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UOB File Converter - Quick Guide

CO_CHQ_v2.2.xIsm

1. Extract the UOB_File_Converter.zip.
2. Open CO_CHEQUE folder.

3. To create a bulk Cashier's Order (CO) or Cheque file, please open
CO_CHQ_v2.2.xlsm

4. For first time usage, please click “Enable Content” on the Security Warning

message.
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5. Please read and click ‘'YES’ on the Terms and Conditions below:
x|

Please note that the installation, use, maintenance and operation ofthis UOB File Generator are subject to the UOB Business Internet =
Banking Service Agreement, the UOB Bulk Services Terms and Conditions and the terms and conditions herein (collectively, the
“Agreements”).

1. Save as otherwise stated herein, the definitions of the defined terms have the same meanings as in the UOB Bulk Services Terms
and Conditions and the UOB Business Internet Banking Service Agreement.

2. The Customer recognises and agrees that the ‘CMS Software’ referred to in the UOB Bulk Senices Terms and Conditions
includes butis not limited to the UOB File Generator, and that all terms and conditions in the UOB Bulk Services Terms and
Conditions referring to the 'CMS Software’ are applicable to the Customer's installation, use, maintenance and operation of the
UOB File Generator.

3 The Customer recognises that the UOB File Generator is developed by Jardine OneSolution (HK Limited) (*J0OS7) for the Bank and
remains the exclusive property of the Bank. The Customer agrees that the Bank may disclose information regarding the Customer
or the Accounts to JOS on a need- to- know basis for the purposes of upgrading, maintenance, operation and repair of the UOB
File Generator.

4. As the UOB File Generator is intended for use as an utility program only, there would not be any login- 1Ds or passwords required
for the Customer to access the UOB File Generator. The Customer will therefare be solely responsible for the use, supervision,
management and control of the UOB File Generator, including the data contained in and transmitted through the UOB File
Generator. The Customer should ensure the UOB File Generator and  any data provided in conjunction with the CMS Services are
protected at all times from access, use or misuse, damage or destruction by any person not authorised by the Customer.

5. The UOB File Generator is provided to the Customer on an “as is™ basis. The Bank does not make any warranty, express or
implied: -
a) As to the merchantability of the UOB File Generator or its fitness for any purpose orthat it is free of errors or it will be -
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- Please proceed the file generation process by clicking Yes' if

The VBA ool iz developed by Fardine Onefolotion (HE) Lindted.

The VBA fool iz vang Microsoft macoo for development only.
It doesn't contatn any virvses, Trojan horses, conmpted files, or
ary other simdar software that masy damage the operation of
computer.

e are not respomnzsible for any mod ification or damage to, or
loe of any programs, dats, or other information stored. on amgr
media, or for the conseguence of such damage or loss. (such as
business loss in the event of sveteim, program or data fadlore )

you understand and agree with the notices' conditons stated "
in the abowve.

Pleaze click Mo'if won do not vnderstand or do not agres
with the notices! condibions stated in the above.

................. ] .

6. column headers are non-mandatory fields, column headers are
mandatory fields.

7. In Row 3:

a.

If you require a payment advice to be sent to your beneficiary / other party,
please fill in the Payment Advice Header Line 1 and Payment Advice
Header Line 2. You may consult with our implementation advisors if you
need further information on our Payment Advice.

8. In Row 11, Column B:

a.

C.

If you are creating a bulk Cashier’s Order file, please type ‘CO’ as an
indicator to add your first payment instruction/transaction details into this
bulk file. The Record Number in Row 11, Column A will automatically be
updated when a new transaction record (CO) is created.

If you are creating a bulk Cheque file, please type ‘CHQ’ as an indicator to
add your first payment instruction/transaction details into this bulk file. The
Record Number in Row 11, Column A will automatically be updated when
a new transaction record (CHQ) is created.

You are not allowed to combine Cashier's Order (CO) and Cheque (CHQ)
instruction in a single file.



9. In Row 11: Please fill in the Payment Currency, Payment Amount, Value Date,
Settlement Currency, Settlement Account Number, Beneficiary Name Line 1,
Handling Option indicator and Mail to Party indicator

a.

For CO instruction, the Payment Currency must be “SGD”. For CHQ
instruction, the Payment Currency must be “SGD” or “USD.

For CO instruction, the Settlement Currency must be “SGD”. For CHQ
instruction, the Settlement Currency must be the same as Payment
Currency.

In the Handling Option indicator, please type “M” if you would like to mail
the instruction via normal mail or “C” if you would like to place the
instruction for self-collection at the branch processing center.

You are required to key in the Mail to Party indicator only if the Handling
Option indicator is “M”. Please type “BEN?” if the instruction is to be mailed
to the beneficiary or type “OTH” if the instruction is to be mailed to other

party.

You are required to key in the Beneficiary Address Line 1 only if the Mail
to Party indicator is “BEN”. Beneficiary Address Line 2 and Line 3 are
optional.

You are required to key in the Mailing Name and Address Line 1 only if
the Mail to Party indicator is “OTH”. Mailing Name and Address Line 2,
Line 3 and Line 4 are optional.

For local address and printing of Singapore Postal Code, please type “SG”
in the Beneficiary Country Code/Mailing Country Code field.

10.1f you require a payment advice to be sent to your beneficiary/other party, please
fill in the advice details on the next row(s).
For example, you are at Row 11 and have completed all the required fields under
payment instruction (CO or CHQ):

a.

b.

Your advice details will be on Row 12.

Please type ‘BA’ and fill in the Spacing Lines and Advice Details on Row
12.

If you need to add more than one advice details, please add it to the next
row, in this case it will be Row 13, 14, 15.. .etc.



11.1f you need to delete a row of transaction details, the following warning message
will be shown up. The deletion processing time will depend on the total number of
items and your PC specifications. Please click “OK” to proceed.

The operation you are about to perform affects a large number of cells and may
l . take a significant amount of time to complete. Are you sure you want to continue?

Mote: This operation will be performed automatically in 60 seconds if no response is received.

I Don't show this again oK |

12.1In order to update the record number, please click “Generate Record No”. If you
make any modification (e.g. delete transaction record), your record number will
not be auto-updated, therefore you are required to click the button each time you
add/delete a transaction record.

13.0nce you finish creating your bulk file, please click “Export CO/CHQ File”, select
the file location that you will use to store the bulk file and select the file’s
sequence number (the last two digits on your filename).

a. If there is any invalid value detected on any of the rows, a popup message
will notify you on the error details.

14.1f you need to update your existing CO/CHQ file, please click “Import CO/CHQ
File”. The file’s content will be populated into the cells. You will not be able to
import the file if there is any invalid value detected on your existing CO/CHQ file.



