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. Overview

This module shall cover the process of doing Automatic Debit Arrangement.

Il. About this Guide

This User’s Guide is intended for the Front Office Users of Business Online Buddy (BOB)
which will show the users on how to do fund transfer to Automatic Debit Arrangement.

lll. Scope of this Guide
This User’s Guide includes the process of Account Enrollment for the following:

1. Automatic Debit Arrangement
1.1 Manual Enrollment
1.2 Upload Batch Enrollment
2. Financial Transaction
3. Unenrollment
4. Enrollment Inquiry
5. Automatic Debit Arrangement Inquiry
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IV. Procedures

1. Automatic Debit Arrangement (ADA) Enrollment using Manual Enroliment
1.1. Corporate Client’s Maker to log-in via BOB

1.1.1. Go to Account Enrollment.

1.1.2. In the Type of Facility, select Automatic Debit Arrangement.

1.1.3. Inthe Enrollment Options, select “Manual Enroliment”.

Account Enroliment > Enroll

Account Enrollment

Enrollment Unenroliment Enrollment Inquiry

Enrollment Details

Type of Facility

Automatic Debit Arrangement

Enrollment Options

(® Manual Enroliment

() Uplead Batch Enroliment

1.1.4. Inthe Enrollment Options, select “Manual Enrollment”.

1.1.5. Click “Proceed”.

1.1.6. User may opt to select “+Add Account” if with additional enroliment.
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1.1.7. Click “Submit”.

Account Enrollment > Enoll > Add Account > Accounts for Enrollment

Account Enrollment
Enroll 1] Inquiry
Enrollment Detalls
Type of Facility Enrollment Options
ic Debit Manual Enroliment
List of Account/s
ACCOUNT NUMBER ACCOUNT NICKNAME
0NN 27 CorpClient Customer1
MO0 29 CorpClient Customen?
+ Add Account

1.1.8.

1.1.9.

Below screen shall appear, click “Proceed”.

ADA - Receivables 1

ADA-Receivables

Account/s for Enrollment
2

EMAIL ADDRESS ACTIONS
P |
P |

et |

User may opt to delete account by clicking trash bin icon.

Important

Account/s will be submitted for

wvalidation. Only valid account/s will

be submitted for approval.
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1.1.10. A successful banner shall appear on the screen as shown below.

Account Enroliment > Enroll >  Add Account > Accounts for Emoliment > Summary

Account Enrollment

L Enroliment Inquiry

Account enrollment/s have been submitted for approval.

Enrollment Details

Automatic Debit Arrangement Manual Enrollment

List of Account/s

REFERENCE NUMBER ACCOUNT NUMBER ACCOUNT NICKNAME

ADE-100324-0910- 16426 HIOOKKN2T CorpClient Customer!

ADE-100324-0910- 16427 0000129 CorpClient Customer2

PURPOSE EMAIL ADDRESS
ADA - Receivables 1

ADA-Receivables

o to DashBoard

Note: Account will be routed to the Corporate Client’s assigned approvers

1.2 Corporate Client’s Verifier to log-in via BOB

Make Another Enroliment

Corporate Client’s Approvers (Verifier) shall receive email notification of pending approval of the ADA

enrollment as seen below.

Subject: PSBank BOB - Enroliment Queued For Approval

£3 PSBank

rmunml SAVINGS BANK

Corporation Name: COM OCT 2024 CORPORATION

Dear Ms./Mr.:
User Role: Verifier

You have a pending request for Auto Debit Arrangement enroliment approval.
Enroliment details are as follows:

Reference No : ADE-100324-0910-16427

Total Number of Records: 1

Total Number of valid accounts submitted for approval: 1

Total Number of invalid accounts: 0

Purpose: ADA-Receivables

This is a system-generated message. Please do not reply to this email.

Thank you.

Warmest regards,

1.2.1. Log-in as Verifier

Subject: PSBank BOB - Enroliment Queued For Approval

$/PSBank

PHILIPPINE SAVINGS BANK

Metrobank Group

Corporation Name: COM OCT 2024 CORPORATION

Dear Ms./Mr.:
User Role: Verifier

You have a pending request for Auto Debit Arrangement enrollment approval.

Enroliment details are as follows:

Reference No : ADE-100324-0910-16426

Total Number of Records: 1

Total Number of valid accounts submitted for approval: 1

Total Number of invalid accounts: 0

Purpose: ADA - Receivables 1

This is a system-generated message. Please do not reply to this email.

Thank you.

Warmest regards,

(el
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= PSBank
Business Online Buddy

Log In to your account

Corporate Code
[ COMO1100124 ]

Username
[ COMVER100124 ]

Password

Forgot Password

Contact Us
This: site woeks best on the latest Google Chiome browses.
Ws waliss your privacy. Losrn Mor

1.2.2. Inthe account enrollment, click the arrow in the search options.

Account frelment » Apgeows Gncliment

Account Enraliment

_|

There e e recess 1e adgsay

-
1.2.3. Inthe type of facility, select Auto Debit Arrangement.
1.2.4. Select the reference number or click the checkbox to approve.

1.2.5. Then click “Submit”.
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Account Enrollment

Approve Enroliment Approve Unenroliment Enroliment Inguiry
€, Search Options ~
Reference Number [ I Enrollment Option l - J
Account Number [ I Filename I }

Account Nickname [ I Date Range [ J

I Type of Facility Automatic Debit Arrangem... ~

REFERENCE NUMBER FACILITY TARGET BANK ACCOUNT NICKNAME PURPOSE
ADE-100324-0910- 16427 ADA PSBank CorpChent Customen? ADA-Receivables
ADE-100324-0910-16425 ADA PSBank CorpClent Customert ADA - Receivables |

i

1.2.6. User have an option to approve per item by clicking the Reference to check
the details prior to approval.

1.2.7. To approve multiple requests, Select the checkbox beside reference.

1.2.8. Click “Approve”.

REFERENCE NUMBER RRCRLITY TARGET RN ALCLCHINT WUMEER e COMT R ERLLME PURPOSE

I ADE-HEIRI-OR - BT I A PEask w000 o Eopil e Cnrabore ey LA i e b

1.2.9. Below screen shall appear.

1.2.10. User have the option to input remarks as shown below.
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Ao ¥ Appeee > [P

Account Enroliment

Bppert Enpdmast

Ensaliment Detalls

etomats: Debst Asangement Maread Ervoliment
Lt of Account's

LU AU LR M TRIT R A s LMan ApCays [EAEE e

A W AT oyl e v BT B g Vow ek g

Bppcreni Refmuihi
Seraice Masided -FLE Reporty]

1.2.11. Click “Approve”.

1.2.12. A successful banner shall appear on the screen.

Account Enroll > Approve E > Summary
Account Enroliment
Approve Enroliment Approve Unenroliment En er U

Successful!

@ Account enroliment/s have been approved. Accounts will be available once PSBank reviews approved accounts.

Enroliment Details

Automatic Debit Arrangement Manual Enrollment
List of Account/s

REFERENCE NUMBER FACILITY TARGET BANK ACCOUNT NUMBER ACCOUNT NICKNAME PURPOSE EMAIL ADDRESS
PSBank  oooooooo CorpClient Customer2 ADA-Receivables

ADE-100324-0910-16427 ADA

<

Go to DashBoard Approve Another Enrollment

Notes:

1. Approval is depending on Workflow Model of the company (E.g., Maker-Verifier-Authorizer-
Releaser)

2. Process of approval is same with the remaining approvers of the Corporate Client.
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1.3. Account Enrollment Inquiry Module for ADA Enroliments

1.3.1. Log-invia BOB

# PSBank
B ‘ﬂ B
Business Online Buddy

Log In to your account

Corporate Code.

password
[—p— e |

1.3.2. Go to Account Enrollment — Account Enrollment Inquiry.

1.3.3. Inthe Type of Facility, select “Automatic Debit Arrangement” and click
“Search”.

Notes:
1. List of Account Enrollment for ADA shall appear on the Screen.
2. User may opt to Download the report by clicking export as PDF or XLS.

WPSRunk

Recent download history ® Lo

Businass Online Buddy

a PSB_ADA_Enroll_Report_ {1).xlsx
Welcome, Account Number Enrollment Option L
JENNIELYN
Account Nickname Filename ™
MALAPITAN | PSB_ADA_Enroll_Report_ (1).pdf
- 76.9 KB » Done
Type of Facility Automatic Debit Arrangem... « ] | Date Range
Dashboard Full download history @A
My Accounts
REFERENCE NUMBER ACCOUNT NUMBER ACCOUNT NICKNAME STATUS ENROLLMENT OPTION FILENAME REMARKS
Fund Transfer
ADE-100924-0410-16469 001390002083 ADA Muit Four Failed Upload ADAEnrollment 100924.x1sx
E=f  Account Enroliment
ADE-100924-0410-16468 001390002094 ADA Muit Three For Authorization Upload ADAEnrollment 100924.x1sx
Biller Enroliment ADE-100924-0410-16467 001331000111 ADA Mutt Twa: For Authorizztion Uplozd ADAEnrollment 100924.xlsx
. ADE-100924-0410-16466 001102000780 ADA Mult One For Authorization Upload ADAEnrollment 100924.x1sx
Bills Payment
ADE-100324-0910-16427 001101028129 CorpClient Customer2 Approved Manual ACA and ADA Approval
Automatic Debit
Arrangement ADE-100324-0910-16426 001101028027 CorpClient Customer1 Approved Manual ADA - Receivables 1
*
Automatic Credit
Arrangement d
| -PDF X5 |
Payroll

2. ADA Enrollment using Upload Batch Enrollment
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2.1. Corporate Client’s Maker to log-in via BOB

8 PSBank

BB

Business Online Buddy

My Accounts

= Fund Transfer

] Account Enrollment
Biller Enrollment
(&3] Bills Payment

Automatic Debit

Arrangement
Automatic Credit
& Arrangement
Payroll
- Forms/Templates

2.1.1. Go to Forms/Templates

2.1.2. Download Automatic Debit Arrangement (ADA) Form under “A. Uploading
file for Enrollment”.

Advisories/Rey  Recent download history

ADAEnrollment (1).xlsx
Removed

Forms

O BOB Enrollment Form Full dovinload history

Templates
A.Uploading file for ENROLLMENT of:

() PSBANK Fund Transfer

O Other Bank Fund Transfer

O Automatic Credit Arrangement (ACA)
O Automatic Debit Arrangement (ADA)
()  Bills Payment

B. Uploading file for TRANSACTION of:

() PSBANK Fund Transfer

O Other Bank Fund Transfer

O Automatic Credit Arrangement (ACA)

2.1.3. Update the form and save.

2.1.4. Go to Account Enrollment, under Type of Facility, choose “Automatic Debit
Arrangement”.

2.1.5. Under Enrollment Options, choose “Upload Batch Enroliment”.
2.1.6. Under “Choose File”, upload the filled-out ADA Form.

2.1.7. Click “Proceed”
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E B B8 B @

3]

Business Online Buddy

Welcome,
@ JENNIELYN

@  Dashboard

(-] My Accounts

@  FundTrensfer

[ Account Enroliment
[~] Biller Enroliment

@  BilsPayment

Automatic Debit

= Arrangement
Automatic Credit

a Arrangement
B Payroll

Welcome,

JENNIELYN

Dashboard

My Accounts

Fund Transfer

Account Enroliment

Biller Enrollment

Bills Payment

Automatic Debir
Arrangement

Automatic Credit

Arrangement d

Payroll

Account Enrollment > Enroll

Account Enrollment

Enrollment Unenroliment Enroliment Inquiry

Enrollment Details

Type of Facility

Automatic Debit Arrangement

Enroliment Options

(O Manual Enroliment

(® Upload Batch Enroliment

Upload File

l ADAEnroliment Multiplexisx I -

Motse Oy uplasd s i,

Advisories/Reminders  Profile Settings  Customer Sarvice  Log Ou

2.1.8. Enrollment Details shall appear on the screen as shown below.

AccountEnroliment > Enroll > AddAccount > Accounts for Enroliment

Account Enroliment

Enroliment Unenroliment Enrollment Inquiry

Enroliment Details

Automatic Debit Arrangement Upload Batch Enrollment

ADAEnrollment_100924.xlsx

List of Account/s

ACCOUNT NUMBER ACCOUNT NICKNAME
001102000780 ADA Mult One
001331000111 ADA Mult Twio
001350002094 ADA Mult Thrae
001390002083 ADA Mult Four

2.1.9. Click “Proceed”.

PURPOSE

EMAIL ADDRESS

macastusragpsbank com.ph

macastusragpsbank com.ph

macastusragpsbank com.ph

macastueragpsbank.com.ph

2.1.10. A prompt message shall appear on the screen, click “Proceed”.
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Important

Account/s will be submitted for
validation. Only valid account/s will
be submitted for approval.

| Go Back |

Notes:

1. Please ensure that every upload of multiple Enroliment, a different filename shall be used
2. Ensure the account numbers have 12 characters.

3. Account nickname is required and must not have duplicate with other entries

2.1.11. If data uploaded is correct, a successful banner shall appear on the screen as
seen below:

Advisories/Reminders  Profile Settings  Customer Service  Log Out

‘Busnces Ohing BuOTY
‘Welcome,
@ JENNIELYN Account Envoliment > Enroll > AddAccount > Accountsfor Enroliment > Summary
Account Enroliment
Dashboard
@ Enroll Enrollment Inquiry
] My Accounts
ssfull
@  FundTransfer (@ Successid ,
Account enrcliment/s have been submitted for approval.
@  Account Enroliment Enrollment Details
Type of Fadility Enroliment Options Account/s for Enroliment
= Biller Enrollment Automatic Debit Arrangement Upload Batch Enrollment 4
File Name
-~ ADAEnroliment_100924.xlsx
B Bills Payment
List of Account/s
= Automatic Debit REFERENCE NUMBER ACCOUNT NUMEBER ACCOUNT NICKNAME PURPOSE EMAIL ADDRESS REMARKS
Arrangement
ADE-100324-0410-16465. 001102000780 ADA Mult One ADA macastueragpsbank.com ph
Automatic Credit
Q] A . ADE-100024-0410- 16467 0601331000111 ADA Mult Twa ADA macastueragpsbank com ph
rrangement 1
ADE-100924-0410-16968 001390002094 ADA Mult Three ADA macastueraspshank com ph
B Payoll
ADE-100324-0410-16469 001390002083 ADA Mult Four ADA macastueragpsbank.com ph
R Forms/Te

Note: This shall queue to Corporate Client’s Approvers
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2.2 Corporate Client’s Verifier in BOB

¥ PShun

B@

Businoss Onla Busdy.

Welcome,
Sean

B  Dashboard

[~] My Accounts
B FundTransfer
= Biller Enrallment

@  Bills Payment

Automatic Debit
Arrangement

@ Automatic Credit
Arrangement

B Payoll

55 Foms/Templates

2.2.1. Log-in via BOB.

2.2.2.

2.2.3.

2.2.4.

2.2.5.

Go to Account Enrollment, in the Type of Facility, choose “Auto Debit
Arrangement”.

Click “Search”.

Select the reference numbers to approve by clicking the checkbox.

Click “Approve”.

Approve Enrollment

2.2.6.

Approve Unenrollment

Advisories/Reminders  Profile Settings  Customer Service  Log Out:

Enroliment Inquiry

@, Search Options

Reference Number

Account Number

Account Nickname

I
I
]

Type of Facility

Automatic Debit Arrangem... ~ |

REFERENCE NUMBER

ADE-100924-0410- 16468

ADE-100924-0410- 16467

ADE-100924-0410- 16465

Click “Proceed”.

Important

TARGET BANK

PsBank

PsBank

PsBank

Enrollment Option

Filename

Date Range

ACCOUNT NUMBER

001380002094

001331000111

001102000780

L
]
[ ]

ACCOUNT NICKNAME
ADA Muit Three
ADA Muit Two

ADA Mult One

2.2.7. A successful banner shall appear on the screen as seen below.
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https://www.psbank.com.ph/

Advisories/Reminders  Profile Settings  Customer Service  Log Out
Businces Oniine Buckly

‘Welcome,
Sean AccountEnroliment > Approve Enroliment > Summary
@  Deshboard Account Enrcliment
Approve Enrallment Approve Unenrollment Enrollment Inquiry
[~] My Accounts
@  FundTransfer
@ Successfu
Account enrollment/s have been approved. Accounts will be available once PSBank reviews approved accounts.
[  Account Enroliment
Enrollment Details
[~ Biller Enrollment
Automatic Debit Arrangement Upload Batch Enrollment
® Bills Payment List of Account/s
REFERENCE NUMBER FACILITY TARGET BANK ACCOUNT NUMBER ACCOUNT NICKNAME PURPOSE EMAIL ADDRESS.
Automatic Debit
[~] A . ADE-100924-0410- 16468 ADA PSBank 001350002094 ADA Mutt Three ADA macastuera@pshank.co
rrangemen
ADE-100824-0410- 16467 ADA PSBank 001331000111 ADA Mult Two ADA macastueragpsbank co
Automatic Credit
@ Arrangement ADE 100924.0410- 16466 ADA PsBank 001102000780 ADA Mult One ADA macastuerapshank co
3
B Payoll
52 Forms/Templates

Ga to DashBoard Approve Anather Enroliment

Notes:

1. Approval is depending on Workflow Model of the company (e.g., Maker-Authorizer, Maker-
Verifier-Authorizer or Maker-Verifier-Authorizer-Releaser).

2. If the workflow model is MVAR, then enrolment request shall queue to Verifier-Authorizer-
Releaser for approval.

3. Enrollment of Account is still subject to PSBank system approval.
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3. Automatic Debit Arrangement (ADA) Transaction
3.1. Maker’s Encoding of ACA Transaction via BOB

3.1.1. Go to Automatic Debit Arrangement Module.
3.1.2. Inthe “Transfer From”, select chosen source account.

3.1.3. Inthe “Transfer To”, select the “Enrolled Target Account”.

Welcome,
JENNIELYN
@ Automatic Debit Arrangement
Creale Automalic Debit Arrangement Upload Bulk Automatic Debit Arrangement Automatic Debit Arangement Inquir
B Dashboard
B MyAccounts Transfer To
B FundTransfer Enrolled Target Account
COMOCT 2024 CORPORATION - 1113... ~ Savings PP 5,179.73 PP 5,179.73
B AccountEnroliment
. Transfer From Clear
[~] Biller Enroliment
Enrolled Source Account
@  silsPayment CorpClient Customer] - 0600000008027 - l
Amount
Automatic Debit [ £00.00 l
Arrangement
Transfer Schedule
= Automatic Credit SRS
Arrangement 4 Immediate
Future Date
= Payroll Recurring
| H Forms/Templates “

3.1.4. Indicate Preferred “Transfer Schedule”.
a) Immediate
b) Future Date
c) Recurring

3.1.5. Indicate Purpose (optional).

3.1.6. Indicate Email Address (optional).

3.1.7. Click “Next”.
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#PSBunk

Busness Onins Busdy

Welcome,

@ JENNIELYN

Dashboard
My Accounts
Fund Transfer

Account Enrollment

B 8B R B

Biller Enrollment
@ Bills Payment

Automatic Debit
Arrangement

Automatic Credit
Arrangement

[~] Payrall

#PSHuk

Business Onlne Buddy

Welcome,

@ JENNIELYN

Dashboard

My Accounts

Fund Transfer
Account Enrollment

Biller Enrollment

G B B O K ©

Bills Payment

Automatic Debit
Arrangement

Automatic Credit

Arranaement.

Enrolled Target Account

Available Balance
PHE 5,179.73

Account
COMOCT 2024 CORPORATION - 1113... ~ Savings

Transfer From

Enrolled Source Account

CorpClient Customer - 000000000027 - ]

Amount

[so |

Transfer Schedule

Recurring - ]
[ Monthly - ]
I 03-0ct-2024 l [ 03-Now-2024 ]

[OJOX : JORORONORONON )
OOHEAEEEOEO®
ONONONORORONGRONTNONG)]

Purpose (Optional)
ADA Collection to clients| ]

3.1.8. Click “Submit”.

Automatic Debit Arrangement

Create Automatic Debit Arrangement Upload Bulk Automatic Debit Arrangement

Summary:

Te ccount Number

Target Account Nickname

0000000007 77 ‘COM OCT 2024 CORPORATION
Source Account Number Source Account Nickname

xao000000 27 CorpClient Customer1
Purpose

ADA Collection to clients

Advisories/Reminders  Profile Settings  Customer Service  Log Out

Current Balance
PHP 5,179.73

Clear

Advisories/Reminders  Profile Settings  Customer Service  Log Out

Automatic Debit Arrangement Inquiry

Amount
Php 500.00

Tra hedule
Recurring - MONTHLY
03-0ct-2024 - 03-Nov-2024
Days: 3
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3.1.9. A success banner shall appear on the screen as shown below.

[y

Advisories/Reminders  Profile Settings  Customer Service  Log Out
Busnoss Orins Budy

Welcome,

@ JENNIELYN A Ic Debit Ar t

Creale Automatic Debit Arrangement Uplozd Bulk Automatic Debit Arrangement Automatic Debit Arrangement Inquiry

B Dashboard

] My Accounts

Transaction/s have been submitted for approval.

Fund Transfer
Reference Number
B AccountEnrollment ADA-100324-1110-16436
&  Biller Enroliment Summary:
Target Account Number Target Account Nickname Amount
Bl Bills Payment 00000005777 COM OCT 2024 CORPORATION Php 500.00
Automatic Debit Source Account Number Source Account Nickname Transfer Schedule
wtomatic Debi
sooc0000c BO27 CorpClient Customer1 Recurring - MONTHLY
Arrangement
9 03-0ct-2024 - 03-Now-2024
Days: 3

@ Automatic Credit Purpose Email Address

Arrangement 4
9 ADA Collection to clients

= Payoll

Back To My Accounts Make Another Transaction

[H Forms/Templates

Note: This shall queue to Corporate Client’s Approvers

3.2. Approver’s Approval of ACA Transaction via BOB

3.2.1. From the Dashboard, click “Transaction” under Pending ACA.

WSk

Advisories/Reminders  Profile Settings

Busness Onine Busy

Welcome,
Sean
[  Dashboard Deposit Accounts Pending Fund Pending ACA
Transfer
] My Accounts o)

Enroliment, Enroliment,
©  FundTonser 2 Transactions Transactions
@  AccountEnroliment
&  BillerEnroliment . X

Pending ADA Pending Bills
Payment
B BillsPayment Y
Enroﬂmenro Erarcn‘fmenro
g (wutomatic Debit Transactions Transactions

Arrangement

Automatic Credit

Arrangement Important Reminders for today:

B Pyl )
Scheduled Transactions
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3.2.2. User will be redirected to ADA Module.

4PSBL
B B Advisories/Reminders  Profile Settings  Customer Service  Log Out
Businoss Gnlino By
Welcome,
Sean A Iic Debit Arrang - Approval
®= Dashboard Approve Automatic Debit Arrangement Automatic Debit Arrangement Inquiry

[~] My Accounts

Successfull

B FundTransfer .
Selected transaction/s have been approved.

B  Account Enrollment

REFERENCE NUMBER TARGET ACCOUNT NUMBER SOURCE ACCOUNT NUMBER AMOUNT PURPOSE FILENAME REMARKS
& BillerEnroliment ADA-100324-1110-16436 0000005777 000000027 50000 ADA Collection to cents
. ADA-100324-1110-16437 X000000K536 000000122 1,00000
[  Bills Payment
4 3

= Automatic Debit 1-20f2

Arrangement
E Automatic Credit Back To My Accounts Approve Another Transaction

Arrangement R
2 Daenll

3.2.3. User will be redirected to ADCA Module.

3.2.4. Select the ADA Transaction for approval.

3.2.5. Click “Approve”.

3.2.6. A prompt message shall appear, click “Proceed”.

Important

‘You are about to APPROVE the
selected transaction/s.

‘ GoBack ‘

3.2.7. A success banner shall appear on the screen as shown below:
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#PSBu

‘Business Onine Buioy

Welcome,
Sean

[  Dashboard

& MyAccounts

@  FundTransfer

@  Account Enrollment
] Biller Enrollment
@ BillsPayment

Automatic Debit
Arrangement

@ Automatic Credit
Armangement

S Duall

Automatic Debit Arrangement - Approval

Approve Automatic Debit Arrangement

Advisories/Reminders  Profile Settings  Customer Service  Log Out

Successful!

Selected transaction/s have been approved.

REFERENCE NUMBER

ADA-100324-1110-16436

ADA-100324-1110-16437

‘TARGET ACCOUNT NUMBER SOURCE ACCOUNT NUMBER
31015777 1000000¢ 5027
ootipI0zESIE 00000003128

Back To My Accounts

AMOUNT

50000

100000

PURPOSE

ADA Collection to clients

FILENAME REMARKS

Notes:

1. Approval is depending on Workflow Model of the company (E.g., Maker-Verifier-Authorizer-
Releaser)

2. Process of approval is same with the remaining approvers of the Corporate Client.

3.3. Automatic Debit Inquiry Module (ADA) Inquiry Module

3.3.1. Log-in via BOB.

# PSBank
B ‘n B
Business Online Buddy

Log In ta your account

Corporate Code
oMo 100124 ‘

—
pm— ‘

password

3.3.2. From DASHBOARD, user may opt to click “Transactions” under Pending ACA

Document Classification - PUBLIC

Page 20 of 27



Note: User will be redirected to ADA Inquiry Module

8 PSBank

3.3.3.

3.3.4.

8 PSBank

@B

Business Onine Budady

Welcome,

@ JENNIELYN

88  Dashboard

(2] My Accounts

g5 FundTransfer
Account Enrollment

El Biller Enroliment
Bills Payment

ng Automatic Debit
Arrangement

. Automatic Credit

3.3.5.

Business Grine Buoy.

o

F]

88  Dashboard

My Accounts

Fund Transfer

Account Enrollment
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Important Reminders for today:

Scheduled Transactions

Pending ACA

Enroliment,
Transactions

User may directly go to Automatic Debit Arrangement (ADA) in the side
menu.

Click “Automatic Debit Arrangement Inquiry”.

Automatic Debit Arrangement

Create Automatic Debit Arrangement

Transfer To

Enrolled Target Account

Select Account -

Transfer From

Enrolled Source Account

Select Account

Amount

|

Transfer Schedule

Select Schedule

Upload Bulk Automatic Debit Arrangement

Advisories/Reminders  Profile Settings  Customer Service Log Out

Automatic Debit Arrangement Inquiry

Clear

Summary of ADA Transactions can be seen on the screen.
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3.3.6. Click “Automatic Debit Arrangement Inquiry”.

Advisories/Reminders  Profile Settings  Customer Service Log Out

Automatic Debit Arrangement

Upload Bulk Automatic Debit Arrangement | Automatic Debit Arrangement Inquiry |

Create Automatic Debit Arrangement

|

Q Search Options

REFERENCE NUMBER TARGET ACCOUNT NUMBER SOURCE ACCOUNT NUMBER AMOUNT PURPOSE
ADA-100324-1110-16436 1000000000777 1000000004027 50000 ADA Collection to clients.
ADA-100324-1110-16437 00000000538 00000001 29 1,000.00

1-20f2

3.3.7. User may opt to click the Search Option to input additional filtering option
then click “Search”

Automatic Debit Arrangement Inguiry

Create Automatic Debit Arrangement Upload Bulk Automatic Debit Arrangement
@, search Options ~
Reference Number [ ] Purpose l I
Target Account Number [ COM OCT 2024 CORPORATL... = | Filename l I
Source Account Number [ - Status l - I
Amount [ ] Date Range l I
REFERENCE NUMBER TARGET ACCOUNT NUMBER SOURCE ACCOUNT NUMBER AMOUNT PURPOSE FILENAME
ADA-100324-1110-16436 J00000000CTTT 30000000K0ET 500.00 ADA Collection to clients
>
Export to PDF Export to XLS

3.3.8. User may opt to export report in PDF and in XLS format as shown below:
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#PSBank

B@B Recent download history ® 0gOut

Business Otdine Buciy

a PSB_ADA_Tranx_Report_ (1).xlsx
Welcome, ~  35KB8.Done

JENNIELYN " ¢
@ Automatic Debit Arrangement [£) PSB_ADA_Tranx_Report_ (1).pdf

76.7 KB » Done

Dashboard Full download history A —

My Accounts q Search Options A
Target Account Number COM OCT 2024 CORPORATIL... ~ Filename :]

Account Enroliment

Biller Enroliment

Bills Payment m

2 Automatic Debit

Arrangement L REFERENCE NUMBER TARGET ACCOUNT NUMBER SOURCE ACCOUNT NUMBER AMOUNT PURPOSE FILENAME

§ ADA-100324-1110-16436 0600000777 100000000027 500.00 ADA Collection to clients
Automatic Credit

Arrangement L4

4. Unenroliment of Automatic Debit Arrangement (ADA)
4.1. Corporate Client’s Maker to log-in via BOB

4.1.1. Go to Account Enrollment > Unenrollment Tab.

4.1.2. Inthe Type of Facility, select “Automatic Debit Arrangement”.

4.1.3. Select the Account number to unenroll by clicking the checkbox.

4.1.4. User may update the remarks.

4.1.5. Click “Unenroll”.
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=% FundTransfer
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4.1.6. A prompt message shall appear as shown below.

Important

You are about to UNENROLL
the selected account/s.

4.1.7. Click “Proceed”.

4.1.8. A successful banner shall appear on the screen as shown below.
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Account Enroliment

Enrollment Unenrollment Enroliment Inquiry

Account unenrollment/s have been submitted for approval.

Third Party Accounts

Reference Number Account Number Account Nickname Remarks

ADU-101124-1010-16486 30000000001 26 CorpClient Customer2 For Unenrollment

Note: This shall queue to Corporate Client’s Approvers

4.2. Corporate Client’s Approver to log-in via BOB
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4.2.1. Go to Account Enrollment > Approve Unenrollment Tab.

4.2.2. Inthe Type of Facility, select “Automatic Debit Arrangement”.

4.2.3. List of ADA for Unenrollment approval shall appear on the screen.

4.2.4. User may update the remarks.

4.2.5. Click “Approve”.

Advisories/Reminders  Profile Settings  Customer Service  Log Out
Business Qg Buddy

Welcome,
Sean Gumayan Account Enroliment > Approve Unenroliment
Dashboard Account Enrollment

Approve Enrollment Approve Unenrollment Enrollment Inquir
My Accounts

Fund Transfer Unenroliment Details

Type of Facility

= Account Enroliment - -
Automatic Debit Arrangement

Biller Enrollment

Reference Number Type of Fadllity Bank Account Number ‘Account Nickname Remarks.
Bills Payment
ADU-101124-1010-16486 Auto Dabit Arrangemant PSBANK 000000 29 ‘CorpClient Customer? For Unenrollment

Automatic Debit >
Arrangement

Automatic Credit Remarks For Unenroliment
Arrangement

o e =
Payroll

4.2.6. A successful banner shall appear on the screen as shown below.

Advisories/Reminders  Profile Settings  Customer Sarvice Log C

Busness Onin BLOJY

‘Welcome,
Sean Gumayan Account Enrollment > Approve Unenroliment
Dashboard Account Enrellment
Approve Enroliment Approve Unenroliment Enroliment Inquir
My Accounts
Fund Transfer

@ Successfu
Account unenrollment/s have been approved

re] Account Enroliment

Unenroliment Details

Biller Enrollment
REFERENCE NUMBER TYPEOF FACILITY BANK ACCOUNT NUMBER ACCOUNT NICKNAME REMARKS

Bills Payment ADU-101124-1010-16486 Auto Debit Arrangament PSBANK J00000000C 129 Corplient Customer2 For Unenroliment

Automatic Debit
o to DashBoard Approve Another Unenrollment
Arrangement

Automatic Credit

Notes:
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1. Approval is depending on Workflow Model of the company (e.g., Maker-Authorizer, Maker-
Verifier-Authorizer or Maker-Verifier-Authorizer-Releaser)

2. If the workflow model is MVAR, then enrolment request shall queue to Verifier-Authorizer-
Releaser for approval.

3. Enrollment of Account is still subject to PSBank system approval.
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