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How to create Beneficiary Template 

Creating a beneficiary template can be useful if you always make payments to 

the same beneficiary. 

The asterisk (*) indicates a required item. 

 

Go to Customer Service > Bank Advise > Beneficiary And Template Maintenance 

1. Select Transaction Type (eg. FCY Remittance)、Template Type, press "Create Beneficiary 

Template". 

 

 

2. Input Beneficiary Account No、Beneficiary Name ,then select Beneficiary Bank Country and 

Bank Charge. 
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3. Input the Beneficiary Bank Details or click on the magnifier icon after SWIFT ID field to 

inquiry and bring out beneficiary bank details. 

 

 

4. Select Bank Country and input part of SWIFT ID or Bank Name, then press "Search". 

 

 

5. Search result displays bank details in list. Select one bank details, then press "Select".  
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6. Bank details will bring out to Beneficiary Bank Details, then press "Add" to create a 

beneficiary template. 

 

 

7. Verify beneficiary details, press "Confirm". 

8. System message displays "Beneficiary created successfully". 
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Initiate the On-Line Transaction 

Go to Cash Management>On-Line Transaction 

 Internal Transfer：CTBC (local) to CTBC (local) 

 Internal Remittance：CTBC (local) to CTBC (other country) 

 LCY Remittance：CTBC (local) to local bank (in local currency) 

 FCY Remittance：CTBC (local) to local/overseas bank (in foreign currency) 

 

FCY Remittance 

1. Select Debit Account、Currency、Transaction Date, click on magnifier icon after 

Beneficiary Account. 

 

 

2. This page will pop up a Beneficiary Details Box, then Press “Search” to get the result, 

choose a template and press “Select”.  
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3. The system will take you back to the “Make new payment “page. Then you will see 

three buttons at the bottom of the page. Please click on the” Next” button to 

proceed with the transaction. 

 

 

 

**The three buttons represent three different meanings： 

 ＂Next＂→Continue initiating the payment, till the system displays ‘Please enter CA 

password’ page. 

 ＂Save as Template＂→Save the current payment information on current page as template 

for future use.  

 ＂Save as Draft＂→Temporally save the unfinished payment information and not yet send 

to authorization. 

 

4. Select Bank Charge, press "Initiate". 
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5. Verify transaction date in system message and transaction details, press "Confirm". 

 Insert USB Key before submit the transaction. 

 Over the cut-off time, system message will show that value date will be postponed to next 

value date. 

 

 

6. System pops up dynamic keyboard, please enter USB Key password and press 

"Confirm". 
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7. Take out USB Key and insert it again within 30 secs. 

 

 

 

 

 

8. System pops up "Transaction is validating" message, press "OK". 

 

 

9. System message displays that Transaction has been submitted with reference Ｎo. and 

wait for Checker's authorization according to mandate setup. 

 

LCY Remittance 

1. Select Debit Account、Currency、Transaction Date and click on magnifier icon after 

Beneficiary Account. 
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2. This page will pop up a Beneficiary Details Box, then Press “Search” to get the result, 

choose a template and press “Select”.  

 

 

3. Select Bank Charge, press "Initiate". 
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4. Verify transaction date in system message and transaction details, press "Confirm". 

 Insert USB Key before submit the transaction. 

 Over the cut-off time, system message will show that value date will be postponed to next 

value date. 

 

5. System pops up dynamic keyboard, please enter USB Key password and press 

"Confirm". 

 

 

6. Take out USB Key and insert it again within 30 secs. 

 

 

 

 

7. System pops up "Transaction is validating" message, press "OK". 

 

 

8. System message displays when transaction submit with referenceＮo. and wait for 

Checker's authorization according to mandate setup
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Authorization the Transactions 

1. Go to Authorization > Transaction >Pending Transaction 

2. Filtered by authorization status 

3. Select all items to complete transaction authorization at a time 

 

 

 

4. Click on the authorize button shown in lower right corner to process authorization 

 

 

5. System pops up dynamic keyboard, please enter USB Key password and press "Confirm". 
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6. Take out USB Key and insert it again within 30 secs. 

 

 

 

 

 

 

7. System pops up "Transaction is validating" message, press "OK". 

 

 

 

Use Electronic Form to cancel the Processing Transactions  

Go to Customer Service>Bank Advise>Electronic Form 

1. Select Transaction Date、Transaction Type、Query Type and enter the text you want to indicate in the 

message box. 

2. Press “Submit For Authorization” to send a request for the next authorization. 
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Notice： 

 Account owner is allowed to change corporate infrastructure name (in terms of Limited Corporation, 

Limited Company, Branch, pre-opening office) and complex word, assemble word, and switch 

around for 2 Chinese characters in first name. 

 Account name and account number is prohibited to change at the same time 

 Amount is prohibited to change 

 Password reset for authorization personal, must have company owner’s signature and company 

approval stamp 

 Termination of a scheduled transaction must take place one day before the business day. It is NOT 

allowed for same day termination and deletion 

 Chinatrust has the right to refuse service for any against regulation’s bulk file payment. 

 Amendment instruction of remittance transaction will be processed on business date. 

 

 

 

 

 

 

 

 

 

 

 

CTBC Bank reserves the right to modify or change the Images、Terms and Conditions at any time 

without prior notice to you. Please visit the CTBC Bank web site periodically to review. 

 

Customer Service 

■  TW ：(886)3327-7777#2700 OR 0800-017-888  

■  HK ：(852)2916-1816 

■  SG ：(65) 6351-4888  

■  NY ：(212) 457-8903  

■  VN ：(84)-8-39-101-888#301~303  

■  IN ：(91) 11-43688888 

■  JP ：(03) 6742-0968 

 


