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USING PAYMENTS
FOR THE FIRST TIME
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1.1 Explanation of operator types

There are three types of role within the Payments application:
= Payments user
Will use the service on a day-to-day basis, creating batches.
= Payments auditor
Will have access to the Audit Report —areport of who has
used the service and what they have done.
= Payment service administrator

Will be responsible for allocating different functions/access
rights to different user (users can be allocated more than
one function).

Depending on the type of user you are logging on as, you will
be presented with an application menu detailing the functions
which you have been granted access to.

1.2 Loginasnew user

1.1 Byselectingthe Login to online services —login option
from the lloydsbankcommercial.com/servicemessage
page
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1.2 Atthelogindialogue enter the User Id, together with
the password, that was quoted when registering for the
Payments service.

1.3 What's onyour screen?
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Once your have successfully logged on you will be presented
with a page detailing all the functions which are available to
you. These include application services (such as Payments) as
well as various functions allowing you to amend your password
and memorable details.
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NAVIGATION WITHIN THE
PAYMENTS SERVICE

2.1 Payments home page 2.2 Payments navigation box
The Payments navigation box appears on the left-hand side
LLovos sank B of every screen. It allows you to navigate your way around the
g e e (Eoe (B g O application, by selecting the area you want to move to.
[ uoydaLlnkr;smlne | LloydsLink online payments
payme

| Current task list

LloydsLink online
payments

Humber of
Category outstanding

tasks
Insemplate Prement Saiches
Paymant Batches Awaiting Verification
Paymaen Batches Faled Verbcation
Paymen hag Awasting Apgroval
Payrwen Batches Faled Approval
Buymsed Egiches Awgting Subrugsson
Account Management Tasks

o e -omooin

Approve Migrated Accounts

Note: Only the functions you have been given permission to

access will be displayed.
By selecting the Payments service from the left side of the
screen, the following screen is displayed.

The Payments home page displays a list of outstanding tasks,
i.e. tasks that are waiting for the user to action, (e.g. approve

a payment, and submit a payment). The user can action

any of the tasks from the list by selecting the corresponding
Details link.
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2.3 Options

At the bottom of every screen is an Options section which
includes all the actions you may perform on that screen. For
a full explanation of the Options section please refer to the
Options glossary of terms.

Optlans

Show all approved payment batches awaiting
Show all payment batches & the data warshouse pending sckmission

thed but ane nol yet complete

24 that have been completed

2.4 Starredfields

Mandatory fields are marked with a green asterisk. Your work
cannot be saved unless mandatory fields are completed
correctly.

If there is mandatory information missing or the input is
incorrect, a yellow warning message will appear at the top

of the screen detailing what information needs modifying in
order for the payment to be saved. The affected fields will be
indicated by red exclamation marks.

2.5 Home/Help/Logout

The following options will be displayed on each page

Home | Help | Log Off

Home: Returns you to the Payments home page

Help: Displays help information relevant to the screen you
are on. Within the help information there is a glossary
which explains the terms relevant to the area of
the application you are in and which you can search
through alphabetically.

Logout: Logs you safely out of the Payments system.

2.6 Making Selections

Where you are asked to choose or select an option you

willbe shown aradiobutton “ ora check box C
To make a selection, click on the button or box.

Contact us

If you would like any more information, please contact the
helpdesk on 0345900 2070.
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Find out more

% Go to lloydsbank.com/business

Please contact us if you'd like this
information in an alternative format
such as Braille, large print or audio.

Important information

Lloyds Bank plc. Registered Office: 25 Gresham Street, London
EC2V 7HN. Registered in England and Wales No. 2065.
Telephone: 020 7626 1500. Authorised by the Prudential
Regulation Authority and regulated by the Financial Conduct
Authority and the Prudential Regulation Authority under
Registration number 119278.

Lloyds Bank International Limited trading as Lloyds Bank and
Lloyds Bank Commercial Banking. Registered Office and principal
place of business: PO Box 160, 25 New Street, St. Helier, Jersey
JE4 8RG. Registered in Jersey No. 4029. Regulated by the Jersey
Financial Services Commission. We abide by the Jersey Code of
Practice for Consumer Lending.

The Isle of Man branch of Lloyds Bank International Limited is
licensed by the Isle of Man Financial Services Authority to conduct
deposit-taking and investment business and is also registered as
an insurance intermediary in respect of general business.

LLOYDS BANK

The Guernsey branch of Lloyds Bank International Limited

is licensed to conduct banking, investment and insurance
intermediary business by the Guernsey Financial Services
Commission under the Banking Supervision (Bailiwick of
Guernsey) Law 1994, the Protection of Investors (Bailiwick of
Guernsey) Law 1987 and the Insurance Managers and Insurance
Intermediaries (Bailiwick of Guernsey) Law 2002.

Lloyds Bank plc is covered by the Financial Ombudsman Service
(FOS). Please note due to FOS eligibility criteria not all Lloyds Bank
business customers will be covered.

Our service promise

If you experience a problem, we will always try to resolve it

as quickly as possible. Please bring it to the attention of any
member of staff. Our complaints procedures are published at
lloydsbank.com/business
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