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Overview:
Banks window is where to set up the different bank accounts of the company in relation to processing of
the payroll.

Procedure:

1. In Menu Ribbon, Go to Maintenance Tab > Banks
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2. In Banks Maintenance, under List Tab, the system will show you the previously created Bank
Accounts
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Drag a column header here to group by that column

Bank Code Bank Name Metrobank Bra... | Contact Person | Position Account No
MTB METROBANK 20th Ave.-Cubao | MJ Formarejo Finance 028361531
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CREATE
a. To create a Bank Account, click New button.
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Drag a column header here to group by that column
Bank Code [ Bank Name Metrobank Bra... | Contact Person | Position I Account No
MTB METROBANK 20th Ave.-Cubao M) Formarejo Finance 028361531

b. Under Details Tab, fill in the ff Bank Details:
o Bank Code — desire Bank Code
o Bank Name — Bank Name or Description, if Metrobank, you may select the Branch Code
in the Metrobank Branch Code
o Contact Person — Bank’s Contact Name (usually the Bank Manager)
o Position —Job Position/Title of the contact person
o Account No. — Company’s Account Number
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Bank Code BDO

Bank Name BDO UNIBANK
Metrobank Branch Code |A. Lacson Ave-Sampaloc
Contact Person Cathy Bermejo

Position VF'nmcE

Account No. 081252617
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c. Once done, click Save.
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Bank Code ) |
Bank Name [BDo UNIBANK |
Metrobank Branch Code |A. Lacson Ave-Sampaloc -
Contact Person ‘Cathv Bermejo |
Position |Fnanc= |
Account No. 081252617 ]

d. New Banks are now available to Select in Employee Maintenance Bank Field

Picture Main Details | Personal Details |
Employee Code |E003 | Biometric Code [£003 | 7] Minsmum wage [¥)15 Active
LastName  |Santos |Date tired 0710272017 -
Mo image data FrstName  |Michael | Birthday |08/24/1993 -]
Midde Name | Gender | mate -] v status:  [single -]
Status Reguiar - | Email Address | com |
Upload || cear | || Rank Supervisor - | contactho. | |
Payrol Detads | Tax | Contributions Settings. |
Department [support Department « - Region [ -]
Job Position |eam Lead + | Locale [ -]
CostCenter | - -+ Work Place [ -
Rate Type [Monthty - [Bank - &
Frequency |semi-monthly ~ | Bank AccountNo | Bank Name |
cstso BDO UNIBANK
SS5MNo
Basic Rate [ 45,000.00 & TINNo
HouryRate | 258,62 - | HOMF No
Daily Rate [ 2,068.97 - | Bhil Health Mo % .
B o e '
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EDIT
a. Toamend or change the Bank Code and other details, click the Edit button.
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Drag a column header here to group by that column

Bank Code Metrobank Bra... | Contact Person | Position Account No

Finance 028361531
. BDO BDO UNIBANK A. Lacson Ave-... Cathy Bermejo Finance 081252617
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‘) Clear Filter Refresh || Close

(st | Details |
Bank Code B ‘
Bank Name METROBANK \
Metrobank Branch Code |20th Ave.-Cubao - ‘
Contact Person :MJ Formarejo J
Position Finance ‘
Account No. 028361531 }
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DELETE
a. Toremove an existing Bank, select in the list then click Delete.
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Drag a column header here to group by that column
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BES BDOUNIBANK  A.Lacson Ave... CathyBermejo  Finance 081252617

b. The system will have a prompt to confirm, click “Yes” to proceed. The Bank Account will no longer
display in the List
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Note: The Bank should not be associated or assigned to any employees, else, it cannot be deleted.

—y For further concerns regarding this matter, please contact support to assist you or
a create ticket thru this link https://support.qne.com.ph
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