Payroll and supplier file
requirements
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Overview

The file uploaded by the user to make a Salary or a Supplier payment must have less than

21,000 records and match the following rules:

e All accounts listed in the file must be BBD only.

e The allowed extension will be csv

¢ The field delimiter will be the “|" and the end of line character the *;”

e If the maximum length for a field is exceeded, an error will be shown when parsing the
file

¢ Noft validations will be made over duplicate records

¢ The expected fields on the file are the following:

BANK_ROUTING_NUM

+ CREDIT_ACC

+ CREDIT_ACCOUNT_TYPE

+  PAYEENAME

+  CURRENCY
+  TXN_AMT
*  REMARKS
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Payroll File Specifications

Below are detailed the validations that will be made by each field on the uploaded file:

¢ BANK_ROUTING_NUM

Field required Field position Field type Field length Other validation
This field will be validated against the
data defined in
ves ] Char 32 BackOffice for Banks.
Numerical ONLY
e CREDIT_ACC
Field required Field position Field type Field length Other validation
For accounts within
RBL it will be validated
Numerical ONLY
Yes 2 Char 20 The value is numeric up to 12. For

accounts within other Banks, it will be
validated that the value is
alphanumeric up to 20.

o CREDIT_ACCOUNT_TYPE

Field required Field position Field type Field length Other validation
For Republic Bank Accounts ONLY —
Yes 3 Char 3 there will be a validation on the
account type.
e PAYEENAME
Field required Field position Field type Field length Other validation
Yes 4 Char 80 No special characters will be allowed
except for spaces.
e CURRENCY
Field required Field position Field type Field length Other validation
Yes 5 Char 3 Barbados currency only - BBD
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e TXN_AMT
Field required | Field position Field type Field decimals I:neglfh Other validation
Yes 6 Numeric 2 13 Numerical/Decimal Values only
E.g. 1.00
¢ REMARKS
Field required Field position Field type Field length Other validation
Alpha-Numeric Values only.
NO special characters will be
allowed.
No 7 Char 80 Only the ;" at the end of the

Remarks to
Ensure no spaces after the
‘semi-colon’ ;

Sample uploaded file data

000010388011000000001234|CHQ|Josh
00132069510/1000000004444|sAV|Jane
999990350001000000001111 |SAV|Jude
999990350001000000002222|CHQ|Jill
999990350001000000001112|sAV|Jake

Doe |BBD|1l|Forthnight Salaries;
Doe |BBD| 2 |Forthnight Salaries;
Doe |BBD|3|Forthnight Salaries;
Doe|BBD|4 |Forthnight Salaries;
Doe |BBD|5|Forthnight Salaries;

99999035000]000000001113|CHQ|Julie Doe|BBD|6|Forthnight Salaries;
999990350001000000004445|SAV|Jack Doe|BBD|7|Forthnight Salaries;
99999035000]000000001478|SAV|Jacob Doe|BBD|7|Forthnight Salaries;
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Payees that Have Accounts with Credit Unions

Please note that the record for Credit Unions is slightly different to other payroll records for Bank
beneficiaries.

¢ The expected fields on the file are the following:
+  BANK_ROUTING_NUM
+ CREDIT_ACC
+ CREDIT_ACCOUNT_TYPE
«  PAYEE NAME - CREDIT UNION NAME (e.g. BPW or COB)
+  CURRENCY
o TXN_AMT
*  REMARKS - CUSTOMER NAME & ACCOUNT NUMBER WITH CREDIT UNION

Sample Credit Union Record on Payroll File:

999990350001018009292009|CHQ|BPW|BBD|100.50|4321 Jane Doe;
999990350001018009292009|CHQ|BPW|BBD|200|3333 John Doe;
999990350001018011762001 |CHQ|COB|BBD|300|6789 Mariah Carey;
999990350001018011762001 |CHQ|COB|BBD|400|5678 Smith John;
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Routing Numbers

RepublicOnline Routing Numbers

Bank Name Routing Number (11-
Digit)
Republic Bank Ltd 99999035000
- ]
Central Bank of Barbados 00000000013
Scotiabank (Barbados) Ltd. - Warrens 36285000026
Scotiabank (Barbados) Ltd. - Broad Street 40055000026
Scotiabank (Barbados) Ltd. - Haggatt Hall 66555000026
Scotiabank (Barbados) Ltd. - Rockley\Coconut Walk 70565000026
CIBC FirstCaribbean International Bank (Barbados) Ltd. - 09616000107
Worthings\Rendezvous
CIBC FirstCaribbean International Bank (Barbados) Ltd. - Holetown 09646000107
CIBC FirstCaribbean International Bank (Barbados) Ltd. - Fontabelle 08006000107
CIBC FirstCaribbean International Bank (Barbados) Ltd. - Sheraton 09586000107
CIBC FirstCaribbean International Bank (Barbados) Ltd. - Broad Street 09606000107
CIBC FirstCaribbean International Bank (Barbados) Ltd. - Speightstown 09636000107
CIBC FirstCaribbean International Bank (Barbados) Ltd. - Oistins 09286000107
CIBC FirstCaribbean International Bank (Barbados) Ltd. - Warrens 09326000107
Supercentre
CIBC FirstCaribbean International Bank (Barbados) Ltd. - Wildey 09127000107
First Citizens (Barbados) Ltd. - Broad Street 00001000097
First Citizens (Barbados) Ltd. - Collymore Rock 00002000097
First Citizens (Barbados) Ltd. - Big B Rendezvous 00003000097
First Citizens (Barbados) Ltd. - J B's - Sargeant's Village 00004000097
First Citizens (Barbados) Ltd. - Sommerley 00007000097
First Citizens (Barbados) Ltd. - Welches 00008000097
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First Citizens (Barbados) Ltd. - Coverley 00009000097
First Citizens (Barbados) Ltd. - Wildey 00010000097
RBC Royal Bank (Barbados) Ltd. - St. Lawrence 05605000039
RBC Royal Bank (Barbados) Ltd. - Private Banking 06465000039
RBC Royal Bank (Barbados) Ltd. - University Hill 09415000039
RBC Royal Bank (Barbados) Ltd. - Sunset Crest\Holetown 09425000039
RBC Royal Bank (Barbados) Ltd. - Broad Street 09435000039
RBC Royal Bank (Barbados) Ltd. - Lanterns/Hastings 09545000039
RBC Royal Bank (Barbados) Ltd. - Speightstown 09565000039
RBC Royal Bank (Barbados) Ltd. - Chelston Park\Collymore Rock 09785000039
RBC Royal Bank (Barbados) Ltd. - Lower Broad Street 00001000039
RBC Royal Bank (Barbados) Ltd. - Hastings 00003000039
RBC Royal Bank (Barbados) Ltd. - Six Roads 00004000039
RBC Royal Bank (Barbados) Ltd. - Sunset Crest 00005000039
Sagicor Bank (Barbados) Ltd. 00000000136
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Credit Union Details

Full Name of Credit Union Acronym (To
be used in
“Payee Name”
Column)

Barbados Public Workers’ Co-Operative
Credit Union

Account
Type

Account
Number

018009292009

Routing
Number

99999035000

Barbados Workers’ Union Cooperative Credit [J:1"'V]
Union

BET Co-Operative Credit Union BET

City of Bridgetown Co-Operative Credit Union [ee]:]

Lifetime Co-Operative Credit Union LIF

United Enterprise Co-Operative Credit Union R,

CHQ 018330772001 | 99999035000
CHQ 058050632001 | 99999035000
CHQ 018011762001 | 99999035000
CHQ 018028852002 | 99999035000
CHQ 058059122001 | 99999035000
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Steps to generate payroll file from an excel spreadsheet

Steps to generate payroll file from excel spreadsheet

1. Go your payroll excel spreadsheet and ensure the following information is
captured on separate columns. Note: Special characters are not allowed in
any of the columns.

a.

b.

f.

Q.

Routing Number (Text)

Account Number (Text)

Account Type (Text) — SAV for Savings or CHQ for chequing
Customer Name (Text)

Currency (Text) — BBD Only. All accounts listed in the file must be BBD
only.

Amount (Number)

Description/Remarks (Text - ending with semicolon ;)

2. Remove any headers from the file (top line).

3. Ensure there are no spaces after the information on each column

4. Save the excel file as a backup copy on your computer.

5. Close file

6. Open the file again and save as .CSV (Comma Delimited). See Image below
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After formatting and entering the specific information, the MS Excel file has to be saved in

CSV Format.

Always save a copy of the excel file first before saving in CSV format.

1. On the excel spreadsheet select

Save As

= Save As2>Browse

__

2. On the ‘Save as’ Window, select the location where the file should be saved (e.g. Desktop)
then, click on the drop down box for ‘Save as type’ and select ‘CSV (Comma Delimited)’

B Microsoft Excel | Nanve

“ Favostes
Ml Oezktop
B Downlcsds
1L Recert Places |

File pame:  Bookl

Bl Desktop » -FT' [ Seawch Desktep 2
Organce Poww tolder » .
~ Mere type Date m.-.f—t-e-l -4

Seve o« type: |G {Comma delimitesd

Authors

= Hide Foiders

10
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Amend the file name to something that suits you or leave as is and click ‘Save’

» 'l‘,“ Search Desitop p'
Organze ~ New folder o o
. - N Siz I D dified =
B Microsoft Excel | o e em type ate mo =
|2
“¢ Favorites ) (1
Bl Desktop :' L3
8 Downloads
3L Recent Places |
—a Libraries
| & Documents
o' Music
ﬁ : -
M videos - < 0 3 5
File pame: | P&ml‘ - o - =
Save 2z type: | CSV (Comma delimited) =
Authors: 00010144 Tags Addatag
* Hide Folders Tools l Save ] [ Cancel I
Select ‘Yes'
Microsoft Excel

0 Some features in your workbook might be lost If you save it as CSV (Comma delimited).
Do you want to keep using that format?

(yee ] [ N0 | [ bew ]

7. Open .CSV file in notepad. See image below

To review the CSV file open it in Notepad->right click on CSV file, select ‘Open with’ and

choose Notepad

2]

S nveaey Open

Eda
Scon for Viruses...
Open with »
Share with »

| & TeraCopy.. |

1@ WinZp > Choose default program...
Restore previous versions ;i

‘I’ I-numdriwlonv
IS Microseft Office Excel
([.@n

Send to »
Cut

Copy

Creste shortcut

Delete
Rename

Open file location
Propesties
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MF *Payroll test File - Motepad
¥ P

File Edit Format Yiew Help
EBQQBBB3SBBB,123455?89123,CHQ,Ellie Charles ,BBD,183.25,Test File;

Note: Replace all commas with ‘|’ (found below the backspace) by following the
steps below:

8. Select “Edit”

9. Select “Replace”

ﬁ *Test 2 - Notepad
ile  Edit Format View Help

EEE Undo Ctrl+z  3ne Doe,X(CD,1
Cut Ctrl+X
Copy Ctrl+C
Paste Ctrl+V
Delete Del
Search with Bing... Ctrl+E
Find... Ctrl+F
Find Next F3
Find Previous Shift+F3
Replace... Ctrl+H
Go To... Ctrl+G
Select All Ctrl+A
Time/Date F5

10. Replace (Find what: *, ' Replace with: ‘| ' {found below the backspace})

) Test Payroll - Notepa

File Edit Format View Help

99999031 October Pay;
99999083¢ October Pay;

99999035 Fnd what I:l Find Nedt | (October Pay;
9999903% tober Pay;

Replace Al

Cancel
[ Match case

[ Wrap around

Ln1, Col1 100%  Windows (CRLF) UTF-8
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11. Your file will be converted to:

E *Payroll test File - Motepad

File Edit Format VYiew Help

999908035008 | 123456789123 | CHQ|E1lie Charles|BBD|183.25|Test File;

12. Copy all information from the .txt file and paste on a new excel spreadsheet

ﬁ *Payroll test File - Motepad

File Edit Format View Help
99999333SBBB|123455?59123|CHQ|E11iE CharleslBBDllB3.25|Test File;

4 a | e | ¢ | o | E | E | =

ﬂassauuuamum 123456789123 | CHQ | Ellie Charles| BBD|103.25| Test File;
2

13. Save the excel spreadsheet as a .CSV (Comma Delimited) file

L R TR e e e e e

L

T | Test File 5

Save as type: | C5V (Comma delimited)

Avdharcs Adeninickratar Tamc:  AddAd 3 #3n

14. Close .CSV file

15. Proceed to upload your file to the Internet Banking Service.
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