1. Salary Payment

This menu help business customer to upload their employee payroll files and make payroll
payments for each employee online.

In this menu you will find 4 other submenus:

- Transfer Files

- Records Management
- Salary Approvals

- Approved Salaries

1.1 Transfer Files

Transfer Files submenu lists all exicting uploaded files (if at least one file is uploaded) or you
can upload a new payroll file. Click on "Upload File" if you want to upload a new one.
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Transfer Files

Sample File

files uplaaded based on the re

List of Files (last 5 or last week)
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Upload Date Customer Name File Name Correct Records Not Correct Records

After selecting "Upload File", you can browse the document saved on your computer, fill in
Captcha, and then press Next.
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Transfer File
File Upload Details

File Name Choase File | SalaryPaymentSample s

Captcha WTOIL




In the next step you can check your File Upload Details. The user must select one of the
options at transfer Details:

e "One by One"

e "In Block"

Then the user must select an account from where he wants to make the transfer and enter
the payment details in the "Description" field. Click "Next".
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Select an account FROM where you want to do the transfer
Q o =
Account Number Description Limit Usable Limit
401545718CLPRCLALL2P 88 - ISANAMED SHPK (. 1.00ALL 1.00ALL
401545718CLPRCFEURDB eurotest - ISANAMED 0.00 EUR 0.00 EUR
401545718CLPRCLALLIQ LEK_ACC - ISANAMED S, 0.00ALL 0.00ALL
401545718CLPRCLALLSS BizDeb KALLAVERJA 0.00 ALL 0.00ALL
Fst 2||s Last
Transfer Details
Description
Choose one of the options o= v
Lt togn Date -

Details of the document being uploaded must be displayed correctly on the confirmation
page. Click "Finish" if you confirm the details below.
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File Upload Details
File Upload Summary
Company Name / 1D: ISANAMED SHPK (TEST) (401545718}

User Name / 1D: EMANUELA DEROMEMA) (501664966)

File Name: SabaryPaymentSample s

1#y0u confim below dita of transaction click proveed button

o SarPaymentamplls



If the file has been uploaded successfully, the following message will be displayed:
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Process is completed successfully.

1.2 Records Management

This submenu lists all uploaded files. There is information about the File ID, Number of
Records, Amount, File Status and Transfer Type. You can add a new record, update or delete
the record for a selected document.
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Records Management

Unprocessed List of Files (last 5 or last week)
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File ID Number Of Records Amount File Status Transfer Type
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Showall X




1.2.1 Records Management (New Records)

If you click on "New Record", you can add a new record for the selected file. Click "Next" and

the record must be added successfully. You can only add records with Transaction Type:
"Internal" and only with IBAN (not Account Number).
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Records Management

New Record

FileID 2021031049

Company Name / 1D 401545718

Payment ZOTSASTTOCIPRCIATTZF

Transaction Details

Transaction Type @ Intermal () Domestic

1BAN AL2020511519864966CLPECLALLR
Amount

Emanuela Deromens)

Selected Salary New Record Details
Selected Salary New Record Summary

File ID: 2021031049

Company Name / ID: 401545718
Payment From Account 4015457 1BCLPRCLALLIP

Benefciary ALZ020511519B64966CLPECLALLR

Amount: oot AL
Personel Name: Emanusla Deromens
BKT Customer Name: EMANUELA DEROMEMAJ

I# you contem below data of trarsaction diick proceed buttor




1.2.2 Records Management /Update Record

Click "Update Record" if you want to update a record for that file.

You can filter with "List" (for example the filter with "Invalid" status if you want to correct
entries with wrong data).

Click a record you want to update and then click "Next".
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Selected File
File ID: 2021031049
Number of Records 1
Amount: SALL
Display List -
Select a record from below if you want to modify it
Q G Bs
Transaction Type Receiver Details Personel Name BKT Customer Name Amount Validation
MEMA
(= [ CETD
|
sA{v,fsi‘«»-sam;: o S=a
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Records Management
Update Record
File ID: 2021031049
Company Name / 10 401545718
Payment From Account 401545718CLPRCLALL2P
Transaction Details
Transaction Type @ barmal
IBAN
ALZ020511519864966CLPECLALLR
‘Amount: 00 AL b 4
Personel Name:
Show all




On the confirmation page, it will be shown the modification of Selected Salary Records. Click
"Proceed" if you confirm the details. The record will be updated successfully.
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Selected Salary Update Record Details
Selected Salary Update Record Summary

File 1D: 2021031049
Compary Name / I0: 401545718
Payment From Account 4015457 1BCLPRCLALLZP
Beneficiary: AL2020511519864964CLPECLALLR
Amaunt: S00ALL
Personel Name: EMANUELA DEROMEMA)
BKT Customer Name: EMANUELA DEROMEMA]

If you contivm below data of transaciion ciick proceed button.

or Cancel

& eyt
Qesn s

13.3.3. Record Management / Delete Record

Click "Delete Record" if you want to delete a record from that file. Select a record, then click
"Next".
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Recards Management

Selected File

Select a record from below if you want to delete it

a Em
Transaction Type Receiver Details Personel Name BKT Customer Name Amount Validation
wer ENEADOMMA  BWEADEROMEMM  SAL  DfkwestFascniems

D B D O EE»

¢ On the confirmation page, it must display the Selected Salary Record



Click "Proceed" if you want to delete the record. The document must be deleted
successfully.
]

BT - Work - Microsot Edge - 8 x
@ httpsy/ebank.bke.com ing-business/h page htmis

Selected Salary Delete File Details
Selected Salary Delete File Summary

File 1D: 2021031049
Company Name / 10: 401545718
Payment From Account: 4015457 1BCLPRCLALLZP

I# you confiom balow data of ransaction chck proceed button

~. SalanPavmenSsmol.xis
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Recards Management

Process is completed successfully.

13.3.4. Record Management / Send to approval

Click "Send to approval" if you want to submit for approval the document and the File Status
must be "Ready for approval" otherwise it cannot be sent for approval.
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Records Management
Unprocessed List of Files (last 5 or last week)
Q G G
File ID Number Of Records Amount File Status Transfer Type
j_| 2020061203 1 5.00 ALL Ready to Approve In Block
(m] 2020051308 100 1190 ALL Ready to Approve In Block
2020042914 103 4,409,900.00 ALL Invalid File In Block
2020040213 20 020ALL Ready to Approve One By One
st 2 Lt

On the confirmation page, it must display all the information correctly. Click "Proceed" if you
confirm the details below.
The process must be completed successfully.
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Selected Salary File Send to Approval X
etails
Selected Salary File Send to Approval Summary

File 1D: 2020061203
Company Name / ID: 401545718

Payment From Account: 4015457 1BCLPRCLALLIW

Payment Deseription: TEST PAGA

Total Amount:

Number Of Payments:

Transfer Type:

If you contem below data of transac

g SSePomentamplt
Qoen fie
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Recards Management

Process is completed successfully.

1.3 Salary Approvals

In this menu you will be able to view and check all salaries that are ready for approval.
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Salary Approv

Select a file if you want to approve or check its details
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File ID Customer Name Number Of Records Amount Transfer Type

List of Records Fle Rejection Fle Approwsl

1.3.1 Salary Approvals / List of Records

Select a file, then click "List of Records" if you want to download the file. Click "Download".
You can open or save the file.
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Salary Approvals
File Approval Details
File Name: SalaryPaymentSample.xis
Company Name / ID: 401545718
Payment Description TEST PAGA
Total Amount: SALL
Number of Payments 1
—List of File Records
Q G =
Receiver Details Personel Name IBAN BKT Customer Name Amount Amount Currency
BKT EMANUELA DEROMEMA) AL2020511519864966CLPECLALLR EMANUELA DEROMEMAJ 5 ALL

1.3.2 Salary Approval / File Rejection
¢ Click "File rejection" If you want to reject the file, then click "Proceed". The process must
be done successfully.

—

ink.bkt.com.al/ebankin:

Salary File Rejection Details
Salary File Rejection Summary
File 1D 2020061203
Company Name / 1D 401545718
Payment From Account: 40154571BCLPRCLALLYW
Payment Description: TEST PAGA.

Total Amount: SAL

Number of Payments:



1.3.3 Salary Approval / File Approval

Click "File Approval" if you want to approve the file, and then select an account from which
you want to transfer the money.
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ary Approvals

File Approval Details
File Name: SalaryPaymentSample.xis
Company Name / 1D: 401545718
Payment Description TEST PAGA
Total Amount to be Approved: SALL
Number of Payments to be Approved: 1

Select an account FROM where you want to do the transfer

Q ‘ykf\ \[kv?;

Account Name Account Type = Branch Account Number Balance  Avail

1.00ALL 1.00ALL

0.00 EUR 0.00 EUR

0.00ALL 0.00ALL

0.00ALL 0.00ALL
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Number of Payments ta be Approved: 1

Select an account FROM where you want to do the transfer

a, rr g |Fp?|
Account Name Account Type - Branch Account Number Balance ~ Available Balance

] SANAMED SHPK « t EGA QENDROR 1 ICLPRCLALL2P 1.00 ALL 1.00 ALL
0.00 EUR 0.00 EUR
SANAMED SHPK [TEST) Current- ALL KT - DEGA QENDRORE 01545718CLPRCLALL3Q 0.00 ALL 0.00 ALL

Jeb KALLAVERIA - ISANAMED SHPK (TEST)  C KT - DEGA QENDROF 1CLPRCLALLSS 0,00 ALL 0.00 ALL

8 Don't use my overdraft kit even f necessary

Use my overdraft imit aven i necessary

hitps:/febankbitcom al/ebanking -business/homegage.imie

On the confirmation page, it must correctly display the Selected Payroll File. The time
provided for the execution of the start-up process is also displayed. Click "Proceed" if you
confirm the details below.
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Salary File Approval Details
Salary File Approval Summary
File 1D: 20210301213

Company Name / 1D: 401545718

Payment From Account 4015457 18CLPRCLALLZP

Payment Description: test
Total Amount to be Approved: 1AL
Number of Payments to be Approved: 1
Estimated Time For Process to Begin: 0 Mins

Transfer Type:

1.4 Approved Salaries

This submenu displays all approved files with their process status. You can filter files by date
(start date and end date). Click "Details" if you want to see the details of the selected file.
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Pagst e Aprovuars

T wwmmennn B

List of Approved Files (last 5 or last week)
aQ B s
1D e Dokumentit Numri Rekordeve Shuma Rekordet Rekordet e déshi Statusi i progesit
© 202002102 s 047AL 4 ° | Perfunduar

You can view the relevant details for a selected file
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Pagat e Aprovuara
Selected Approved File Details
rem A
Company Name / 1D: 401545718
et P At JPO——
Payment Description PAGATEST
Total Amount: 047 ALL
Number of Payments: 4
Success Records: 4
Failed Records o
Estimated Time For Process to Begin 0 Mins
Process Status. 1 Pérfunduar
Display List Te giitty L d
Selected Approved File Records Details
Q [U.».u] [le‘
Personel Name Payment Date Reference Number IBAN Shuma Amount Currency Status
H n n ; H

Click "Download" if you want to download (open or save) the file.
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Success Records. 4

Failed Records o

Estimated Time For Process to Begin 0Mins

Process Status | Pérfunduar

Display List i S

Selected Approved File Records Details

R )
Q f )
3 (Exs) [Ll}vp:
Personel Name Payment Date Reference Number IBAN Shuma Amount Currency Status
1 L2020511519864964CLPECL
sela Decomemsj 20200210 401¢123200410001 AL2020511519864966CLPECLALLR

Click "Generate as New File if you want to use the file data from the filter in the "Screen List"
(Failure, Success, Incomplete or All). Filtered records can be generated as a new file that will
be listed in the "Records Management" submenu and the next steps are the same.



