ONLINE SALARY UPLOAD

This document will assist you in completing the uploading the salary file in the ING

Vysya Bank Internet banking system (Mi-b@nk), as part of the Aspira Corporate Salary
Solution.

- Online salary upload uses a dual authentication system using a system of One Time
Password (OTP), generated for each transaction, ensuring that your transaction is
secure, everytime.

- You will also receive an E-mail confirmation with details on no. of records processed /
rejected with reasons.

- You can also keep track of the status of the file(s) uploaded through mi-bank.

How to upload the Salary file

Step 1 Login to mi-bank, Click on the Salary Upload menu, go to Upload file and click
on browse to upload your salary file.

Login

After you LOGIN, Select Upload File option from the SALARY UPLOAD MENU, click on
BROWSE, after selecting the file to upload click on Upload button. (As shown in the
screen below)

Precautions:

- File format you upload should be in .CSV format.
- File Name format should be in - ‘Company Name_Date_File No.” Ex : Your company

name — ABC and you are uploading your first salary file on 1st May 09 - file name shall be
‘ABC_010509_1".

- Ensure the file size does not exceed 1 MB for each upload.
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+ Accounts Salary Upload » Upload File
+ Credit Card
Upload File
+ Deposits
+ Fund Transfer | L~ [ Browse... ]

+Wealth Management
Note :
+ Loans
The filename should be in the format — 'Company Name_Date_serial Mo.
+ Others Ex : Your company name — ABC and you are uploading your first salary file on 15t May 09 —file name should be ‘ABC_010509_
For assistance, please call our 24 hour phone banking at 1-800-425-9900 (toll free from all land / mabile phones).
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If the file you are uploading is not in .csv format, you will get the following error. Please
convert the Excel file to the file with .csv format and try uploading again.
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+ Fund Transfer

C:\Documents and Seﬂ Browse...

For assistance, please call
+ Salary Upload

+ Investments
Note : ‘Windows Internet Explorer |24
+ Loans
The filename should be in t y o y
=+ Utility Bills Ex: Your company name — & Invalid File format. Please upload only .csv files |0 0o _ filg name should be *ABC_010509_1'

from all land / mobile phones).

Upload File

File Upload Report
Pending Authorize

Rate your mi-b@nk experience
" Excellent
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For converting excel file to .csv format, all you have to do is open the excel file which

you wish to upload, click on ‘SAV

E AS’ option in File Menu and select CSV (comma

delimited) from SAVE AS TYPE drop down menu.
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You will the confirmation message as shown below, once the upload is successful
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+ Accounts Salary Upload » Upload File » Upload File - Status

+ Credit Card

+ Deposits Upload File - Status

+ Fund Transfer File has been uploaded successfully. Pl authorize your file using One Time Password” being sent to your E-Mail IDs registered with
us for this purpose, within the time mentioned in the same mail.

+ Loans

= Utility Bills

+ Salary Upload

Upload File
File Unload Report

Step 2 Once you upload the file, you will receive an E-mail to your registered E-mail ID
with the bank with ONE TIME PASSWORD (OTP) within 15 minutes after you upload.

E-mail

After uploading of file (STEP 1) , you will receive your ONET TIME PASSWORD (OTP)
from mibank@ingvysyabank.com as shown in the specimen below

Precautions: Use OTP sent to you by E-mail within the prescribed time mentioned in the
mail
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Extra line breaks in this message were removed,

From: mibank&ingvysyabank.com Sent Thu07/05/2009 17:12
To: Prasanna Lakshmi M 5 -Manager - Internet Banking
Cc
Subject: Attention: Autharize your Mibank Salary Upload
=
Fe

Dear Customer, —

Please find enclosed your one-time password for the online salary upload using Mibank internet banking. We request you
to enter this password in Mibank to authorlze the salary file TF2_B78589.csv uploaded by you earlier and complete the
process.Your CIF Number: 234211 ?uur Bﬂh : ';”'i434255iﬂi Do note that this password will be valid for the next
2 hours only. ING Vysya Bank does not take resp0n51h111ty for any delays in salary upload to employee accounts caused by
a delayed authorization.

Regards,
Aspira Service Team
ING Vysya Bank

ING Vysya Bank takes necessary steps to ensure strict security standards. It is our endeavour to prevent unauthorized
disclosure of information about you.We may inform that ING Vysya Bank will never contact you by email or Phone to ask you
to validate personal information such as your ATM/ Credit Card PIN, Internet Banking Password etc. If you receive such a
request or feel suspicious about any email or Phone call, please call our customer service line at 1-888-425-0006.
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Step 3 Login, go to ‘Pending Authorize’ under Salary Upload menu, select the file to be
authorized and enter your ONE TIME PASSWORD in the space provided in Transaction
Password field. Know more

Authorize

After you receive E-mail with OTP, LOGIN to mi-bank and click on Pending Authorise
and select the file which is pending for your approval click on ‘AUTHORISE”’.

+ Accounts Upload Details » Pending Authorization Details

+ Credit Card

e ewregmnnons

-+ Fund Transfer File Mame File Size Mo.Of Records Total Amount Uploaded Date
) TEST_FILE_10.csv 1522 Bytes 25 25,967.00 09/05/2009 01:26:20 pm
* Loans O TEST FILE_12.csv 1522 Bytes 25 25967.00  09/05/2009 01:34:04 pm
=+ Utility Bills
+ Salary Upload
Upload File
File Upload Beport

Rate vour mi-b@nk experience

Step 4 Please note that your file shall not be processed till you authorize the upload by

using OTP.
Entering your One-Time Password
here
=+ Accounts Salary Upload Authorization = Pending Authorize » Pending Authorize - Confirm

+ Credit Card

+ Deposits
Filename TF2_070509.csv
+ Fund Transfer -
Mao. Of records 25
+ Investments
Filesize 1585 Bytes
+ Loans
Total amount 975.00
= Utility Bills
Upload File m

File Upload Report
Pending Authorize
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The following screen shows the process of uploading file online is completed.

=+ Accounts Salary Upload Authorize » Pending Authorize » Pending Authorize - Status

+ Deposits
Salary file has been Authorized successfully.
+ Fund Transfer ¥ b

Step 5 Keep track of number of records processed / rejected with reasons. You will
receive an E-mail informing these details.

Upload Report

Check your file upload details — click on File Upload Report
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+ Accounts Salary Upload » Upload Files Report

+ Credit Card

* Deposits File name No. of Records Total Amount (Rs.) Upload Date & Time _ File size
- Fund Transfer TF2_0705009.c5v 25 975.00 07/05/2000 05:0255FM 1585 Biytes
+ Investments

+ Loans

= Utility Bills

+ Salary Upload

File Upload Repog)

Rate vour mi-hi@nk exnerience

For assistance, please call our 24 hour phone banking at 1-800-425-9900 (toll free from
all land /mobile  phones.
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