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To Start: Press “Ok”

e
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Welcome to Bank Muscat Wages Protection Salary p{ WPS Salary Payment Instructio =

This Excel Sheet contains custom-built validations and data entry facilitid  You are all set to go now, press 'O to proceed
In order to proceed,(Microsoft 2013) please press the 'Enable Contents' besi et.

OK

Start Working

you are If you are using microsoft excel 2007, press the options button besids the security warning then go to:
lacros Setting -(Select) Enable all macros.
sternal Content -(Select) Enable all data connections. AND Enable Auto update for all workbook links.
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Explanation on the tools :

(a) Printand Generate : This step enablesyouto print the acknowlegmentand the file SIF file which
needstobe presented tothe bank

(b) PrintExcel Sheet:Thisstep enablesyouto printthe excel sheet

(c) Savefileas:Thisfunctionenablesyoutosave thefile (to be enable youtouseit for the
following month, thisis notto be usedtosendthe file to the bank”

(d) Display all records: Shows all the records that have been filled

(e) Displayincomplete recordsonly:this will show youthe records that are not complete or
incorrectlyfilled only.

(f) ClearTable:Thisenablesyoutoclearallthe detailsinthe field.

Information & Control Panel

Print and Generate Print Excel Sheet Save File Az
MNumber of Complete Becards 0 Display all Records
Mumber of Incomplete Becards ] )
Display Incomplete Records Only

Tatal Salaries Walue [OMR] =

Fieference Mo, Clear Table
Instructions on how The WPS
to fill the fields format

Instructions WP5S +)

— T T T T
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(A) Fillthe forminfulland ensure thatthe last column statusis “ Complete” to checkif there are
any incompleterecords you may select “display incomplete records only”

Information & Control Panel
Employer Company Name __ABC Salary Year 208 3
Employer CA-NO P Salary Month o Print and Generate Print Excel Sheet Save File As
Payer Company Name. AR Value Date 2H2IZ0NE Mumber of Complete Flecards 3 Dispiay All Records
Payer CR-NO 1234 Payment Type Salary Mumber of Incomplete Fizsards o0

Display Incomplete Records Only

Payer Account Number (0 Pager Email ID: shemab m Total Salsries alue (OMFY 13,541,000
Payer Bank Short Name BMCT Payer Phone Number: 24TBO0TD Peference Mo, clear Table

Ref No. |Employee ID Type |Emplayee ID No. |Employee Name |Bank Name

il B 2313131 jassim EMUSOMR 134343414191 [l i 0.00] 12323000
z P 393353535 khalid AUEOOMRL 14134434 il 30 0.00] 1232000
3 B 23424 tala OMABOMALIYSR | 453545245 M 23 0.00 23.000

Account Number |Salary Freq. |No. of Working Days |Extra Hours |Basic Salary |Eatra Income | Deductions | Social Security Deductions | Net Salary |Notes | Comments | Status

23,000, 44.000 2.000| 12,300,000 Complete
23.000 54.000 3.000  1136.000 Complete
23.000 3.000 0.000; 43.000 Complete

(B) Press“Printand Generate”.
(C) Enter username and password
(D) Press “ Update”

Note:the username and passwordisto lock the file from being edited. You would notbe able to openit
afteryou press “update”. Password does not need to be shared with us.

Z01s
u o1
1222018
e Salarw
1D:- aboc@aboccompanu. com
2 Mumber: ZdTE007110

Print and Generate
Mlumber of Complete Records=s
Mlumber of Incomplete Records
Total Salaries Walus (OMR]
Feference Mo,

Account Humber

1343454141414
131344359
iR 453545245

ome |1

Salary Freq. |Mo. of * -
Mew File!!! ==

r1 S.000

rM Authorized Person Mame 3.000

3000

: |

Authorized Person Civil ID

Update

The generated excel file will be password protected
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( E) Press Printto get the acknowlegment. Whichisrequired to be signed and stamped by the
authorised signatory and presented to the bank along with company’s covering letter.

PRINT PREVIEW
= Q [ x]
Print Pagh Zoom Close Print
Seny Show Margins P reiew
rin Zoom Preview

A 5ol
&~ BankMuscat

( F) Afterthe documentis printed, an automaticnotification (below)is generated advising of the SIF file
generated . Thisisthe file thatis required to be sentto the bank by email for processing.

Microsoft Excel 3

Mew file has been generated and saved succefully in the same folder.

C\Users\nashwab'\Desktoph5IF_1234_BMCT_201812 1055

QK Cancel

Customershould submit:

1- Customer’sinstruction on company’s letter head

2- Acknowledgment letter print outas per point (E) to branch/head office
3- SIFfile generated as perpoint (F) tobe sentvia email to branch/branch office



