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OVERVIEW

1.1 Introduction
Within Template management users have the ability to create 
and search for a template or a payment within a template. 
Users also have the capability to view existing templates by 
selecting the Details option.

Select Template management and the following screen will be 
displayed, which provides information of templates which have 
already been created, presenting the most recent first. If your 
organisation hasn’t created any templates at present, there will 
be no records displayed. 

Within Template management you will be given the following 
options:

Create new 

Search

1.2 Create new
Selecting Create new allows you to create a new template via 
various methods, please refer to Creating a template step 1.

1.3 Search
Selecting Search allows you to locate a template or a payment 
within a template, using certain search criteria, please refer to      
step 6. 
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2.1 Introduction

There are several ways to create a template, these are as 
follows: 

• start from blank 

• copy a template 

• copy a payment in a template 

• copy a payment batch 

• copy a payment

2.2 Start from blank

1. To create a template from scratch, select Create new and 
the following screen is displayed.

The above screen will only display the payment product type 
which;

• your organisation opted for during the registration process

• your service administrator has given you permission to use

Note:  Please refer to Appendix 1 for a detailed description of 
payment type, payment type cut-off times and the currency 
cut-off times.

2. Click Select against the required payment type and the 
following screen is displayed, for this example CHAPS has 
been selected.

Note: The fields vary depending upon the type of payment you 
are creating. The payment cannot be saved unless the 
mandatory fields have been completed correctly.

3. Complete the mandatory fields and click Save, the 
following screen is displayed.

If you wish to add further payment instructions to the template 
batch, please refer to section 6.

CREATING A TEMPLATE
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4. When the template is complete select save template 
details, the following screen is displayed, enter the 
template name in the name field and select save 
template details.

When you have entered the template details, select publish 
template, please refer to section 3. 

2.3    Copy a template
1. To create a new batch by copying an existing batch, 

select Copy a template batch and the following screen 
is displayed.

The Template management screen is displayed, listing all 
the batches which your organisation has created, showing 
the most recent batches first. If the required template isn’t 
displayed on this screen, select next or the page number to 
display the batches on that page. Alternatively, you can search 
for a template, using certain search criteria, see step 5. 

2. Click the template name link of the template batch you 
wish to copy, the template will be displayed, listing the 
payments within that template.

3. If this is the template you wish to copy, select Copy this 
template, the following screen will be displayed.

4. Enter the new template name and select Save to save 
the new template. The new template will be displayed, 
containing the copied template.

5. Select Save template details to save the template or 
select Add payment to copy another template or add 
a new payment instruction to this template. For adding 
payments to a template, please refer to section 2.
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6. If the batch you wish to copy isn’t displayed on the 
Template management screen, detailed in step 1, select 
Search and the following screen is displayed.

7. Enter the search criteria and click Search, the following 
screen is displayed.

8. Click the Name link of the required batch and complete 
steps 2, 3 and 4.

9. When the template has been saved, select Publish, this 
will then make the template available to other users 
within your organisation. Please refer to section 3.

2.4    Copy a payment in a template
1. To copy a payment from an existing template batch, 

select Copy a payment in a template batch and the 
following screen is displayed.

The Template management screen is displayed, listing all 
the batches which your organisation has created, showing 
the most recent batches first. If the required template isn’t 
displayed on this screen, select next or the page number to 
display the batches on that page. Alternatively, you can search 
for a template, using certain search criteria, see step 6. 

2. Click the Name link of the template that contains 
the payment you wish to copy. The template will be 
displayed, listing all the payments in the selected batch, 
see screen shot below.

3. Select Details against the payment instruction you wish 
to copy, the details of the payment instruction will be 
displayed, see screen shot below.
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4. If this is the payment you wish to copy, select Copy 
payment, the following screen will be displayed.

5. Select Save and the following screen is displayed. If 
you wish to give the template a name, enter this in the 
starred Name field, this will then be displayed against 
the template detailed in step 1.

Note: When creating a new template by copying an existing 
batch, all the original payment data will be mapped 
across to the new template. 

6. Select Save template batch, to save the new template 
containing the copied template or select add payment 
to copy another template or add a new payment 
instruction to this template. For adding payments to a 
template, please refer to section 2. After you have saved 
the template, it will need to be published, please refer to 
section 3.

7. If the template, which is containing the required 
payment isn’t displayed on the Template management 
screen, detailed in step 1, select Search and the 
following screen is displayed.



Page 6 of 13

8. Enter the search criteria and click Search, the following 
screen is displayed.

9. Select Details against the template that contains the 
required payment and complete steps 2, 3, 4, 5 and 6.

2.5    Copy a payment batch
1. To create a new template by copying an existing batch, 

select Copy a payment batch, and the following screen 
will be displayed.

The Payment management screen is displayed, listing all the 
batches which your organisation has created, showing the 
most recent batches first. If the required batch isn’t displayed 
on this screen, select next or the page number to display the 
batches on that page. Alternatively, you can search for a batch, 
using certain search criteria, see step 6.

2. Click the Batch PFE reference of the batch you wish to 
copy, the batch will be displayed. Listing the payments 
within the selected batch.

3. If this is the batch you wish to copy to create a new 
template, select Copy payment batch, the following 
screen will be displayed.

4. Select Save template details and the following screen is 
displayed. If you wish to give the template a name, enter 
this in the starred Name field, this will then be displayed 
against the template detailed in step 1.

Note: When creating a new template by copying an existing 
batch, all the original payment data will be mapped 
across to the new template.
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5. Select Save template batch, to save the new template 
containing the copied template or select add payment 
to copy another template or add a new payment 
instruction to this template. For adding payments to a 
template, please refer to section 2. After you have saved 
the template, it will need to be published, please refer to 
section 3.

6. If the batch you wish to copy isn’t displayed on the 
Payment management screen, detailed in step 1, select 
Search and the following screen will be displayed.

7. Enter the search criteria and click Search, the following 
screen will be displayed.

8. Click the Payment PFE reference link of the required 
batch and complete steps 3, 4 and 5.

2.6    Copy a payment 

1. To create a new template by copying a payment in an 
existing batch, select Copy a payment, and the following 
screen will be displayed.

The Payment management screen is displayed, listing all the 
batches which your organisation has created, showing the 
most recent batches first. If the required batch isn’t displayed 
on this screen, select next or the page number to display the 
batches on that page. Alternatively, you can search for a batch, 
using certain search criteria, see step 7. 
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2. Click the Batch PFE reference link of the batch that 
contains the payment you wish to copy. The batch 
will be displayed, listing the payments within the 
selected batch.

3. Select Details against the payment instruction you wish 
to copy, the details of the payment instruction will be 
displayed, see the screen shot below.

4. If you wish to create a new template containing this 
payment, select Copy payment, the following screen will 
be displayed.

5. Select Save and the following screen is displayed.
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6. Select Save template details, to save the new template 
containing the copied payment instruction or select 
Add payments to copy another payment or add a 
new payment instruction to this template. For adding 
payments to a template, please refer to section 2. After 
you have saved the template, it will need to be published, 
please refer to section 3.

7. If the batch containing the payment you wish to copy 
isn’t displayed on the Payment management screen, 
detailed in step 1, select Search and the following screen 
will be displayed.

8. Enter the search criteria and click Search, the following 
screen will be displayed.

9. Select details against the required batch and complete 
steps 2, 3, 4, 5 and 6.

2.7    Edit a template 

1. To edit a template select the template batch by clicking 
on the template name and the following screen will 
be displayed.

2. Select the Edit link next to the payment instruction you 
wish to edit and the Edit a payment screen is displayed.

3. Make the necessary changes to the payment instruction 
and click Save. You will be directed back to the Template 
details screen.

Note:  If there is more than one payment instruction within the 
Template, repeat the above steps.
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PROTECTED PAYMENTS

3.1 Introduction
Protected payment templates are locked except for certain 
editable fields. For same currency payments the editable 
fields are amount, value date, payment reference and remitter 
advice email. For cross currency payments the editable fields 
also include exchange rate and booking reference fields. 

3.2 Creating a protected payment 
1. To add a protected payment to a template batch, select 

“Check to make this payment a protected payment”.

2. Complete the remainder of the payment template and 
select save.

3. A protected payment has now been added to the 
payment batch.

3.3    Using a protected payment 

1. To use a protected payment template select ‘make a 
payment from a template’ within Payment Management, 
locate your template and select Use Template.

2. Select a value date choice and then select Save.
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3. The following screen is displayed showing details of the 
payment batch.

Select Edit for the payment details you wish to amend and the 
following screen is shown.

Note: Fields which are greyed out are not editable. 



Page 12 of 13

TEMPLATE SEARCH

4.1    Introduction
Template search allows you to locate a Template or payment 
within a template by completing one or more of the fields 
provided. The more fields you complete the more refined your 
search results will be. 

4.2    Template search – search criteria 

 

In the same way as Payment search, this function allows you 
to locate a template or a payment in a template within the 
system by completing one or more of the fields provided. The 
more fields you complete the more refined your search results 
will be. 

If you do not know the full name of the information you want to 
enter, perform a wild card search by entering at least 3 letters 
followed by an asterisk.

Search scope: Allows you to choose to search for a template or 
payment within a template.

Payment type: The type of payment being made e.g. BACS or 
an International money-mover.

Payment name: The name of the payment within 
the template.

Debit currency: The currency of the account which is being 
debited.  

Template name: The name that you have saved your template 
as. 

Debit account number: The number of the account you are 
debiting the payment from.

Created from: The earliest date in the range you want to 
search within. This field can work in conjunction 
with Created to. The date can either be entered 
manually, in the standard British format: DD/
MM/YY or by using the calendar, which can 
be viewed by selecting the calendar icon to 
the right of this field. To enter a date from the 
calendar, select the square containing the date 
of your choice. To view a different month from 
that displayed, either use the arrows at the top 
of the calendar screen to move through the year 
or move directly to a month or year by using the 
drop down menus.

Created to: The maximum amount in the range of payment 
amounts that you want to search for. This field 
can work in conjunction with Created from. See 
Created from for how to enter the date.
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Actions 

Search: Searches for the template or payment using the 
information entered in the search criteria.

Reset: Resets the fields to show the contents shown when the 
screen was loaded.

New search: Resets the fields to their default values.

4.3    Using Template search 

This screen displays the key details of any results returned from 
performing a template search. For more information move to 
the Payment details by selecting the details link corresponding 
to the payment you want to view. 

4.4    Options 

 

Sort: By using the drop-down menu your search results can be 
sorted by the: 

• Created date and time

• Name

The results can be ordered in ascending or descending order. 

Refine search: Returns you to the search screen to refine your 
search or amend the information that you searched on.

New search: Resets the fields to their default values.

Any results found are listed in the above screen shot, showing 
its key details. To display the payment information within the 
Template, select Details. 

Contact us
If you would like any more information, please contact the  
helpdesk on 0345 900 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.

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


