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I-FORM

Frequently
Asked Questions

FOR VIETNAM BRANCHES

(9 MUFG

A member of MUFG, a global financial group
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1. What is I-FORM?

I-FORM is a Remittance PDF form specially developed to help improve customer experience in submitting such payment instructions. It helps
the customers in the following ways:

1) Saves customers’ effort in filling up recurrent payments (by the I-FORM’s data saving function).

2) Reduces errors in payment instruction forms submission (by the I-FORM'’s potential error notification function),

3) Provides a more secured way to submit payment instructions to the bank (by the additional data verification function of 2-

Dimensional (2D) Barcode in the I-Form).

The I-FORM also helps the bank staff to be able to process your payment instructions in a faster and more accurate manner, as the data are
electronically scanned and captured from the 2-Dimensional (2D) Barcode found in the I-FORM.

2. How do | correct errors/ amend information after printing?

Please do not correct any information by hand, as these modifications will not be scanned into the bank system. Please revise the softcopy
and click "Print” button to generate a form with a new 2D barcode.

3. What are the software requirements for -FORM?

On the Adobe Reader version 9.0 or above, please ensure that the settings are as such:
a. Click “Edit”, followed by “Preferences”

b. Click “Java” or “Javascript”

c. Ensure the boxes are checked as follows:

‘Preferences
Categories: JavaScript
Commenting - Enable Acrobat JavaScript
Documents F
Full Screen JavaScript Security
General : : : S
Page Display || Enable menu items JavaScript execution privileges
Enable global object security policy
3D & Multimedia
Accessibility JavaScript Debugger
Adobe Online Services
Eriiail Aot ["| Show console on errors and messages
Forms
Identity
Internet

Javascript ______|E

4. What are the functions of the following buttons?

| Coad 5V | | .Ghl.dmlgiﬁm | | ﬁrprint | |xaucbari

Save- Saves all information on your PC or network.

Print- System checks the information entered against a set of validation rules before printing the form.
Clear- Removes previously filled boxes.

Load CSV - To upload csv files for bulk payments.

5. Can | save a soft copy for future use?

Yes. Click the “Save” button. The next time you need to make a similar payment, simply open the file, amend the form accordingly (e.g. Value
Date), and click “Print”.

6. Can | include an FX rate which | have pre-booked with MUFG?

Yes. If you have pre-booked an FX deal with MUFG, please enter the details of the rate and the FOREX Contract Number in Section 2 of the
form (only for Foreign Remittance and Domestic Remittance form options).
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7. How do | print this -FORM?

For printing the I-FORM, please click “Print” after inputting all mandatory fields.

8. How can | provide foreign currency equivalent instructions to the bank?

Please input foreign currency equivalent instruction in “Message to MUFG” field in Section 2 of the form (only for Foreign Remittance form
option).

9. Are there any charges for using this service “I-FORM”?

Usage of the I-FORM service is free (no additional fees compared to using paper forms).

10. Where | can get the I-FORM?

The latest I-FORM can be downloaded from the following Bank’s website:
http://www.bk.mufg.jp/global/globalnetwork/asiaoceania/pdf/iform _application VN.pdf

Alternatively you can contact your relationship manager to obtain a copy of the I-FORM.

11. How can | use upload function in I-form?

Only .csv files can be uploaded to I-form. Download the .csv definition file (File Name: CSV_FieldDefinition VNvO0.3) from the website which
can be used as a requirement for generating .csv file or follow below steps.

After creating .csv file, it can be uploaded using the button at the bottom of I-form.

Steps on how to create csv manually

Steps Procedure
1. Copy column B12 to B35 from CSV_FieldDefinition file.
. 1881 0 (oo
2 " chracte s fied seperator
2 NeteTeh o a3 vl charactes shoud b beween doable quotes, e, “Test before,text afer”
e o Adouble” ‘e sscspedwiths raactes . "lont bfore  ext see”
S Hote: cvery recond s xpectad t haw
& Notes it vecondinthe CSV i gnare s 1 esmed o conti e colun name hesders
7 Note: For text fields *-* (hyphen), “:* (colon), “/" be used as the ND " (hyphen), *:* {colon) should not be used as every 35 character.
:
3 [Ploase Select Application FormFor™ | i [ FORIA MODE, EXPECTED VALUES
10 Intra-Office Domestic Remittance Foreign Remittance
g, 3 5 5
4 - i i :
£
11 8 2 rieldname Length| Format = | epeasdvaiues = Expected Values z Expected values |comments
32] 21 [MessagetoBeneficary 140 ves ves Yes |l upper case, only allow [A-2) /-2:(). and [space]
22 [pank rarges ; T Cea—
3 2 e-oun
n ; oen
23 |charges Account 5 99999 Conditional* Condrtional* -con nce F22=1ar2
u o wed
» |r—c— s Condtonal® WND(oefmlt) | Comdtions® AuD i semence K2 =112
uso o st e vl ceney cone
- o
o -
sao ar
™ o
weo o
e
s
"
Nox
oo
e
-
150 Detaut)
5 o
% encicaryBons et
2. Paste the same in an Excel as a row as shown below by doing Paste Special, selecting below options.
Paste Special ==
Paste
[SF] ) Allusing Source theme
() Eormulas (©) All except borders Uk
© Formats *) Farmulas and number formats - =
() Comments () values and number formats wertipa
() validation All merging conditional formats
Operation
) Multnly - T = T i
(@) Add ©) Divide :
Subtract s
:
[ Skip blanks L
i
:
2
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3 Copy column B37 to B40 from CSV_FieldDefinition file.

1 Note: None of the field should contain a [TAB] OR [Carriage Returr]] character
2 Note: We use comma "," character as a field separator
3 Note: Text field with a comma as a valid character should be in between double quotes. ie. "Text before, text after”
4 Note: A double " character should be escaped with a another doukile quote characters. ie. "Text before " text after”
5 Note: Every record is expected to have 31 fields
6 Note: First record in the CSV is ignored as it is assumed to contain the column name headers
7 Note: For text fields “-“ (hyphen), “” (colon), “/” (slash) should not be used as the first character AND “-* (hyphen), “:” (colon) should not be used as every 35 character.
8
3 Please Select ication Form For" | All FORM MODE, EXPECTED VALUES
10 Intra-Office Domestic Remittance Foreign Remittance
g
5 = = =3
i3 z g g
a3
2 e
11 B Z |Field Name Length |Format = Expected Values = Expected Values = Expected Values |
36 Bene: ary Bank Detai
37 25 |Bank Name 70 Yes Yes 0
38 26 |SWIFT code 1
39 27 |address, City, Province a7 Yes Yes 0
28 [cCountry 2 Yes (See tab "Country Yes (See tab "Country |1
40 Codes") Codes")
a1 Correspondent Bank
42 29 Bank Name 70 0
43 30 SWIFT code 1 I
44| 31  Address, City, Province a7 A
32 Country 2 (See tab "Country (See tab "Country |1
45 Codes") Codes")

4. Paste it in the same excel as next column in the same row by doing Paste Special.

v 1 o |
Tevey Bk ame SWAFT GO ABMER, Oty rTVRCE Coury

it et e,

i B
[ T T
| ; armase Q [ ) &
— Guigines [7) Headings comto | e
[ - fe | BankName
A [ ) £ G [ " ' ] 3
1 : None of the field should contain a [TAB] OR [Carriage Return] character
2 We use comma "," character as a field separator
3 ext field with i should be i a "Text before, text after"
s Note: A double ped with a a . "Text before " text after”
s Note: Every record is expected to have 31 fields
6 Note: First SV s red as it is.
7 Note: For text fields “-* (hyphen), “:* , “/” (slash) should not be used as the first character AND “-* (hyphen), “:* (colon) should not be used as every 35 character.
s
E) [Please T Al FORM MODE, EXPECTED VALUES
1 Intra-Office i Foreign Remittance
H
$ i i ]
E Mo 5 5 £
11 B Z |Field Name | H Expected Values H Expected Values H Expected Values |Comment
3% Beneficiary Bank Details
37| 25 BankName n ves ves All upper
38 26 SWIFTcode n All upper
33 27 Address, City, Province 4 ves ves All upper
28 Country 2 Yes  (Seetab"Country Yes  (Seetab"Country [Onlytext
o Codes") Codes")
a Bank
42| 29 [BankName n Al upper
43 30 |SWIFT code 1n All upper
84 31 |address, City, Province a7 All upper
32 |Country 2 (See tab "Country (See tab "Country  [Only text
as Codes") Codes")
46
@
s

7. Save this Excel file as .csv.

<« 60_2DB b 03_2DB Enhancement Phase6 b New folder <[4

Organize *  Newfolder

Name ’ Dete modified Type Size

No items match your search.

File name: Sample 2DB csv File.csv -

Save s type: | CSV (MS-DOS) * csv)

Authors: Pulikotil Jones George .. Tags: Add atag
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Press OK button

Microsoft Excel =

The selected file type does not support workbooks that contain multiple sheets.

AU 470 save only the actve sheet, dick oK.
+To save al sheets, save them individually using a different fie name for each, or choose a file type that supports multiple sheets

Then press Yes button

Microsoft Excel (===

Sample 2D csv File.csv may contain features that are not compatble with CSV {MS-DOS). Do you want to keep the workbook in this format?

+ To keep this format, which leaves out any incompatible features, dick Yes.
+ To preserve the features, dick No. Then save a copy in the latest Excel format.
+To see what might be lost, clck Help

Now the .csv file is ready. Bulk payment details can be added to the file from row 2 onwards and save again.
All kinds of transfers (FCY,BT & DR) can be included in one file.

10.

In Order to get the correct Amount format, please ensure that below steps are followed:

After entering all payment details, select the Amount column (Column '), Right click and select Format Cells...

9 s Sourcefile.csv - Microsoft Excel

Home  Inset  Pagelayout  Formulas  Data  Review | View

— O = | EZISplit 1) View Side by Side =
Formula Bar E‘J & g %
B B O R & B e e = =
Normal| Page Page Break | Custom _Full Gridlines [ Headings | Zoom 100% Zoomto | New Arange Freeze E Switch | Macros
Layout  Preview  Views Screen Selection | Window Al Panes ™ Warkspace Windows ™|~
Workbook Views Show Zoom window: Macros
Calbri v 1L« AT A $ v % s [
1 - J | Amount alibri AN S % o
B I =&-A- -8
A 8 c D £ F 3 H [ — P L ™M N o [ Q
1 |Application Form For Branch  Mode of £ Applicant Please de Debit AccValue Dat Payment famoun % €4 Exchange Forward CRatel Rate2  BeneficialBeneficialB:
2 1 3640 1 APPNAME 123456 USD 20200128 USD 1000 52 Copy ENE.MSG TO BENE 234569 USD A
3 %, Paste Options:
|
=
6
B Insert
5 Delete
9 Clear Contents
10 & Eormat Cells...
i Column width.,
12| Hide
& unhide
2

Choose Number option under Category, with two decimal points as shown below and click OK button.

1 i) K L M
ncy JAmount [Purpose of Payment Message to MUFG Exchange Rate Forward Contract Nun

Format Cells (-2 [3a]

Number | Alignment | Font | Border | Fil [ Protection
Category:

General .| Sample

I, Amount

Currency

Accounting . =

Date Decmal places: |2 =

Time [ use 1000 Separator ()

Percentage

Fraction Megative numbers:

Saentific
Text 1234.10

Spedal (1234.10)

Custom {1234, 10)

Number is used for general display of numbers. Currency and Accounting offer specialized
farmatting for manetary value.

| [ cancel

11.

Lastly Save this file again.

12

Open the 2D Barcode i-Form and click on Load CSV button.
Click Yes to clear the previous filled information.

m NI NI Applicant Name* \ |

g

- g
-] 0“')‘) Warning: JavaScript Window - Load CSV %
- s
This option will remove all existing data from the form. Do you want to Checker g

I % proceed? ;I

g

5

Sign. Verified £

g

2

8

| | [ =

[ loadGSV | [ Ghi/luulai/ Save | [ In/Print | [X6a/ Clear
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13 Browse to the location where the .csv file is saved and select the file and click Open button.
integr ‘Warning: JavaScript Window - Select a data file te import @
@Qv‘ | <« 03_2DB Enhancement ... » New folder ~ [ %3 [ Search New folder o
Organize v New folder =~ 0 @
9 Documents  * Name ° Date modified Type
@ Music : ——— -
| Sample 2DB csv File.csv 10/03/2020 5:24 PM  CSV File
[ Pictures
B® videos
p)
1% Computer
&, New Volume (C:|=
8 BRANCHSHARED g
S8 OVS (\\184.127.0, 3
s Local Disk (Q:) Checker :
58 RPS (\\asouatfs\[ E
8 ACD (WSPRCPFS. . o i ) z
File name: Sample 2DB csv File.csv > | AllFiles (~.7) ~ Sign. Verified ﬁg
=
| \ I
| ToadGV | [ Ghi/luulai/ Save | [ In/Print | [X6a/ Clear|
14 If all the Payment Data entered in .csv file are correct then the file upload will be successful and a message will be displayed
indicating the number of successfully uploaded (sample shown below).
o | §
S
3 OI'II)") Warning: JavaScript Window - Records leaded @
. Checker é
Lead of C5V completed with 0 records successfully uploaded. o
5
g
- - £
Sign. Verified £
2
S — o
=
1 I [
Load CSV ] [ Ghiluulai/ Save | [ In/Print | (Xéa/ Clear
15 If there is only 1 payment information in .csv file only 1 2D Barcode i-Form file will be created.
And for example, if there are 10 payment information in .csv file then 10 2D Barcode i-Form will be created.
16 After successful creation of 2D Barcode i-Form click L™ PRt | 1 tton at the bottom of 2D Barcode i-Form to print the forms.
17 Any mandatory field with incorrect value/missing information will be highlighted in red for correction.
Debit Account No.*
17 End
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