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● Please make sure that you have the Maker or Approver rights before referring to this user guide. You may refer to GUIDE 11 – User Setup Guide on how to set up user rights

● For Payment Creation – starts on                           (←click here)

● For Payment Approval – starts on (←click here)

Things to note
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Cash — Payment / Collection

1

1 Login to COMSUITE & click on

2   Click on

3   Click on

3

Cash 

Payment / Collection

CMS Singapore 
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Select Product Group

1 Select Product Group (payment type)

2   Select Orderer Account No. (debiting account)

3   Select Payment / Collection Mode (see                                   (←click here) for Glossary):

     ●   Cheque Issuance 

          (issue cheques locally to your beneficiaries in SGD / USD – refer to                            (←click here))

     

     ●   GIRO Payment 

          (for your local miscellaneous single / batch payment in SGD – refer to                               (←click here))

     ●   GIRO Salary 1 / 2

          (for your local salary payment in SGD – refer to                            (←click here))

     ●   Book Transfer to Own

          (funds transfer between your MUFG SG accounts in any currency – refer to        (←click here))

     ●   Book Transfer to Third Party

          (same day payment to another MUFG SG account in any currency – refer to         (←click here))

     ●   Domestic Transfer

          (same day local payment in SGD – refer to                     (←click here))

     ●   FAST Payment

          (real-time local payment in SGD – refer to                   (←click here))

     ●   Foreign Remittance

          (same day payment in foreign currency or to overseas – refer to                      (←click here))

1

2

3
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Cheque Issuance

1 Select Currency (SGD or USD)

2   Enter Amount

3   Select Value Date (cheque will be ready the next business day after value date)

4   Select Charge Account (debiting account for bank charges)

5   Enter Customer Reference (you may enter invoice no, billing no, short payment description, etc.)

●   To pay an existing beneficiary, proceed to    (←click here)

●   To pay a new beneficiary, proceed to                          (←click here)
4

1

3

2
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● – required | ● – optional 
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GIRO Payment / GIRO Salary 1 & 2

1   Enter Customer Reference 

     (you may enter invoice number, billing number, etc. for single beneficiary & short payment description for batch payment)

2   Select Purpose of Transfer (OTHR – Other for miscellaneous | SALA – Salary Payment for salary)

3   Select Value Date (same day value is not applicable)

●   To pay existing beneficiary(ies):

     A1   Click on

     A2   Select beneficiary(ies)

     A3   Click             & proceed to            (←click here)

●   To pay new beneficiary:

     B   Click on              & proceed to            (←click here)

3
1

A1
2

B

A2

Existing Beneficiary

New Beneficiary 

Page 11

Page 12

A3

OK 

COMSUITE6

Go back to (←click here)Page 4



1   Select Currency

2   Enter Amount

3   Select Value Date

4   Enter Customer Reference (you may enter invoice no, billing no, short payment description, etc.)

5   Enter Message to Ordering Bank 

     (using this may cause delay in your payment. Use this only if you have a special instruction to us)

6   Select Credit Own Account No. (crediting account)

7   Select FX Details (refer to                               (←click here) for more details)

●   Proceed to  (←click here) for submission

Note:

A   Enter Message to Beneficiary (for additional information to your beneficiary)

B   Click on               (notify your beneficiary via email of the payment details)

     (refer to                       (←click here) for more details)

3

1

2
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B

4
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Book Transfer To Own ● – required | ● – optional 
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1   Select Currency (applies to FR & BTT)

2   Enter Amount (SGD 200,000 limit per transaction for FP)

3   Select Value Date

4   Select Charges Borne By (applies to DT & FR)

     ●   OUR – all bank charges will be paid by you

     ●   BEN – all bank charges will be paid by beneficiary

     ●   SHA – local bank charges will be paid by you & overseas bank charges will be paid by beneficiary

5   Select Charge Account (debiting account for bank charges. applies to DT & FR)

6   Enter Customer Reference (you may enter invoice no, billing no, short payment description, etc. Required for FP)

7   Enter Message to Ordering Bank 

     (using this may cause delay in your payment. Use this only if you have a special instruction to us. Applies to DT / FR / BTT)

8   Select Purpose of Transfer (OTHR – Other. Applies to FP only)

●   To pay an existing beneficiary, proceed to    (←click here)

●   To pay a new beneficiary, proceed to                          (←click here)
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DT / FR / BTT / FP ● – required | ● – optional 

DT – Domestic Transfer | FR – Foreign Remittance | BTT – Book Transfer to Third Party | FP – FAST Payment
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Cheque Issuance — Existing Beneficiary

1   Select Existing Beneficiary 

2   Click on     to select an existing beneficiary

3   Select Delivery Method:

     ●   Applicant – to deliver the cheque to your registered mailing address 

     ●   Beneficiary – to deliver the cheque to your beneficiary’s mailing address

     ●   Hold for Collection

●   Proceed to  (←click here) for submission

Note:

A   Enter Message to Beneficiary (additional information to your beneficiary)

1

2

A
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● – required | ● – optional 
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Cheque Issuance — New Beneficiary

1   Select New Beneficiary 

2   Tick Save as Beneficiary (to save your beneficiary into Beneficiary Master)

3   Enter Beneficiary ID (to identify your beneficiary)

4   Enter Beneficiary Name

5   Enter Mailing Address (required if your Delivery Method is Beneficiary)

6   Select Beneficiary Country (SG – SINGAPORE)

7   Enter Attention / Addressee (required if your Delivery Method is Beneficiary)

8   Select Delivery Method:

     ●   Applicant – to deliver the cheque to your registered mailing address 

     ●   Beneficiary – to deliver the cheque to your beneficiary’s mailing address

     ●   Hold for Collection

●   Proceed to  (←click here) for submission

Note:

A   Enter Message to Beneficiary (additional information to your beneficiary)
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● – required | ● – optional 
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GIRO Payment / GIRO Salary 1 & 2 — Existing Beneficiary

1   Enter Amount

2   Click on the beneficiary to view in detailed mode

3   Click

●   Proceed to  (←click here) for submission

●   Go back to   (←click here) to select or add beneficiary(ies)

Note:

A   Enter Message to Beneficiary (additional information to your beneficiary)

B   Click on               (notify your beneficiary via email of the payment details. Applies to GP only)

     (refer to                       (←click here) for more details)

C   Click to remove a beneficiary from the listing

2 1

A
B

3

Page 17

Payment Notification

Save 

● – required | ● – optional | ● – available on detailed mode 

GP – GIRO Payment | GS – GIRO Salary

Page 19
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GIRO Payment / GIRO Salary 1 & 2 — New Beneficiary

1   Tick Save as Beneficiary (to save your beneficiary into Beneficiary Master)

2   Enter Beneficiary ID (to identify your beneficiary)

3   Enter Beneficiary Account No. (numeric only)

4   Click on          to select Beneficiary Bank

●   Proceed to   (←click here) for submission

●   Go back to   (←click here) to select or add beneficiary(ies)

Note:

A   Enter Message to Beneficiary (additional information to your beneficiary)

B   Click on               (notify your beneficiary via email of the payment details. Applies to GP only)

     (refer to                       (←click here) for more details)

C   Click to remove a beneficiary from the listing
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Payment Notification

● – required | ● – optional 

GP – GIRO Payment | GS – GIRO Salary
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1

B

2

A

4

5

3

1   Select Existing Beneficiary 

2   Click on     to select an existing beneficiary

3   Click on Beneficiary ID (e.g. JOHN DOE) to select a beneficiary 

4   Select FX Details (applies to FR & BTT only. Refer to         (←click here) for more details)

5   Select Intermediary Bank (applies to FR only. Refer to               (←click here) for more details)

●   Proceed to  (←click here) for submission

Note:

A   Enter Message to Beneficiary (to provide additional information to your beneficiary)

B   Click on               (to notify your beneficiary via email of the payment details)

     (refer to                       (←click here) for more details)

Page 16

Page 15

Page 17

Page 19

● – required | ● – optional 

DT – Domestic Transfer | FR – Foreign Remittance | BTT – Book Transfer to Third Party | FP – FAST Payment

Payment Notification

DT / FR / BTT / FP — Existing Beneficiary
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DT / FR / BTT / FP — New Beneficiary

1   Select New Beneficiary 

2   Tick Save as Beneficiary (to save your beneficiary into Beneficiary Master)

3   Enter Beneficiary ID (to identify your beneficiary)

4   Enter Beneficiary Account No. 

5   Enter Beneficiary Name & Address (Address applies to DT / FR / BTT & only required for FR w/ City name)

6   Select Beneficiary Country (applies to FR only)

7   Select Beneficiary Bank (applies to DT / FR / FP. Refer to                    (←click here) for more details)

8   Select FX Details (applies to FR & BTT only. Refer to         (←click here) for more details)

9   Select Intermediary Bank (applies to FR only. Refer to               (←click here) for more details)

●   Proceed to  (←click here) for submission

Note:

A   Enter Message to Beneficiary (additional information to your beneficiary)

B   Click on               (notify your beneficiary via email of the payment details)

     (refer to                       (←click here) for more details)
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● – required | ● – optional 

DT – Domestic Transfer | FR – Foreign Remittance | BTT – Book Transfer to Third Party | FP – FAST Payment

Payment Notification
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FX Details

A2

2

3

4

A1

● To apply the exchange rate (SPOT) on the selected value date, select Spot Rate:

● To apply the exchange rate that you have booked thru your banking officer or 

COMSUITE FOREX:

1 Select Contract Rates

     2   Click

     3   Select the applicable FX contract

     4   Click

Note:

●   If the FX contract is not being listed, you may enter the FX contract details manually:

     A1 Click     

     A3 Enter your 8-digit FX Contract No.

     A2 Select the FX Contract

     A4 Click

●   Go back to                         (←click here) – for existing beneficiary

●   Go back to                         (←click here) – for new beneficiary

1

Page 13

Assign 

OK 

+Add Contract 

Page 14
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A4

A3

OK 

● – required | ● – optional 



Intermediary Bank Details ● – required | ● – optional 

1 Click on to select Intermediary Bank

●   Go back to                         (←click here) – for existing beneficiary

●   Go back to                         (←click here) – for new beneficiary

Note:

To enter manually the Intermediary Bank Name & Address instead:

A Enter Intermediary Bank Name & Address

B   Select Intermediary Bank Country

1

A

B
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Payment Notification ● – required | ● – optional

GI – GIRO | DT – Domestic Transfer | FR – Foreign Remittance | BTT – Book Transfer to Third Party | FP – FAST Payment 

2

3

4

1 Enter Additional Message

2 Enter beneficiary’s email address (to enter multiple email addresses, please use semicolon (;) as separator)

3   Make sure Send Payment Notification is ticked

4   Click

●   Go back to                          (←click here) – for existing beneficiary (GI)

●   Go back to                          (←click here) – for new beneficiary (GI)

●   Go back to                          (←click here) – for existing beneficiary (DT / FR / BTT / FP)

●   Go back to                          (←click here) – for new beneficiary (DT / FR / BTT / FP)

1

Save 
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Beneficiary Bank ● – required | ● – optional 

1 Click on to select Beneficiary Bank

●   Go back to                         (←click here) – for existing beneficiary

●   Go back to                         (←click here) – for new beneficiary

Note:

● To enter manually the Beneficiary Bank Name & Address instead (applies to Foreign Remittance only):

A Select Bank Name & Address

     B   Enter Bank Name & Address

     C   Select Beneficiary Bank Country

1

A

B

B
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Submission — Existing Beneficiary

2

3

1 Click

2 Click

3   Click

Note:

●   Refer to next page instead if the transaction (applies to GIRO only) contains new beneficiary(ies) 

●   To view the transaction status, refer to 

●   To recall the transaction, refer to

1

Preview 

Submit 

OK 

Page 21
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Submission — New Beneficiary

2

4

1 Click

2 Enter Response Code (click on                     for token instructions)

2 Click

3   Click

Note:

●   To view the transaction status, refer to 

●   To recall the transaction, refer to

1

Preview 

Submit 

OK 

Page 21

Page 22

3

A

A

● – required | ● – optional 
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Transaction Status Inquiry

1

1 Shows transaction status

●   To view transaction details:

     A   Click on the Product (e.g. GIRO Payment (SG))

●   To download or print transaction details:

     A   Click on the Product (e.g. GIRO Payment (SG))

     B   Click on    (PDF or CSV)

B

A
Download 

● – required | ● – optional 

COMSUITE21



Recall Transaction

1

3

4

1 Select transaction(s) to recall

2 Click

3 Click to confirm

4   Transaction(s) has / have been recalled. Click

●   Proceed to next page to modify or delete transaction(s)

Recall 

OK 

OK 

2
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Modify / Delete Transaction

A

C

D

● To modify a transaction:

1 Click on Product (e.g. GIRO Payment (SG))

● To delete transaction(s):

A Tick on the transaction(s)

B Click

C Click to confirm

D Transaction(s) has / have been deleted. Click

Delete

OK 

OK 

B

1

● – required | ● – optional
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Modify Transaction / Beneficiary Details

1

1 Click

● To make changes in the Transaction Details 

(e.g. Currency, Amount, Value Date, Customer Reference, Msg to Beneficiary, FX Details, Intermediary Bank) –

go back to: (for CH) / (for GI & SA) / (for DT / FR / BTT / FP)

● To make changes in the Beneficiary Details 

(e.g. Account No, Beneficiary Name & Address, Beneficiary Bank, Email Address) –

refer to GUIDE 15 - Beneficiary and Debtor

Modify 

Page 5

CH – Cheque Issuance | GI – GIRO Payment | SA – GIRO Salary 1 & 2

DT – Domestic Transfer | FR – Foreign Remittance | BTT – Book Transfer to Third Party | FP – FAST Payment

Page 6 Page 8
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Pending Authorisation

1

1 Login to COMSUITE & click on

2   Click on

2

CMS Singapore 

Pending Authorisation
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Task List

1 Select transaction(s) to approve

2   Click

●   Proceed to next page for authentication

Note:

● To view transaction details, click on Product        (e.g. GIRO Payment (SG))

(refer to (←click here) for more details)

●   To return transaction(s) back to the Maker if needs correction, select transaction(s)  ,

     click                 & proceed to

●   To reject transaction(s), select transaction(s)       , click                           & 

     proceed to

1

2B C

Approve 

Return 

Decline 

A

Page 28

A

1

Page 29

1

Page 30

B

C
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Approve Transaction

1 Enter Response Code

2   Click     (click on                    for token instructions OR the screenshot below under Note)

3   Click     to confirm

4   Transaction(s) has / have been approved. Click

Note:

A

OK 

1

2

A

3

4

A

OK 

OK 
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Transaction Details

1 Click on to go back to summary screen

● Go back to (←click here)

Back

Page 26

1
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Return Transaction

1 Click

2   Transaction(s) has / have been returned. Click

● Go back to (←click here)Page 261

2

OK 

OK 
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Decline Transaction

1 Enter Remarks

2 Click

3   Click

3   Transaction(s) has / have been declined. Click

● Go back to (←click here)Page 26

1

2

OK 

OK 

3

4

OK 
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Go back to (←click here)

Glossary (Product Type & Cut-off Time Table)

Product Description Cut-off Time Bank Charges

Cheque Issuance Issue cheques locally to your 

beneficiaries in SGD / USD

17:00 SGD 4.00 / USD 3.50 per 

cheque 
(postal fee included)

GIRO Payment For your local miscellaneous 

single / batch payment in 

SGD

18:00 
(1 business day before Value Date)

SGD 0.30 per item

GIRO Salary 1 & 2 For your local salary payment 

in SGD

18:00 
(1 business day before Value Date)

SGD 0.30 per item

Book Transfer to Own Funds transfer between your 

MUFG SG accounts in any 

currency

16:00 No charges

Book Transfer to Third Party Same day payment to 

another MUFG SG account in 

any currency

16:00 No charges

Domestic Transfer Same day local payment in 

SGD

16:00 SGD 20.00

FAST Payment Real-time local payment in 

SGD

22:55 SGD 3.00

Foreign Remittance Same day payment in foreign 

currency or to overseas

14:00 
(see next page Detailed Cut-off Time 

Table)

N/A 
(please refer to your RM)

COMSUITE31
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Glossary (Detailed Cut-off Time Table)
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Glossary (Allowed SWIFT Characters)
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Glossary (Future Value Date)
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