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How to Generate Bank File 
 

After Processing Payroll for the month, when you are ready to submit payment to the bank 

to credit into employee’s bank account 

 

** Please do note to contact your bank to open up a portal for you for iBanking and they should 

provide you with the relevant file format before we could advice you on which format to use.  

 

Step 1. Setting up the Company’s bank account 

 

1.1 Go to Setup > Company Setup as shown in Figure 1.1.  

 

Figure 1.1 Company Setup 

 

 

1.2 Next, go to Company Bank tab then select your Company Code from the 

highlighted field. Click ‘New’ and enter company’s bank detail as shown in Figure 

1.2. Click on ‘Save’ to save the bank details.  

 

Figure 1.2 Company Bank 
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1.3 Once Company setup is done. Before generating the file to the bank, it is good to 

generate Bank/Cheque/ Cash Listing for checking. For this, go to Reports > 

Bank Report shown in Figure 1.3. 

 

Figure 1.3 Bank Report 

 

 

1.4 To generate Bank/Cheque/ Cash Listing report, choose Bank Cash Cheque > 

Report Type: Bank, Cash, Cheque Listing. Depending on your job cycle, select the 

Pay Period that you wish to view and click on Process as shown in Figure 1.4. 
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Figure 1.4 Bank, Cash, Cheque Listing. 

Step 2. Generate bank file for uploading 

 

2.1 Once checking is done, go into Reports> Bank Report > Bank Export as 

shown in Figure 2.1. 

 

Figure 2.1 Bank Export 
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2.2 To generate the text file for uploading: 

 

Step1 : Select your company code and which Bank your Company uses to 

credit payment to employees. 

 

** Please do note to contact your bank for relevant file format before we could advice you on 

which format, here are some common files format which are commonly used by majority of our 

clients 

 

 

i. CITIBANK 

 

ii. DBS  
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iii. OCBC 

 
 

iv. UOB 
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Step 2: Enter the relevant details for bank file generation.  

Common details required:  

a. Value Date: When is the date where employee’s receive Payment 

b. Creation date: When is the date the bank file was submitted 

 

**Please note that different bank denotes the Value Date differently. Also, settings may differ 

based on requirement of the Bank Shown in the Highlighted Space in Figure2.2.  

 

Figure 2.2 Enter Bank Requirement Data 

 

Step 3: When all settings are done, click on Process button as shown in 

Figure 2.3 and system will download the submission file, usually in .txt format.  

You may now proceed to perform bank file submission with the downloaded 

file.  

 

Figure 2.3 Download Submission File 

 

 

- End - 


