HOW TO PAY A PAYROLL ON REPUBLICONLINE

How to Pay Payroll?

This feature enables corporate customers to make payroll payments via RepublicOnline.
There are two (2) options for payroll payments:
(1) Manual

(2) File Upload

Both Options follow the same four step process as follows:

Step 1: Select the Payroll option under the Pay tab or either the Quick or Main Menu.

Your Credit Card

Republic Bank Credit Card
£, Your Loan

8 Company/Utility Payments

& Payroll

La Suppliers

Only the users assigned the relevant permissions will be able to access the
Payroll feature.
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Step 2: Input payment data

Option (1) Manual

Select the Payroll from the list of pre-registered Payrolls.

2. Select Debit
account from list

Payroll Payment

Adhoc Payroll Beneficiaries

0

3 Input additional
data (Description &
Notification email)

On Payroll Beneficiaries

1,900.00

4. Beneficiaries
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Option (2) File Upload
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4. When the user selects Confirm, the system will attempt to read and save the data
from the uploaded file.

This process may take a while. The user has the option to minimize this screen until the
upload is completed.
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Step 3: Confirm payment

@  Payroll Payment

Debit Account General Payroll Information
Chequing Account Operation Type: Manual
Nickname Total Debit Amount Number of Beneficiaries: 4
112325236301 Amount P

Available Balance: BBD 126,190.00 SEDRIEC0NY BBD 1,500.00

Additional Data

Description
August Payrall

Adhoc Payroll Beneficiaries

Beneficiary Bank Account Type Account Number Amount

@ No Beneficiaries Found

Beneficiaries Total 880

4 1.900.00

This step allows the user to review/validate the information entered in the previous step,
before submitting the fransaction. Once the transaction information has been verified
select Confirm to proceed.

The available actions are:

° : to confirm the date and proceed to the next step.

Cancel

: to cancel application.

'@ Return

o or : to return to the previous step
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Step 4: Result

Status message &
— - [ Transaction info

= §RepublicBank &a | TestErample v | (9 Logout
|

Payroll Summary info.

Debit Account Beneficiaries Credited P

Chequing Account

Nickname Total Debit Ameunt

112325236301

- «¥ Q
- ¥
&x Live your Best L‘fe"

- unt with a Republic
Deb“‘ - BEDR1A10.00 BBD 1,900.00 B;nkCrec?\tc.‘ard
account
inf
Info. Additional Data

Dascription WNatification Email

Test payrall dominic.caoklal@efhil.corm

Approvals

Name Usarname

Test Example CMTesté  Approved - 19/08/2023 3:38 PM

New Paymer

3:34 PM
8/19/2023

L Type here to search i @ T + ﬂ Nearrecord A T1 1)

L

After the Confirmation of the fransaction, the user will receive one of the following
potential results (based on their permissions and the approval scheme(s) established for
this tfransaction):

e Successful: the tfransaction was completed successfully.

e Pending approval: where one or more approvals is required to perform the
fransaction. The users that are authorised to approve the fransaction will be
informed of the pending authorizations via email.

e Failed: the fransaction does not meet the necessary requirements The specific
error will be shown to the user.
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How to create a Pre-registered Payroll

Step 1: Select the Payrolls option under the Manage tab or either the Quick or Main
Menu

BH Manage

(51 Third-Party Beneficiaries

Company/Utility Payment
Subscriptions

1 Motifications
we Users

iz Permissions

Monetary Approval Schemes

Non-Monetary Approval
Schemes

@ Max Amounts By Transaction

& Audit

This step will direct you to the registered payrolls page as shown below:
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Step 1: Select the New Payroll option on the top right of the screen

Payroll Administration

Payrol Satus: II Aclive Blocked a

Bayrall Mame Number of Beneliciaries Farell Currerey Sals
Weskent otkers i BED @ e :

Tesl payroll. 1 BED @ e :

lest] 1 BED fﬁd'.‘e \

Step 2: Select the Add Beneficiary option

Tial BED
0 0.00

Step 3: Select the type of Beneficiary from the listed options
- Add beneficiary details requested

- Save each beneficiary
- Continue to add until all the beneficiaries for your payroll have been
successfully added.

@ | New Payral
Details Permissions
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Step 4: Once you have completed adding the beneficiaries, name your payroll and
save.

@ | test3

Details. Permissions.

1 i

Beneficiaries

2 200.00

@ Add Beneficiary

Republic Bank Chequing Account 400000000010 BE0| 10000 g ®

GABRIEL'S M0G0 Republic Bank

John Seith First arbados] Lid Local Bank Deposit Account 800001 880 10000 Z ®

Step 5: Grant permissions to users who are to access/use this payroll.
- Select Permissions tab

- Select assign user

- Select from the listed persons and save

cmiest?

Alicia Kurbanali

CMTests Test Example

| Search
Dominic Sooklal
Alicia Moere
John Grey
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How to Approve a Payroll

If a tfransaction requires multiple approvers OR, if the transaction is set to be approved
by a separate user, the following message will be displayed when the initiator user
submits the request.

Pending
Approval
Message

~

Lists of all
Approvers
for the
fransaction

The approvers will receive a notification which will indicate to them that they

should sign into RepublicOnline to approve the transaction.

Step 1: Select the Pending Approvals tab under either the Quick or Main Menu

10
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This step will direct you to the Pending Approvals page as shown below:

Republic Bank

Pending Approvals

This page will list all the transactions that are pending approval from this user.

= ’ Republic Bank & Test Approver @ Logout

Pending Approvals

r
Step 2: Select the transaction to be approved and expand the contextual menu ;.

- Select See Detail option to view the fransaction

- Select the Approve or Reject option as required
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