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Initiate Bulk File Upload 
(Applicable for Maker and Maker-Authorizer) 

 

Click “Payments” 

 

Click Initiate > Bulk File Upload 

 

Select Template Name from the dropdown list 
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Once selected, click on Template details to view the content/format and to download the template 

 

Click on Download 

 

Open the downloaded file 
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Fill out the file as per the Header row and Save the file 

Click on ADD 

Look for the saved file in your documents and select the file 

Select Debit Type as “Single” or “Multiple”, Enter the ‘Reference in your statement’ & ‘Submit’ 
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Review the details and click on Confirm 

 

 

Once confirmed, user will get “Confirmation” pop-up window. 
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View Bulk File Status 

Payments > File Uploads > Bulk File Upload 

 

View Bulk File failure reason 

If the file level status is ”Verification Failure”, you need to double-click on the record to view the failure 

reason. 

 

1. File level validation 

2. Record level validation 

3. Hove the mouse over the record to view the error description 

4. Double-click to view the record level failure in details. 

 



7 b u s i n e s s O N L I N E – B u l k U p l o a d 

 

 

 

 
 

Re-upload the file after you apply the required correction. 

The file level status should be “Ready for Verification” so that you can proceed with verification step. 
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Verify Payment 
(Applicable for Maker and Maker-Authorizer) 

 

Click Payments > Pending activities 

 

 

Go to File Upload > File Verification 

Tick on the file to view the payment details 

 

Click on Accept once verified all details are correct 
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Page will re-direct you to the summary that shows all transaction has been verified. Click on Accept 

 

 

Once confirmed, user will get “Flexible Authorization” pop-up window. 

• Select “No” if transaction will be approved by the default approver 

• Select “Yes” if a specific authorizer is required to approve the transaction 

Click on Submit 

 

 
 

 
 

Once submitted, user will get “Confirmation” pop-up window. 
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Authorize Bulk Upload 
(Applicable for Maker-Authorizer and Authorizer) 

 

Payments > Pending Activities 

 

Go to File Upload > File Authorization 

Tick on the file to view and verify the details 

 

1. Click on Authorize once verified all details are correct 

Page will direct you to the summary that shows all transaction has been verified. 

2. Click on Authorize 

 



11 b u s i n e s s O N L I N E – B u l k U p l o a d 

 

 

 

Scroll the page down > Select OTP or Token > enter the PIN code > click “Submit” 

 

Once submitted, user will get “Confirmation” pop-up window. 

 

Note: 

• If additional approvals are required, the transaction will move to the next authorizer(s) queue for additional 

approval(s). 

• If “Releaser” is required, the transaction will be available in “Ready for Release” status after the payment is authorized 

and the releaser need to release it to the bank for processing through below option 

Pending Activities > Transactions > Ready for Release 
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Release Bulk Payment 

 
Payments > Pending Activities 

 

Go to File Upload > Ready for Release 

Tick on the file to view and verify the details 

 

Click on ‘Release’ once verified & all details are correct 

 

Page will redirect you to the summary that shows all transaction has been verified. 
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Click on Release 

 

Once released, user will get “Confirmation” pop-up window with status shows “Sent to Bank” 

 

 


