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About Payment Generator

The Excel-based Payment Generator is designed to help IDEAL users easily create proper payment/payroll instructions.

✓ User-friendly interface and no additional software is required

✓ Field validation to minimize operational risks by ensuring file adherence to system rules

✓ Easily create or amend payment/payroll records, enhancing administrative efficiency

Capability 
• Supports up to 9,999 payment/payroll instructions per file

• Maximum amount of $9,999,999,999.99 (HKD/CNY) per transaction

System Requirements 

• Compatible with Microsoft Office 2010 (Service Pack 2) or later versions

• Macros in Excel must be enabled (https://support.microsoft.com/en-us/office/enable-

or-disable-macros-in-microsoft-365-files-12b036fd-d140-4e74-b45e-16fed1a7e5c6)

https://support.microsoft.com/en-us/office/enable-or-disable-macros-in-microsoft-365-files-12b036fd-d140-4e74-b45e-16fed1a7e5c6
https://support.microsoft.com/en-us/office/enable-or-disable-macros-in-microsoft-365-files-12b036fd-d140-4e74-b45e-16fed1a7e5c6
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Payment Generator

1. Enable macros in Excel and read the tab “ReadMe” before using the Payment Generator

2. Input all the required fields marked with “*”

3. Review the details and click Output file to generate the file for uploading to DBS IDEAL

Select the product type 
that is suitable for your 
payment/ payroll.

• Manul input is 
required.

• Maximum total 
count is 9,999 
transactions per file.

This message is optional 
and is intended to inform 
your beneficiary that the 
payment has been made 
to their account.

Please note:
• Only alphabets and numbers are accepted in this file.

Supports value-dated 
payments up to 90 days in 
advance.

Select the currency. 
Note that only HKD and 
CNY are supported. 
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File Upload

1. Go to Files > Files Management Center

2. Upload the payment file

3. By default, your payment type and file format are set to “All – Universal File Format” 

4. Select your Approval option (“by transaction amount” is recommended) 

5. Click Confirm upload

Make sure you have enabled the file services 

for your DBS IDEAL online banking account. 

For step-by-step instructions, please refer to the 

Appendix (slides 9-11).
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File Approval

Once the file has been successfully uploaded, your file will be marked as “Pending Approval”.

1. Click Show transactions under “Pending Approval”, then 

click on the transaction to view the details.

Alternatively, go to the Approvals page. Select 

Payment/Transaction and By File, and tick the file you 

want to review and approve.

2. Review the transactions details and amount carefully 

before clicking Approve.

3. Use the IDEAL Mobile app (alternatively, a digital 

token or security device) to approve the transaction.
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Enabling File Upload & Approval (via Online IDEAL Maintenance Form)

For users without Customer Self Administration (CSA) on DBS IDEAL:

You only need to activate the file 

upload and approval service once. No 

reapplication is necessary.

For the user guide to the online IDEAL 

Maintenance Form, please visit here.

Step 1:

• Create a new application (click here)

• Check the box “Add user(s) or edit 

existing users’ services and roles”

Step 2:

• Select “Add new user” or “Update existing 

user’s services and roles” based on your 

needs. For existing users, choose “Add specific 

services and roles only”.

Step 3:

• Scroll down to the “Add service(s)” 

section, check the box “Others”, and 

specify “Enable file upload and approval”

https://www.dbs.com.hk/sme/IDEAL/DBS_IDEAL_Online_IDEAL_Maintenance_Form_User_Guide_EN.pdf
https://www.dbs.com.hk/ibg-eforms/hk/idealmaintenance
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Enabling File Upload & Approval (via Customer Self Administration)

For users with Customer Self Administration (CSA) on DBS IDEAL:

Step 1:

• Click Manage company & 

users under Administration in 

the main menu

Step 2:

• Click Users: View and manage users > 

Action > Edit

Step 3:

• Check the boxes for Create transactions 

via file upload and Approve file uploads 

under Transaction access details. This will 

enable the file upload and approval service.
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