.

See Section 9 — Transactions, pg. 242 for instructions
for scheduling payments.
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Company/ Utility

@Input data

Input ADDITIONAL DATA (DESCRIPTION AND NOTIFICATION EMAIL ADDRESS)
A transfer notification will be sent to the email address you enter in this field. If
you do not enter an address in this field, the system will automatically send the

notification to your registered email address.
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Company/ Utility

QConfirm

This step allows you to review/
validate the information you
entered in the previous step
before submitting the transaction.

Once the transaction information
has been verified select CONFIRM.

If you do not select CONFIRM
the available actions are:

CANCEL to cancel the transaction.
RETURN or @ to return to the
previous step.
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Company/ Utility

Result

After confirmation of the transaction,
you will receive one of the following

potential results (based on your
permissions and the approval
scheme(s) established for the
transaction):

SUCCESSFUL:the transaction was
completed successfully.

PENDING APPROVAL:here one
or more approvals is required
to perform the transaction and
the users authorised to approve
will be informed of the pending
authorisations via email.

FAILED: the transaction does not
meet the necessary requirements

and the specific error will be shown.

:Debit

CORPORATE REPUBLICONLINE USER GUIDE OCTOBER 2024

. Status message & . Action

saccountinfo. :transaction info. . panel

TTD 100.00

Credit Account info.

T
0000009

t

Make another paymen
Go to

Home page



Payroll and
Suppliers

CORPORATE REPUBLI®NLINE | USERGUIDE | OCTOBER 2024

Making Payroll and Suppliers’
Payments

Your Corporate RepublicOnline site allows you to
make:

® PAYROLL PAYMENTS
® SUPPLIER PAYMENTS

Both options follow the same 4-step process
outlined earlier. (Refer to Section 8 - Pay pg. 192)

There are two options for Payroll and Supplier
Payments:

® MANUAL
® FILE UPLOAD
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Payroll Payments

Manual

Select pay

Your Credit Card
Republic Bank Credit Card
i Your Loan

& Company/Utility Payments

Select pAYROLL under the 0 0000 000O0OCOCOGOEOGOOEOEOEOGOEONOEOSOEOOEOO
PAY menu tab

2 Payroll

Suppliers

Only users assigned relevant permissions can
access the Payroll Payment feature.

(Refer to Appendix for list of Permissions)
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Payroll Payments

Manual

9 Input data

@ Select MANUAL PAYROLL

Select PAYROLL FILE by
clicking on the pencil icon

Select DEBIT ACCOUNT
from the list

Input ADDITIONAL DATA
(DESCRIPTION AND
NOTIFICATION EMAIL ADDRESS)

CORPORATE REPUBLICONLINE USER GUIDE

OCTOBER 2024
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Payroll Payments

Manual

9 Input data

e Review ON-PAYROLL
BENEFICIARIES
Note: This section lists all the
beneficiaries listed on the payroll.
The following details are displayed
for each listed beneficiary:
- Beneficiary
- Bank
- Account Type

- Account Number
- Account Currency Manual Payrolls must be pre-registered. See Section 17 -
- Amount Manage, pg. 309 for instructions on Payroll Administration.

Payroll payments can only be conducted in TTD. As such

e Select CONTINUE the currency for all Payroll debit accounts and beneficiary
accounts must be TTD.

See instructions for Scheduling Transactions on pg. 242.
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Payroll Payments

Manual

QConfirm

This step allows you to review/
validate the information you
entered in the previous step
before submitting the transaction.

Once the transaction information
has been verified select CONFIRM.

If you do not select CONFIRM
the available actions are:

CANCEL to cancel the transaction.
RETURN or (€) to return to the
previous step.
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Payroll Payments

4

Manual

Result

After confirmation of the transaction,
you will receive one of the following
potential results (based on your
permissions and the approval scheme(s)
established for the transaction):

YOUR PAYMENT HAS BEEN
INITIATED:the transaction was
completed successfully.

PENDING APPROVAL:here one
or more approvals are required
to perform the transaction and
the users authorised to approve
will be informed of the pending
authorisations via email.

FAILED: the transaction does not
meet the necessary requirements
and the specific error will be shown.

CORPORATE REPUBLICONLINE USER GUIDE OCTOBER 2024

Debit account info.

. Status message & . Action
Etransaction info. Epanel

Credit Account info.

Make another payment’
Go to
Home page
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Payroll Payments

File Upload

Select pay

Your Credit Card
Republic Bank Credit Card
i Your Loan

& Company/Utility Payments

Select pAYROLL under the 0 0000 000O0OCOCOGOEOGOOEOEOEOGOEONOEOSOEOOEOO
PAY menu tab

2 Payroll

Suppliers

Only users assigned relevant permissions can
access the Payroll Payment feature.

(Refer to Appendix for list of Permissions)
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Payroll Payments

File Upload

9 Input data

o Select BY FILE

e Select PAYROLL FILE by
clicking on the pencil icon

e Select DEBIT ACCOUNT
from the list

Input ADDITIONAL DATA
(DESCRIPTION AND
NOTIFICATION EMAIL ADDRESS)

e Select CONTINUE

CORPORATE REPUBLI®NLINE | USER GUIDE OCTOBER 2024

Payroll files must follow the specified format to be recognised
by the application. Refer to Appendix F, Payroll and Supplier
File Requirements.

Payroll payments can only be conducted in TTD. As such
the currency for all Payroll debit accounts and beneficiary
accounts must be TTD.

See instructions for Scheduling Transactions on pg. 242.
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Payroll Payments

File Upload

6 Confirm

This step allows you to review/
validate the information you
entered in the previous step
before submitting the transaction.

This section lists all the
beneficiaries listed on the
payroll. The following details
are displayed for each listed
beneficiary:

- Beneficiary

- Bank

- Account Type

- Account Number
- Account Currency
- Amount

CORPORATE REPUBLICONLINE USER GUIDE OCTOBER 2024

Once the transaction information has been verified
select CONFIRM.

If you do not select CONFIRM the available actions are:
CANCEL to cancel the transaction.

RETURN or @ to return to the previous step.
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Payroll Payments

File Upload

Result

After confirmation of the transaction,
you will receive one of the following
potential results (based on your
permissions and the approval scheme(s)
established for the transaction):

YOUR PAYMENT HAS BEEN
INITIATED:the transaction was
completed successfully.

PENDING APPROVAL:here one
or more approvals are required
to perform the transaction and
the users authorised to approve
will be informed of the pending
authorisations via email.

FAILED: the transaction does not
meet the necessary requirements
and the specific error will be shown.

CORPORATE REPUBLICONLINE USER GUIDE OCTOBER 2024

Debit account info.

. Status message & . Action
. transaction info. Epanel

Credit Account info.

Make another payment’
Go to
Home page
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Supplier Payments

Your Credit Card

Republic Bank Credit Card
£ Your Loan

& Company/Utility Payments

2 Payroll

Select SUPPLIER under
the pAY menu tab ©00000000000000000000000000000000 Suppliers

Only users assigned relevant permissions can
access the Supplier Payment feature.

(Refer to Appendix for list of Permissions)

USER GUIDE

OCTOBER 2024
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Supplier Payments

CORPORATE REPUBLICONLINE USER GUIDE OCTOBER 2024

Manual

9 Input data

@ Select MANUAL SUPPLIER o o

@Select SUPPLIER FILE by §- ©
clicking on the pencil icon G

Select DEBIT ACCOUNT
from the list ' @

@b

Input ADDITIONAL DATA
(DESCRIPTION AND
NOTIFICATION EMAIL ADDRESS)

l®
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Supplier Payments

Manual

@ Input data

G Review ON-SUPPLIERS

BENEFICIARIES

Note: This section lists all the
beneficiaries listed on the
supplier listing. The following
details are displayed for each listed
beneficiary:

- Beneficiary

- Bank

- Account Type

- Account Number
- Account Currency
- Amount

"I'” ’

CORPORATE REPUBLICONLINE USER GUIDE

OCTOBER 2024

le
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Supplier Payments

Manual

e Input data

Select the CHECK BOX next
to the supplier to pay

e Input the PAYMENT AMOUNT

@ Select CONTINUE

Manual Supplier Payments must be pre-registered. See Section 11 -

Manage, pg. 317 for instructions on Supplier Administration.

Supplier payments can only be conducted in TTD. As such the currency
for all Supplier debit accounts and beneficiary accounts must be TTD.

See instructions for Scheduling Transactions on pg. 242.
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Supplier Payments

Manual

GConfirm

This step allows you to review/
validate the information you T
entered in the previous step — e

before submitting the transaction. T

Once the transaction information
has been verified select CONFIRM.

If you do not select CONFIRM
the available actions are:

CANCEL to cancel the transaction.
RETURN or @ to return to the
previous step.
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Supplier Payments

Manual

Result

After confirmation of the transaction,
you will receive one of the following
potential results (based on your
permissions and the approval scheme(s)
established for the transaction):

YOUR PAYMENT HAS BEEN
INITIATED: the transaction was
completed successfully.

PENDING APPROVAL:here one
or more approvals are required
to perform the transaction and
the users authorised to approve
will be informed of the pending
authorisations via email.

FAILED: the transaction does not
meet the necessary requirements
and the specific error will be shown.

CORPORATE REPUBLICONLINE USER GUIDE OCTOBER 2024

Debit account info.

. Status message & EAction
. transaction info. :panel

Credit Account info.

Make another payment” ¢
Go to
Home page
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Supplier Payments

CORPORATE REPUBLICONLINE

File Upload

G Select pay

Your Credit Card

Republic Bank Credit Card

i
= Your Loan

%8 Company/Utility Payments

2. Payroll

Select SUPPLIERS under
the pAYmenu tab 000000000000000000000000000000000 Suppliers

Only users assighed relevant permissions can
access the Supplier Payment feature.

(Refer to Appendix for list of Permissions)

USER GUIDE

OCTOBER 2024
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Supplier Payments
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File Upload

e Input data : ’F'-l'll'linnnk

e Select BY FILE

eSelect SUPPLIER FILE by
clicking on the pencil icon

Select DEBIT ACCOUNT
from the list

Input ADDITIONAL DATA
(DESCRIPTION AND
NOTIFICATION EMAIL ADDRESS) Supplier files must follow the specified format to be

recognised by the application. Refer to Appendix F,
e Select CONTINUE Payroll and Supplier File Requirements.

See instructions for Scheduling Transactions on pg. 242.
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Supplier Payments

File Upload

6 Confirm

This step allows you to review/
validate the information you
entered in the previous step
before submitting the transaction.

This section lists all the
beneficiaries listed on the
payroll. The following details

are displayed for each listed
beneficiary:

- Beneficiary

- Bank

- Account Type

- Account Number
- Account Currency
- Amount
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Once the transaction information has been verified
select CONFIRM.

If you do not select CONFIRM the available actions are:
CANCEL to cancel the transaction.

RETURN or @ to return to the previous step.
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Supplier Payments

File Upload

Result

After confirmation of the transaction,
you will receive one of the following
potential results (based on your
permissions and the approval scheme(s)

established for the transaction):

YOUR PAYMENT HAS BEEN
INITIATED:the transaction was
completed successfully.

PENDING APPROVAL:here one
or more approvals are required
to perform the transaction and
the users authorised to approve
will be informed of the pending
authorisations via email.

FAILED: the transaction does not
meet the necessary requirements

and the specific error will be shown.
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Debit account info.

. Status message & - Action
. transaction info. :panel

Credit Account info.

(XXXXE
(XXXXXX]

Make another payment’
Go to
Home page



