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Welcome to “CBS Online”. You can now manage your corporate bank accounts more conveniently over the 
internet anytime, anywhere.

Input “Corporate Internet Banking Number / Login Name”, “User ID”, and “Verification Code”, then press 
“2FA Login”.

1

Forgot User ID
‧Primary Users: Please visit our branches for your user ID.
‧Delegated Users: Primary users can login to “CBS Online” and retrieve your ID from “Management” > "User Settings" 

> “User List” page.

First Login1
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Input “Corporate Internet Banking Password”, then press “Login”.2
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Please confirm the related terms, then press “Accept”. 1

2
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Reset your password by inputting the current and new password.4
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Input the serial number on the back of the Security Device.61

3

After the setup, you can use CBS Online immediately.7

Input the SMS One Time Password (OTP) 
sent to the registered mobile number.
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Steps to setting up “Standard Authorisation Mode”

For security reasons, any transactions setup via CBS Online needs to be authorised by Authorised Users. 
Therefore, after the first login, Primary User needs to setup the authorisation setting for each of the accounts and 
users.

For ease of use, we have two authorisation modes that is tailored for different business needs:

“Standard Authorisation Mode” is applicable to the small and medium enterprises with simple structure 
and following characteristics:

‧Number of Authorised Persons for each transaction not more than 2 
‧Number of Authorisation Groups not more than 2 
‧Number of Authorisation Matrices not more than 5

“Advanced Authorisation Mode” is applicable to the company with a more complex structure. Please 
change the authorisation mode in “Management” > “Authorisation Mode Settings”.
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Authorisation Setting 2
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Customers can set transactions to require Single Authorisation (that is, one user creates the 
transaction, and one user performs authorisation), or Dual Authorisation (that is, one user creates the 
transaction, and two users perform authorisation). While customer needs to choose one of the modes 
of authorization, each account (ex. HKD Current Account or USD Current Account) can be customised 
to have different setting.

1

1
Authorisation Group A, B: Each user can be 
grouped under Group A or B, to distinguish the 
different authorisation limit or types of 
authorisation transactions they are allowed to 
perform.
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Note:
‧If you need to make payrolls, bill payments, issue e-cheques or transfer funds to other third party accounts in other means, 

please estimate the required transfer limit.
‧If the system shows that the authorisation limit must not be greater than the “Daily Accumulated Debit Limit of Payments to 

Other Third Party Accounts” as stated in account opening documents, please download the “Daily Accumulated Debit 
Limits Amendment Form” under “More” > “Download Forms” of BOCHK website, complete and submit the original form 
to us either by visiting our branches or by mail to the address stated in the form.
‧If you have not made any transfer to other third party accounts within 18 months, “Daily Accumulated Debit Limit of 

Payments to Other Third Party Accounts” will be reset as “0” automatically. You need to complete the above form to increase 
relevant debit limit and send it to BOCHK for processing.

If you do not want to set authorisation limit for a particular group (e.g. B), please leave field B 
blank. If one Authorisation Group (e.g. A) is the subset of another Authorisation Group 
combination (e.g. A+B), the latter (A+B) must have a greater authorisation amount than the 
former (A).

2
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Enter the Security Code to confirm changes – the setting can be further 
adjusted subsequently as required. 

4

Please select “Apply authorisation limit to all accounts” if 
needed and enter authorisation limits in the boxes. Press 
“Sumit” upon completion. Press “Clear” if you want to clear 
all settings.
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Primary User (or authorised Delegated User) can manage User’s setting via CBS Online:

Create new User and assign Authorisation Group to define functions and accounts they are authorised to 
access.

Amend existing User setting including changing Authorisation Group to define functions and accounts they 
are authorised to access.

Put designated User’s account access on Hold (User cannot log into CBS Online until the account has 
been reactivated).

Delete designated User’s account.

Reset Password for designated User’s account.

Apply for new, replace, status reset or report loss Security Device.

Note: Customer needs to apply in person for adding new Primary User accounts.
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User Setup2
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1 Primary User can view all the existing Users and create new User.

Creating new User:

Input “User ID” & other personal 
information for new user. Select the 
mean of “Designated Transaction 
Notification”, “Language” and 
“Authorisation Group” for the user.
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3 You can refer to the existing “User Settings” and make further amendment.

Note:
‧After identity verification, “User Name”, “Identification Document Type” and “Identification Document Number” cannot be changed.
‧“Authorisation Group” of “Standard Authorisation Settings” represents the authorisation group of ALL transactions of the 

user. It can be classified as group “A” or group “B”, or neither of them. You can choose the authorisation group for a user 
here, and then set up the transaction limits for group “A” and “B” through “Authorisation Matrix Settings” later.

Example:
A user cannot belong to 2 groups, e.g. group “A” for fund transfer, and group “B” for payroll at the same time.
If a user does not belong to any authorisation group, the user cannot authorise transaction but can make enquiry and input  
transaction.

Please check the “Apply for Security 
Device” box if needed and press 
“Submit”.
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Select Debit Account and its Account Currency

You may select Holder’s or a third party’s account as 
Beneficiary, as long as it is held with BOCHK. Input Account 
number and Name.

Input Payment Value Date

Input Debit Amount1
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2

You can simply make transfers to other bank accounts within BOCHK (except the Group’s overseas account) via 
the “Transfer” tab.

Transfer Services
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You can simply make transfers to any bank accounts to any country/region via the “Telegraphic Transfer” 
function.

Telegraphic Transfer Services

Telegraphic Transfer Services
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You may directly input SWIFT Code, or select the bank details (including bank name, address, etc)

or
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You can make payments to designated merchants through Bill Payment function.

Bill Payment

Bill Payment
5
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Input Merchant Information 
such as Customer Reference 
(if applicable), Bill Type, and 
Bill Invoice Number, etc.

Select Merchant
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Please check if the relevant User and Payment Account have the necessary authorisation setting first, 
including the Authorisation Limit setting for the User, and the Daily Limit of Transfers to Non-Listed 
Beneficiaries of the Payment Account, etc. If you have yet to setup the relevant authorisation setting, 
you can refer to Chapter 2“Authorisation Setting” in this Service Guide for more details.

Check CBS Online Authorisation Setting
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Input Debit Account information, including payment amount and payment value date
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Initial Setup of Payroll Services

‧Download the “Payroll Editor” from BOCHK website or CBS Online
‧Save the template for future use.

Download “Payroll Editor”

You can issue your employees’ salary at ease via CBS Online, and in the currency of either Hong Kong dollars 
or Renminbi.

Payroll Services
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Check if the responsible User has been authorised to use the Payroll function

CBS Online Authorisation Setting2

Please note that if the Microsoft Office you are using is 32-bit, please download the “32-bit Editor” via CBS 
Online.
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To set the Authorisation Setting of your user account, you can follow the steps below, or refer to the steps detailed 
in “Authorisation Setting” in Chapter 2 of the Service Guide (Management    Authorisation Matrix Settings
General Authorisation Settings). 
Choose “Single Authorisation” or “Dual Authorisation” based on your company’s needs. 
‧Single Authorisation: authorisation by only one Primary User is required 
‧Dual Authorisation: authorisation by two Primary Users is required 

After confirming the User having the authorisation, check if the relevant account has set a 
transfer amount limit as well.
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Please take note that:

‧A’s Authorisation Amount cannot be equal to or greater than A+A or A+B

‧B’s Authorisation Amount cannot be equal to or greater than B+B or A+B

‧There is no limitation for the Authorisation Amount between A or B

For example, if you wish to transfer HKD500,000 from IXX account to another account, it 
requires a both A and B group of authoirsed users to authorise.
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Apart from setting the Authorisation Setting and Amount for Transfer, you are also required to do 
likewise for Payroll, which involves setting the “Daily Limit of Total Payroll” and the related authorisation. 
You are also required to set the “Daily Limit of Transfer to Non-listed Beneficiaries” at an amount 
sufficient for payroll purposes. 
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After the initial setup, you can follow the simple Payroll 3 Steps:

If there is a “Security Warning” pop-up, please press 
“Enable Content”

Input Employer Name (in English)

Input “Employer Account Number”, this will be the debit 
account

Input Effective Date (Note: For Monday to Friday, if the file 
has been checked and authorised before 12noon, payroll 
can be effective on the same day, otherwise it will be 
handled on the next working day. If effective day is preset 
on Saturday, the Bank will handle BOCHK accounts’ 
payroll on the same day, for other banks it will be handled 
on the next working day.

Create Payroll File

Payroll 3 Steps

1

1

1

For future updates, you can simply use the PayrollEditor 
and press “Open Payroll File”, select the last saved .dat 
file to retrieve the information saved last time. You can 
review and make changes to the file and submit for payroll 
transaction. Please take note that you cannot upload 
payroll files of the same name within the same day.

 Input the relevant Employees’ details
‧Employee A/C: Employee Account can be with BOCHK or 

other Bank (input the relevant bank code and account number)
‧Employee Name Input the Employee’s Account Name in 

English
‧Amount: Please input the net amount after deducting the 

MPF contribution amount (Example: Employee’s salary 
is $10,000, Employer’s MPF contribution is $500, 
amount to be inputted is 9500)
‧Reference: Inputted content will be shown on 

Employee’s Account Transaction Record. If there is no 
input, it will display “Employer Name” by default.
‧Remark: This will not be shown on Employee’s Account 

Transaction Record, and just for your company’s 
reference. It is not mandatory and can be left as blank if 
not required.
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Open the “Payroll Editor” and input relevant information

After inputting, please press “Save Payroll File” (do not 
use the “Save” function on Excel directly to save the file, 
and you must save the file in .dat format)
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Select “Payroll” under “Transaction Type”
‧Press “Browse” and select the saved .dat Payroll File (not PayrollEditor)
‧If you require Upload Status Notification, you can input Emaill Addresses under 

“Checker(s)/Authoriser(s) Notification”
‧Press “Upload” to finish uploading the Payroll File.

‧If the File is being indicated as “Accepted”, please go to the Authorisation Centre to authorise the 
transaction
‧If the file is being indicated as “Error”, please press the link underneath “Error” to find out the error reason.
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Upload Payroll File2
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All of the auothrisation must be completed for the payroll to be effective on Effective Date.
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If the File is being indicated as “Accepted”, please go to the Authorisation Centre to authorise the transaction

Confirm Payroll3
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Enquire Transaction Record 6
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1. Select File Type
2. Select Activate Account
3. Select Date Range
4. Select Download Format

P
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Currency Exchange

Currency Exchange7
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You can make set instant or preset currency exchange transactions via Internet Banking*.

1. Select From Account, To account and the depositing currency type
2. You can input either the withdrawal amount or deposit amount
3. Select Effective Date

C
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Service hours      
Mon - Fri# : 24 hours*
Sat##

          : 00:00 - 05:00, 08:30 - 13:00
#    The service is also available during public holidays and the hoisting of a Black Rainstorm Warning or a Gale or Storm Signal 

No. 8.  
## The service is not available during public holidays and the hoisting of a Black Rainstorm Warning or a Gale or Storm Signal 

No. 8. However, the service is still available if the Black Rainstorm Warning is issued at or after 8:30 am (subject to further 
notice in case of special circumstances). 

*    The service is not available from 00:00 to 07:59 every Monday.
Note:
1   Hours of operation on December 25:

- Service is available until 17:00 on Monday to Friday
- Service is unavailable on Saturday 

2   On 1st January, the service is not available

System displays the Exchange Rate 
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Authorisation Centre

Authorisation Centre

Based on your Authorisation Setting, some of the transactions may require another User to authorise. You may 
browse all the pending transactions in Authorisation Centre.

You may refer to “Authorisation Setting – Account Setup” on how to check and set up each transaction’s 
authorisation setting.

1

2

1. Select User ID
2. Select Status and Transaction Type
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Standing Instruction and Template

Standing Instruction and Template

1

1

2 3

‧Select transaction type, and input Debit Account Number, Account Currency, and Beneficiary Details. 
‧No need to input Payment Value Date.

Under “Payments”, a “Standing Instruction” and “Template” can be created for certain services including 
Transfer, Telegraphic transfer, Express Transfer (RTGS/CHATS), and FPS.
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You can setup multiple Standing Instructions, and edit or delete as required.

Input Standing Instruction Name, Frequency, and the Duration. After setup, system will 
automatically execute the transaction per scheduled.
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Setup “Template”

1

‧Select transaction type, and input Debit Account Number, Debit Amount, and Beneficiary Details as 
usual. Set the Template name and its Usage Rights.
‧You can still edit the fields such as Debit Amount and Remarks while using a Template for each 

individual transaction.
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You can setup multiple Standing Instructions, and edit or delete as required.
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You can submit enquiries regarding “Deposits”, “Remittance”, “Electronic Banking” and “Relationship Manager” 
via the Send Message and Inbox function.

Inbox and Send Message

1

2

Inbox and Send Message
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1
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4

5 You will receive our Bank’s reply via the Inbox after sending the messages to our Bank.

Select Message Type and input Message details.

All instructions received by our Bank 
after 6pm (Monday to Friday) or after 
1pm on Saturdays, Sundays and 
public holidays (including Typhoon 
Signal No. 8 or above and Black 
Rainstorm Warning) will be processed 
on the next working day. 
If our Bank cannot contact you to 
confirm the information concerned 
(including but not limited to 
authorization matters and unmatching 
information), your instruction(s) will 
not be processed even after they are 
received.
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e-Statement Settings

You can choose to receive your monthly statements by post, electronic means, or both.

e-Statement Settings

1
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Home Settings

Select frequently used Accounts or functions

You can set short-cuts on the Home Page for accessing frequently used Accounts or functions via the “Interface 
Settings” to increase efficiency.

Home Settings

1
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After setup, Home Page will display the relevant short-cuts to the selected functions or Accounts Overview.3
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e-Cheque/e-Cashier’s Authorisation Setting

You can issue or deposit e-Cheque/e-Cashier’s Order in currencies of HKD, RMB, and USD digitally, with a 
validity of 6 months. You can simply send it via emails at ease.

Prior to using this service, Primary User(s) need to set access right to the relevant users and accounts 
authorisation setting.

e-Cheque/e-Cashier’s Order
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Issue e-Cheque/e-Cashier’s Order

2

1

2

3 4

‧Input Debit Information such as Debit Account, Account Currency, Amount, Amounts in Words, 
Cheque Date etc.
‧Choose to issue the e-Cheque/e-Cashier’s Order immediately or at a designated date

1
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You can send the e-Cheque/e-Cashier’s Order via email to designated email recipients on issue date

Alternatively you can save it as an 
PDF and issue email separately

3

3

For ease of use, you can download the Bulk e-Cheque/e-Cashier’s Order Editor, to issue multiple 
e-Cheques/e-Cashier’s Orders to different recipients with different amount, issue date in one-go.

1
2

3

or

Input Beneficiary Details such as Beneficiary Name

2
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Stop e-Cheque/e-Cashier’s Order
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Deposit e-Cheque/e-Cashier’s Order

1

3
4

1

2

3

2

Select and upload the saved e-Cheque/e-Cashier’s Order (PDF), system will automatically recognize 
the beneficiary name, amount, cheque date for processing.
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You can request Physical Cheque Books at ease via “CBS Online”.

Request Cheque Book

1

Request Cheque Book

‧Select Account, the requested Cheque Type, Number of Pages and Quantity, and the Delivery Method.
‧Please note that, all “Bearer Cheque” will be sent by registered mail, and any relevant mailing charges 

will be debited from your current account.

1

2

3
4

General Terms & Conditions: 
1. The above products, services and offers are applicable to Business Integrated Account (“BIA”) customers of Bank of China (Hong Kong) 

Limited (“BOCHK”). 
2. The above products and services are subject to the terms of the relevant products, services and offers. For details, please refer to the 

relevant materials or contact BOCHK. 
3. BOCHK reserves the rights to amend, suspend or terminate the above product, service and offer, and to amend the relevant terms and the 

content in this “CBS Online” at any time at its sole discretion without prior notice. In case of any dispute, the decision of BOCHK shall be final. 
4. In the case of discrepancies between the English and Chinese versions of this “CBS Online”, the Chinese version shall prevail unless 

otherwise provided herein.


