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I. Overview of Collections

Straight2Bank allows you to effectively streamline your collection process through the Direct Debit collection
service.

This service effectively gives you access to course your company’s collections digitally and straight-through
via Straight2Bank by leveraging on the applicable local clearing system/network. This permits your
company to effectively deduct from your customers’ (or subscribers) accounts upon successful enrolment
with member banks. This effectively improves your company’s working capital position as the collection
process is streamlined and the predictability of funds.

The process outlined in this section highlights Straight2Bank features and categorised into the following
points:

1. Creation, amendment and cancellation of Direct Debit Mandates (DDA) via web and bulk import and
its corresponding delivery to the downstream local clearing; Receive & approve an incoming mandate
initiated by the payer from the payer bank

2. Creation of Direct Debit instructions (DDI) via web and bulk import and its corresponding delivery to the
downstream local clearing

3. Online reporting features that allow you to check on select items’ statuses. Extensive reporting
capabilities for your electronic and paper collection instruments

Extensive file upload and download capabilities for transaction initiation and reporting
Customisable templates for transaction initiation and reporting
Built-in validations (for regulatory requirements, mandatory fields)

Field auto-population, eliminating the need to re-key information

© N o U o»

Customisable multi-level authorization matrices

1 N N

+ Create the mandate - Alert notification to + Immediate instruction
(DDA) for payer subsequent approvers delivery to downstream
enrollment - Detailed visibility of clearing system and

+ Create the debit request submitted instructions partners
(DDI) (DDA & DDI) for + Status update on all

- Available in a variety of enhanced control and instructions as per
ways: Online and bulk oversight downstream clearing
import cycle
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Il. Create Direct Debit Mandates

Step1 - Menu > Cash > Create > Direct Debit Mandates
oo [ Straightzgank §§

CREATE = PAYMENTS

COLLECTIONS

Fund Transfer Direct Debit Mandates
Payment Batch Direct Debit Instructions
Payee

Payment Template

Step2 - Enter batch name. This is defaulted to a system-generated unique batch reference, but client can
provide your own reference.

BATCH NAME OIGHK52222A00244

Step3 - Search and select the credit account. Type the account number or currency or account name or
bank code (minimum 3 characters) to search for the credit account.

CRECAT ACOUNT Select Credit Account
EEEEsssssss—— 20205002714 - HKD - J00XX - SCBLHKHHXXX - HK "
20200002759 - HKD - XXX - SCELHKHOXIX - HK
20200002783 - HKD - XXX - SCELHKHHXXX - HK =
B oomems 20200002791 = HKD - XX00X = SCBLHKHOXX - HEK

Step 4 - Click “Add New Mandate” to add a mandate to the batch.

(3 ADD NEW MANDATE

User can create the mandate either by filling up all details, or copying from an existing mandate and
modifying from there. To copy from an existing mandate, search a mandate by typing mandate reference or
payer name or payer account or payer bank.

COPY FROM PREVIOUS MANDATE

Choose A Mandate to Copy

Step5 - Enter Mandate Reference. This is defaulted to a system-generated unique transaction reference,
but client can provide your own reference. This needs to be unique within the group.

MAMNDATE REFERENCE

OlA28423
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Step 6 - Enter Payer name and payer account, and search and select the payer bank.

PAYER NAME
Enter Payer Name

PAYER ACCOUNT NUMBER
Enter Payer Account Mumber

SELECT BANK BY SWIFT +  LOCAL CODE

LOCAL GODE
Enter Local Code

BANK INFORMATION
BANK NAME BANK ADDRESS

BAME CODE BRANCH ADDRESS

Step7 - Select debit type and fill in remaining mandate details.

DEBIT TYPE ] v VARIABLE AMOUNT

Variable Amount:

« Direct debit can be initiated within the defined amount limit.

FIXED AMOUNT

+ Provide the minimum and maximum amount.

« Enter the mandate validity period by providing the start date and end date.

BN AMOLNT

HKD © 0

MAX AMOUNT

HKD & Enter Amount
START DATE END DATE
27-05-2021 M Date

Frwrsaiay: My 207 2027

Fixed Amount:

+ Direct debit will be generated automatically with a fixed amount and scheduled date.

+ Provide the fixed amount.

+ Enter the mandate validity period by providing the start date and end date.
+ Enter the value date on which first direct debit will occur.

AMOUNT
HKD (@) Enter Amount

START DATE END DATE

27-05-2021 M Date

Thursday, May 27, 2021

VALLIE DATE

Date &

FREQUENCY
Yearly O]
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Step 8 - Provide additional details in the “Additional information” section.

ACOITIOMAL INFORMATION -
PATER 1 spinal] PAYER B RS P [ostionad)
Enter Payer D} Enter Payer ID Mumberi
7 -
PATER K MUMBER foprtonal] PAYER B TYPED fnpaonal]
Enter Payer ID Number2 Select Payer 1D Type1 (]
-
PATER I TYPEZ optionat) T ——
Salect Payer ID Type2 = Enter Buyer Code

Step9 - Click “Save” to save the mandate and go back to the mandate batch screen. Or click “Save & Add
Another” to create one more mandate to the batch.

SAVE & ADD ANOTHER

Saved mandates are listed in the batch:

B i E3
A P e sy Fren L] T vy i wascant " wmna
CRAZEAEY = Prrpss M Fo 2T-05-2031 HKD Dvan

ErhAATEG T a0 (- 0 ESORBOOLG

MOBEY MATIORAL TREASUEY SER He
ATMTYHIKIIHTRAY - HCRGI KON

Step 10 - Click “Submit” to submit the mandate batch for approval. Or Click “Save & Close” to save the
mandate batch as draft.

Step 11 - Review the mandate batch and confirm submission.

SUBMIT MANDATE BATCH ®
BATCH REFERENCE BATCH NAME

OICIGRPEEIBS55296 OICIGRPEEIBS5296

NUMBER OF MANDATES CREDIT ACCOUNT

1 20205002714 - HHD - XXXX -

SCBLHKHHX)XX - HK

foae m

Step 12 - Mandate batch is submitted.

CONFIRMATION

YOUR MANDATE BATCH HAS BEEN SUCCESSFULLY SUBMITTED
0 Batch reference number OICIGRPEEIBS5296

Wi el it Moo hin ELICH witichh weidfin Coraditis i Purer Rbiaieclab Baich try onboieg il T
created
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lll. Create Direct Debit Instructions

Step1 - Menu > Cash > Create > Direct Debit Instructions
s () StraightzBank §§

CREATE = PAYMENTS COLLECTIONS

Fund Transfer Direct Debit Mandates
Payment Batch Direct Debit Instructions
Payee

Payment Template

Step2 - Enter batch name. This is defaulted to a system-generated unique batch reference, but client can
provide your own reference.

BATCH NAME OIGHK52222A00244

Step3 - Search and select the credit account. Type the account number or currency or account name or
bank code (minimum 3 characters) to search for the credit account.

CREDIT ACCOUNT
Select Credit Account

Step 4 - Click “Add Direct Debit”

® ADD DIRECT DEBIT

User can create the direct debit instruction either by filling up all details, or copying from an existing direct
debit instruction and modifying from there. To copy from an existing direct debit instruction, search by
typing your direct debit reference or mandate reference or payer name or payer account.

COPY FROM PREVIOUS DIRECT DEQIT

Choose a Direct Debit to copy

Step5 - Enter Your Reference. This is defaulted to a system-generated unique transaction reference, but
client can provide your own reference.

YOUR REFERENCE

OlA28984

Step 6 - Select mandate type: Registered — you can choose a mandate from the mandate library; Adhoc -
you can fill in the details of the payer.

MANDATE TYPE FAEGISTERED o ADHOG
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Step7 - Ifyou have chosen registered mandate, input Mandate Reference.

If you have chosen Adhoc mandate, input payer details including Mandate Reference, Payer Name,

Payer Account number and select Payer Bank.

MANDATE REFERINCE
Enter Mandate Referance

FRER RAAE
Enter Payer Name

PEYER ACCOUNT HUMVBER
Enter Account Number

SELECT IARK Y + LOGAL DO0E
LDCAL CODE

Enter Local Code

B e OFRAR T

AN hAME BARK ADCRESS
Bkl CODE BRANGH ADCRESS

Step 8 - Input Value date and Amount.

WALLE CIATT

27/05/2021 m
Trursiin: by 7 JCET

AMOUNT

HKD Enfter Amount

Step9 - Select Direct Debit Purpose (Optional).

EMRECT DEBT PURPOEE joptional]

Select Direct Debit Purpose

Canbnzd & vikom

(s Paymerd

£ -commason Paymont

Orwprs (il Dot Dhollslt Poprgrroeil |

Account Top-up Paymant

Step 10 - Click “Save” to save the instruction and go back to the instruction batch screen. Or click “Save &

Add Another” to create one more instruction to the batch.

SAVE SAVE & ADD ANOTHER

Saved direct debit instructions are listed in the batch. You can edit or delete the direct debit from the batch.

E  1nem
" CMDCT QAN MEFERDNCE 'L R AEFTANCE ' MANCATY REFERENCE “ s
CRADOSE A0SR EABETE Frrper Hame:

1ESSET
LA OF CHIRATGLTD HE - 012 HK

HED 000 (Dvalt
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Step 11 - Click “Submit” to submit the batch for approval. Or Click “Save & Close” to save the batch as
draft.

—

Step 12 - Review the batch summary and click submit.

SUBMIT DIRECT DEBIT BATCH (]
BATCH REFIFENCE MLATTH MAME
CICIGRPEESBoD4E3 CICIGRPEEIBOB413
CREDHT ACCOUMT HUSRE R OF DR DERIT
0K 1
HONG KONG
SCELHKHHXXY - 20205002714 SRR A
10.00

Direct Debit Batch is submitted.

CONFIRMATION

YOUR MANDATE BATCH HAS BEEN SUCCESSFULLY SUBMITTED
G Batch refererce numberQICIGRPEE1B00413

Vurw and manage Divect Debst (laich whach wore Create a rare [recs Dbt Dlatch Gy endeing ol
creatng the ok,
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IV. Bulk Import Direct Debit Mandates/Instructions

The Bulk-Import feature allows you to efficiently upload multiple direct debit mandates generated out

of your Enterprise Resource Planning (ERP) onto Straight2Bank seamlessly. The bulk-import upload file can
be supported in multiple formats - standard bank defined format, industry format or customized formats,
using Universal Adaptor, to process the instructions within it. You may refer to the file specification for direct
debit mandates and direct debit instructions respectively for preparing your files.

Upload File
Step1 - Menu > Cash > Upload > Direct Debit Mandates/Instructions

(1 Straight2Bank Wadcomi Groug 10k CIGRPEET ~
) 3 & u [HEMSCH ESE R op .

PAYMENTS

COLLECTIONS

Transactions Direct Debit Mandate
Direct Debit Instructions

Step2 - Validate the transaction type that you will upload.

FILE UPLOAD Mandates ©

Step3 - Select the applicable format of the file that will be used for uploading.

DATA TEMPLATE / FILE FORMAT BANK STANDARD FORMAT @

Step 4 - Drag & Drop your data file or browse your file to upload.

UPLOAD FILE
DRAG & DROP - BROWSE vour file to upload
A

Limited o 1.0 MB par 1l

Notes:

- Only one file can be uploaded at a given instance.

- The applicable file is displayed.

- File can be cancelled or user has the option to replace with another file.

Step5 - Click on “Import” to upload the file. The progress displays as 100% once upload is completed.

DOWF ke 001.cav 05 B) 00—

@  DpDAFile 001

A confirmation page is displayed with your file upload reference
FILE UPLOAD CONFIRMATION

¥OUR FILE IS BEING PROCESSED
You will be alerted when it is completed. You can continue with other tasks,

0 File reference Mumber16948a3a88ci4040bfcf83c3dcTETRS - DDAFIle_001cay 0.0 KB

Back to Table of Contents
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V. Approve Direct Debit Mandates

Step1 - GotoMenu > Cash > Approve > Direct Debit Mandates

kT
MO

= Wi :[ StraightZBank E 1] Growp I CIGRPEE] ~

PAYMENTS COLLECTIONS

Transactons Direct Debit Mandates
Paymaent Batches Direct Dabit Instructions
Payees Payer-Initiated Mandates

Payment Tamplate

Step2 - Click the Batch Reference.

POPCERETI
CECIGRPEE1B55296 CRCKGRPEE 1RS48 500 X 1 Eiatoh Submitiod for Authorisation
SCELHKHEDO0

Step3 - Review mandate batch details and click Approve.

MANDATE BATCH DETAILS

BATCH SUBMITTED FOR AUTHORISATION

HTIATE

%)
4]

BATCH HEFERENCE ELATCH HANE CREDNT ACCTHINT
OICIGRPEEIB55296 OICIGRPEEIB55296 20205002714 - HIKD - )00 - SCBLHKHHXXX -

FILE HAME FILE REFERENCE HK

Step 4 - Use a Vasco Token for Approval.

Input Challenge code to your token to generate a response code. Enter the response code to “Enter code
from Security Device” field.

ENTER GODE FROM SECURITY DEVICE

Enter 8 Digit Code

ADD COMMENTS(Optional) Enter text here

Release to Bank Automatically After Approval
you can release the batch to bank immediately after approval.

Release the batch(es) after authorization

Step5 - Click Approve
Fe]
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VI. Approve Direct Debit Instructions

Step1 - GotoMenu > Cash> Approve > Direct Debit Instructions

T2 Bank E u koo Groug IDx CIGRIPEET ~
= DE LESEH

PAYMENTS

COLLECTIONS

Transactions Direct Debit Mandate
Direct Debit Instructions

Step2 - Click the Batch Reference.

MO T

CRCAORPEEE REH HCHGRPEE 1BrBaI OO, i By I Elabch Sultwrsined dor Sastisie Suabion

SR HEHOXC

Step3 - Review direct debit batch details and click “Approve”.

DIRECT DEBIT BATCH DETAILS

BATCH SUEMITTED FOR AUTHORISATION VIEW AUDIT TRAS

BATOM REFERENCE RATCH MAME CREDIT ACCOUNT ’ s
OICIGRPEE1BT8814 OICIGRPEEIBTES 14 20200002791
¥ HED B ewoar
RE RaME FILE REFERENCE

WK

SCHLHKHONN
NPUMSERL R OF [AALCT DUINTS MLAL T

HK
1 N

Step 4 - Use a Vasco Token for Approval.

Input Challenge code to your token to generate a response code. Enter the response code to “Enter code

from Security Device” field.

ENTER CODE FROM SECURITY DEVICE

Enter 8 Digit Code

ADD COMMENTS/{Optional)
. Enter text here

Release to Bank Automatically After Approval
you can release the batch to bank immediately after approval.

Release the batch(es) after authorization

Step5 - Click Approve

e
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VIl. Manage Direct Debit Mandates/Instructions

Step1 - Menu > Cash > Manage > Direct Debit Mandates/Instructions

= Menu [T Straight2Bank & (U :‘;‘;&"_‘m Group ID: CIGRPEE1 ~

PAYMENTS

COLLECTIONS

MANMGE Transactions Direct Debit Mandates
Payment Batches Direct Debit Instructions
Uploaded Files Upload Files
Payees

On-Behalf-of Payer

Step2 - Clickon |E| button to open the action menu.

Options available depend on the status of the direct debit mandates/instructions batch
PRINT - Print the records which are selected in pdf format

EXPORT - Export the List in xIs/csv format

VIEW - View the Mandate Batch/transaction

DELETE - Delete the Mandate Batch

EDIT - Edit the Mandate Batch

SUBMIT - Submit Mandate Batch for approval

REPAIR - Repair the Mandate Batch

RELEASE TO BANK - Send the mandate batch for Bank Processing

AMEND- Amend/modify an active mandate

CANCEL - Cancel/terminate an active mandate

Direct Debit Mandates/Instructions Statuses

Process Status Description
Initiate Draft The batch is saved as draft
No Available Authorisers The batch does not have available authorisers due

to authorisation matrix limits

Batch Imported with Errors There are errors in the batch. Can edit DDIs/DDAs
to proceed

Batch Repaired Operator had repaired the batch as requested by
approver, is now pending for approvers’ approval

Approval Batch Submitted for Pending for approvals
Authorisation

Batch Partially Authorized Approved partially, pending for full approvals

Batch Fully Authorized Fully Approved, the batch needs to be sent to bank
Batch Rejected By Authorizer | Approver had rejected the batch
Batch Sent For Repair Approver had sent for repair, operators can repair
the batch
Send to Bank Batch Released to Bank Batch sent to bank
Batch Received by Bank Bank is processing the batch
Bank processing Batch Rejected by Bank Bank has rejected the batch

Back to Table of Contents
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VIll. Manage Files

Menu > Cash > Manage > Collections > Uploaded Files

= Menu (T Straight2Bank §  (U) ™M Group ID: CIGRPEET v

PAYMENTS

COLLECTIONS

MANAGE Transactions Direct Debit Mandates
Payment Batches Direct Debit Instructions
Uploaded Files Upload Files
Payees

On-Behalf-of Payer

You can check the status of each uploaded file.

' Pl PR i ki | BETATHOM CHANMEL PRSSUSTTYRL o Pl PORMAT & TERSLATE AR EROATED S B '\ SR P PRAMLACTIONE A TOTAL S0l - STATUS
TR TETE " 4 1 x 1 E 27 Mooy 20000 W r AW 1
aa-*mnl:ﬂiuw LI Mancales Elank Standard Formal :”t‘;hH | e paccessiul
File status Description
Upload Successful The file has been uploaded successfully and batches are created in

“Submitted for Approval” status.

Upload Failed The file has not been uploaded successfully. The file format is not compatible or is
incorrect. User can click on the file reference to view the fail reason

Uploaded with errors ~ Some of the transactions uploaded are of errors. Click on the file reference to view
the details and download the error log. You can correct the erroneous records and
upload the file again, or continue to import the entire file and repair the
transactions on screen later.

Upload In-Progress It means that the file upload is in progress and you must wait for it to finish.

IFyour file is “Uploaded with Errors”, you may:

1. Discard file and make the corrections in the file and upload again; or
2. Click “Continue” to import the entire file including the erroneous records, and repair the transaction on
screen |ater.
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