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Section 1 - Overview

This manual is divided into two main sections. The first part – the Overview – provides a
description of Royal Online Gold and explains some of the primary features. The second section
provides the steps you must complete in order to create new transaction requests. This section
also describes the approval workflow process and demonstrates how to approve or reject
transaction requests for those with approver status.

What is Royal Online Gold?

The Royal Online Gold application is a web-based system that provides users with the ability to
create fund transfers and third-party payment requests. Royal Online Gold allows the account
holder to define through their requirements, a workflow process for the creation of transaction
requests. This workflow can include limiting access to individual accounts to only certain users as
well as forcing some transactions to require an approver before the transaction can be submitted
for processing.

Because Royal Online Gold is a web-based application, you should review the following important
information regarding RBC’s internet security policy as well as system specifications and software
you will require in order to make effective use of the Royal Online Gold interface.

Information Security

RBC Financial Group members have gone to great lengths to ensure your confidentiality and
security. We use several layers of robust security methods including encryption, firewalls and
timed log-outs among others to ensure the confidentiality of your personal and financial
information.

Here are some additional steps that you as a user can take to ensure that you are safeguarding
your information:

 Never share your Royal Online Gold password with anyone.

 Never walk away from your computer without properly signing out from Royal Online
Gold and closing your browser.

 If you are using a computer other than your own, always end your banking session and
close the browser.

Secure Sessions
For your protection, we require that you "Sign in" when using secure areas of our Web sites and
recommend that you "Sign out" when you are done. You should not leave your computer
unattended while logged in. However, as added protection, we will automatically log you out if
there has been no online activity after twenty minutes.

We recommend you close your browser after using secure online services like conducting
financial transactions. This will ensure that any information temporarily stored in your browser is
erased, preventing others from viewing this information later.

We store your login information and passwords in a protected and secure environment, isolated
from the Internet so they cannot be accessed or downloaded by unauthorized individuals. You
too, should ensure that this information is kept secret and safe.
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Use Strong Passwords
Your password grants access to your personal information and services online.

 Choose unique passwords. Longer passwords with 8 or more characters and a mix of
letters and numbers are stronger.

 Try to avoid passwords that are real words or obvious choices, such as family names,
birthdays or telephone numbers.

 Avoid using the same password for multiple applications or Internet services.

 If your usernames or passwords automatically appear in the sign-in page of a secure
Web site, you should disable the auto complete function in your browser.

Protect your password. Memorize it, do not write it down and change it frequently. Please see
Signing in to Royal Online Gold for more information.

Keep Your Software Up-to-date
You should watch for warnings about security "holes" or "bugs" that may affect the software and
Web browser you are using. It is a good practice to regularly check for software updates on
the web site of your browser manufacturer.

System Requirements for Running the Royal Online Gold Application
Royal Online Gold has been certified for use with a PC running Internet Explorer (IE) 6 in a 1024
x 768 resolution setting. Any other browser or configuration has not been certified for use with this
application and may not be supported.

Getting Started with Royal Online Gold

Before getting started with Royal Online Gold, it is important to understand the following terms
and how they work together. There are four main elements that function together as follows:

Unit Each firm or organization that has enrolled in Royal Online Gold is referred to as
a unit. Each unit contains users that interact with Royal Online Gold to input and
approve transactions such as transfers and payments.

User A user is authorized to process new transactions on behalf of the unit. Note that
there are two kinds of Royal Online Gold users:

 Transaction Inputter – creates new transaction requests
 Transaction Approver – approves or rejects transaction requests

Please see Description of Roles for more information on users.

Account Units have at least one but are more likely to have multiple bank accounts
assigned to them within the Royal Online Gold application.

Client The term Client in Royal Online Gold refers to the RBC account associated with
the unit.
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The following diagram illustrates the relationship between Units, Clients, and Users:

Description of Roles

Transaction Inputter
The Client Transaction Inputter (“Inputter”) role is performed by a user with permission to enter
new transactions into the Royal Online Gold application. There are five transaction types
available:

1. Account to Account Transactions

Transfer of funds between two accounts held in the same client, with the unit based in the
same currency.

2. Inter-Client Transfers

Transfer of funds between two accounts based in the same currency and held in the
same unit, but between different clients.

3. Third Party Payments

Payment to another party such as an over-seas vendor; commonly referred to as wire
payments.

4. Make Payment Request from Template

Allows for sending a wire payment to a third party based on a previously saved template.

5. Foreign Exchange Transfer Request

This is a transfer between two accounts denominated in different currencies.

Procedures for completing these transactions are available in the Creating New Transactions
section of this document.

Royal Online Gold

User 1
User 2
User 3
User 4

User 1
User 2

User 1
User 2
User 3

Client 1

Unit ABC

Client 2 Client 3
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Client Transaction Approver
When a new unit is created on behalf of a firm or organization, there are several options available
with regards to establishing an approval workflow. The simplest form of course is to allow
transactions to be processed without the need for any approvals

Alternatively, the unit can be configured to always require one or more approvers to approve a
transaction before it can be processed – in fact, it is possible to even require multiple approvals
before transactions can be processed. However, given the many approval configurations possible
in the approval workflow process, this document will present examples that require a single
approval for each transaction type.

One popular approval approach is to require approvals if the transaction exceeds a certain
value. If using this approach, please be aware that the approval tier is determined using the
base currency of your country – for instance, you could set a limit of $5000 KYD, but when
converted to USD for example, the amount may exceed $5000 USD but still be under the KYD
limit.

Another approval option is to configure transfers (such as an account to account transaction) to
require approvals while third party payments do not require approvals or vice versa.

Note: It is possible for users to be set up as both a transaction inputter as well as an approver.
However, it is not possible for users to approve a transaction that they themselves have
created.

Royal Online Gold Currency Codes
Default currency codes are based on the country of origin and the following currency codes are
available in this version of Royal Online Gold:

Country Currency Code

Bahamas BSD

Cayman Islands KYD

Barbados BBD

EC Countries

 Antigua

 Dominica

 Montserrat
 St. Kitts

 St. Lucia

XCD

Royal Online Gold
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Signing in to Royal Online Gold

This document assumes that you currently have a valid login ID and password to access the
Royal Online Gold web service. If you do not have a login ID and password, please see your
account representative.

To sign in to Royal Online Gold, open the web page provided by your RBC account
representative. The page appears as follows:

1. Enter your user login ID in the Login field. Login values may only consist of sixteen numeric
characters.

2. Enter your password in the Password field.

3. Click Sign In .

Note: Passwords for use with Royal Online Gold must be a combination of letters and
numbers and must meet the following conditions:

 Passwords may only contain alpha-numeric characters – no other characters are
permitted

 Passwords must contain at least one number

 Passwords must contain at least one uppercase and one lowercase letter

 Passwords must be at least six characters in length

 New passwords must not be the same as any of your previous twelve passwords
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Entering Incorrect Login ID or Password
If you enter an invalid login number in the Login field, Royal Online Gold issues the following
message:

We are having trouble identifying you. Please try again...

There are no limits to the number of attempts you can make. However, if you enter an incorrect
password with a valid login number, your first three incorrect attempts will produce the following
error message:

We are having trouble identifying you. Please try again...

The 4
th

incorrect password attempt produces the following message:

We are unable to compete your request.

At this point, your account will be locked and you must contact your RBC representative for
assistance.

System Unavailable

Should Royal Online Gold not be available when you attempt to sign in, the following message
appears:

We are experiencing temporary problems. Please try again later.

An example of when you may receive this message is at the close of the business day. This is
due to the end-of-day processing that Royal Online Gold must perform once the day’s
transactions are completed.

For example:

Royal Online Gold
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Royal Online Gold Opening Screen Review
There are several working areas available within the Royal Online Gold opening screen. In order
to help you understand how to use these areas, the main screen has been presented in several
sections together with an explanation of the features.

Royal Online Gold Header
The main web page header appears as follows:

Select Client Click on this link to view a dropdown listing all the clients for which you have
access within the unit.

Note that if you only have one client attached to your user profile, then this
option is not available.

Contact Info Click on this link to open a new browser that includes contact information for
assistance with Royal Online Gold.

Logout Click to exit Royal Online Gold.

Client Details
The client details section lists the current client name, the relationship manager, and client
number for the selected client unit. The Recent Clients dropdown field to the right of the details
area allows you to select any client accessed earlier within the current session.

Account Summary
The account summary section provides the following details for the active client account:

Royal Online Gold
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Type-Number Displays the account type and account number - account types include
chequing, savings, current account, etc.

Click on the white arrow to the right of the field header to sort the grid by
the account type. You can view a statement for the account by clicking on
the account description.

Designation This is the client name for the account.

Status The status for an account can be one of:

 Active – the account is available for use

 Dormant – the account is not currently available but can be
reactivated by contacting your RBC representative

 Closed – the account is no longer available for use and cannot be
reactivated

Currency Displays the base default currency for the account.

Available
Balance

Displays the current available balance for transfer from the account. This
amount is displayed in the account’s default currency.
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Clicking the Extract button produces the following screen which allows
you to download the grid details in one of three formats:

Extract

Select the format you wish to download and click Extract to proceed.

Include Closed
Accounts

Check this box if you wish to include details for all closed accounts for this
client in the account summary. Please note that the web page will update
automatically when you check the box.

Account Statements

This display provides an online summary of the account you selected in the Account Summary
section of this document. The statement shows all activity for the account for the past seven
days.

Note: You can change the default date range for viewing statements through the unit
Preference settings. Please see Links and Shortcuts for more information.

There are three transaction types that may appear in an account statement:

 Captured Transactions – these are transactions that have been input and the status is
“Completed”. These will be updated to Posted on the next business day.

 Posted Transactions – these are transactions that have been processed

 Future Transactions – these are transactions that have been postdated

Royal Online Gold
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Click on the account Type – Number field to view the account details; if there are no transactions
for the account for the past seven days, the following appears:

Viewing Statement Date Range
If you wish to view more history on posted transactions for this account beyond the past seven
days, click the See More button. This opens a new window with a date range selector – for
example:

1. Enter a starting date in DD/MM/YYYY format or use the dropdown arrows to set a starting
date.

2. Enter an end date for the range in the same manner.

3. Click the Submit button.

Note: When you initially create a new statement as described above, only captured
transactions are included in the statement. However, once set a date range for the
statement report, all status types are included in the report.

Royal Online Gold
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Viewing Account Details
The View Account Details button produces a more complete description of the selected
account. A typical example appears below:

Royal Online Gold
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Links and Shortcuts
The main opening page contains a collection of links and shortcuts to help you streamline your
tasks. These are located on the right-hand side of the main display area:

Recent Clients Contains a list of the most recent client accounts that you have
accessed.

Summary View a summary listing of the accounts for which you have permission
to access.

Client Information Displays details for the clients for which you have access.

Payment Templates Allows you to manage templates to provide payment to third parties.
See Working With Payment Templates for more information.

Preferences This link opens the Preferences dialog box that contains two options:

1. Use bank account paging – If this option is checked, then the
summary screen will display five accounts per page.

2. Display additional days worth of history – by default, Royal Online
Gold displays seven days of history but you can change the
default by entering a new value in the blank field.

You must click the Save Changes button for the changes to take
effect.

My Work This shortcut opens a summary view of all transaction requests you
have made. This display can also show transactions requested for
your unit.

New Request Clicking this link invokes the Raise a Request screen that contains
links to the transfer and payment options you can perform in Royal
Online Gold. For more information, see Creating New
Transactions.

Royal Online Gold
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Section 2 – Creating New Transactions

Note: If you do not have permission to create a transfer request or payment task, then the
options in the screenshot above will be grayed out and unavailable for use.

Raising a New Request

Royal Online Gold
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Account to Account Transfers

Royal Online Gold will verify that the funds are available in the account to be debited before the
transfer can take place.

There are six steps that you must complete in order to create an account to account transaction
request:

1. Select the account to debit

2. Select the account to credit

3. Provide the transfer details

4. Provide the date for the transfer

5. Include processing notes for the workflow

6. Confirm the transaction details

Please note the additional rules that apply for this transaction type:

 Once transfers are completed, the debit and credit details will be reflected immediately in the
Summary Details Account transaction activity.

Selecting the Debit Account
To create a new account to account transfer:

1. Click the New Request link to open the Raise a Request screen. Select Account to
Account Transfer Request.

Royal Online Gold
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2. Click on the account to debit from the list of accounts – the background of the account will
turn yellow to indicate that it has been selected. Click continue.

Royal Online Gold
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Selecting the Credit Account
To select the account to credit:

1. Click on the account to credit from the list of accounts – the background of the account will
turn yellow to indicate that it has been selected. Click continue

Providing Transfer Details
The next screen enables you to enter the details of the transfer. Note that the debit and credit
accounts are listed at the top of the main form. All fields require input before you can proceed.
Click continue.

Royal Online Gold
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Field Name Description

Transfer Reference This is a Royal Online Gold-generated reference number. You
cannot edit or delete this number as it is used by Royal Online
Gold to track the transaction during processing.

Amount Enter the amount for the transaction - this field is mandatory.

Priority There are three priority levels available:

 Low

 Medium
 High

You can assign one of these priority levels when you input a
new transaction so that the approver can determine the
importance of the transfer request. This field is mandatory.

Debit Narrative This field permits you to enter a description of the transaction
that will appear in the client statement for the account. In this
example, you could enter Transfer to Account 1000330 to
cause an entry to appear in the client statement that describes
the reason for the debit. This field is mandatory.

Credit Narrative The Credit Narrative field provides the same thing as the Debit
Narrative, only this entry appears in the client statement of the
credited account. For example, Transfer from Account
1000348 will appear in the statement to explain the credit
amount caused by this transaction. This field is mandatory.

Setting the Date
The current date serves as the default date for all new transactions – click Continue to accept
the default date or, if you wish to post-date this transaction so it will occur at a later time,
complete the following steps in the Set Value Date screen:

Royal Online Gold



18

1. Click the calendar icon to the right of the field showing the current date – a date selector
appears as follows:

2. Using the arrows at the top of the date selector, locate the month for the transaction.

3. Click the day for the transaction.

4. Click Continue to set the new date and proceed to the notes screen.

Adding a Note to the Workflow
Adding a note to the workflow is only mandatory for transactions sent as a High priority – Low and
Medium priority transactions do not require a note and you can bypass this screen by clicking the
Continue button.

Many users find it helpful to record a batch number or other reference number in this field to help
them identify specific transactions for reconciling. Anything you enter here appears in the Workflow
Notes section of the confirmation screen.

The information you enter here will be available for review by the Royal Online Gold administrators
and any approvers required to process this request.

Warning: Please read the important notice regarding the distribution of sensitive information in this
notes field. Financial details such as account codes and passwords should never be
included in this field.

Once you have added a note – or if you wish to continue without including a note – click the
Continue button.

Royal Online Gold
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Confirming the Transfer
You should review this information to ensure that it is accurate and reflects the transaction instructions
that you wish to submit for approval and processing:

Note: If you need to make changes to the transaction, click the Previous button to move back
through the screens. When you get to the screen that requires the change, update the
information and then use the Continue button to get back to the Confirmation screen. You
can also select a specific step to edit by clicking the appropriate step from the list of steps to
the left of the main working area.

If you wish to cancel the request entirely, click the Cancel button. The information you have
entered as part of the request will not be saved and the transaction will not be processed.

Royal Online Gold
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Once you have completed the transfer request, click the Finish button to submit the transaction. The
following message confirms that the transaction request has been saved to Royal Online Gold:

Inter-Client Transfer

There are four steps that you must complete in order to create an inter-client funds transfer:

1. Select the accounts to be credited and debited
2. Provide the transfer details
3. Provide additional transaction details

4. Confirm the transfer

 Once transfers are completed, the debit and credit details will be reflected in the
Summary Details Account transaction activity once the status updates to Completed.

Raising a New Inter-Client Transfer Request
To create a new inter-client transfer request:

1. Click the New Request link – this opens the Raise a Request screen. Click the Inter-Client
Transfer Request link. Click continue.

Royal Online Gold
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Selecting the Accounts
The Select Accounts screen lists the clients that you can access for this transaction. There is also
a client search feature that permits you to search other clients in the unit. To search for other
clients:

1. Select the client from the display.

Royal Online Gold
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2. Select the account from the selected Client Name.

3. Input the amount and select Debit/Credit. Enter a description in the Narrative field – this
will appear in the account statement. Click Add Entry

Royal Online Gold
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4. Select another Client Name and the accounts will be shown on the second box. If you
have debited funds from the first client, the funds must be credited to the second client.
Yon can input multiple Debit/Credit Entries as long as the ledger balance is 0.00

5. Click Continue to proceed to the Transfer Details.

Note: Online Gold displays the following message when the ledger balance does not equals
to zero:

The debit / credit amounts do not balance. Please amend the entries:

Correct the balance and then click Continue to proceed to the Transfer Details screen.

Royal Online Gold
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Providing Transfer Details

Fill out the Transfer Details screen appears as follows. Click continue;

1. Complete the following fields:

Field Name Description

Priority There are three priority levels available:

 Low

 Medium
 High

You can assign one of these priority levels when you input a new
transaction so that the designated approver(s) can determine the
importance of the transfer request.

Reference This is a Royal Online Gold-generated reference number. You
cannot edit or delete this number as it is used by Royal Online
Gold to track the transaction during processing.

Transfer Description This field is not for use with this version of Royal Online Gold.
Please do not enter anything in this field.

Royal Online Gold
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Providing Additional Details
This step is optional. Clients can override date which is set to the current day.

To set a new date:

1. Click the calendar icon to the right:

2. Locate the month and day that you wish to set for the transfer using the navigational
arrows at the top of the date selector.
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3. Click Continue to advance to the Confirmation screen.

Confirming the Transaction
Review the information on the transaction confirmation screen to ensure that it is accurate and
reflects the transaction instructions that you wish to submit for approval and processing.

Royal Online Gold
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If the details are correct, click the Finish button to complete the transaction. The following
message confirms that the transaction request has been saved to Royal Online Gold:

Third Party Payments

There are seven steps that you must complete in order to send a 3
rd

party payment:

1. Select the debit account

2. Provide payment details

3. Include beneficiary bank details

4. Value date and other information

5. Add workflow notes

6. Create a template

7. Confi rm the transfer

NOTE: You can debit an account based in one currency and send foreign exchange third party
payment transactions in a second currency.

Royal Online Gold
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Raising a New Third Party Payment Request

1. Click the New Request link. Click the Third Party Payment link.

Royal Online Gold
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Selecting the Debit Account
3. Click on the account from which you wish to make the payment – the background turns

yellow to indicate that the account has been selected: Click continue.

Providing Payment Details

Royal Online Gold
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Complete the fields and click Continue.

Field Description

Internal
Reference

This is a system-generated reference number. You cannot edit or delete
this number as it is used by Royal Online Gold to track the payment
request during processing.

Debit Narrative Enter a description for the payment. Whatever you enter here will appear
in the account statement.

Individual or
Institution Name

Enter the name of the individual or the institution receiving the payment.
This is a mandatory field.

Account Number
/ IBAN

Enter the transit and account number / IBAN (International Bank Account
Number)for the account that will receive the payment. This is a
mandatory field.

Royal Online Gold
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Beneficiary Bank Details
In this screen you must provide details for the beneficiary bank – that is, the bank that is receiving
the third party payment:

1. Click on the “Bank Search Mode” button and enter the name of the beneficiary bank in the
“Bank Search” field then click on the “Search” button.

Note: If the Beneficiary Bank cannot be located using the Bank Search Mode,
Complete the fields in the Beneficiary Bank Details form. The Name and
Country fields are mandatory and require direct input.

2. To add an Intermediary Bank please check the Add Intermediary Bank details checkbox
and click Continue.

Royal Online Gold
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Adding Intermediary Bank Details
You may only chose one intermediary bank.

1. Click on the “Add Intermediary” button

2. Click on the “Bank Search Mode” button and enter the name of the intermediary bank in the
“Bank Search” field then click on the “Search” button.

3. Click the “Add Intermediary” button then click “Continue”.

Royal Online Gold
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Value Date

The following illustration explains typical processing timelines:

Click Continue to advance to the workflow notes screen.

Notes for Workflow
The Notes for Workflow screen makes it possible for you to include additional information to the
approver or administrator regarding this transaction.

Because the information you enter in this field can be viewed by anyone within the workflow, do
not include financial information such as account codes and passwords or other sensitive
information.

Royal Online Gold
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Note: This field is optional but can be used for several purposes. For instance, you can
include SWIFT message details for fields 70 and 72 in the workflow notes where:

 Tag 70 contains payment details for beneficiary

 Tag 72 contains bank to bank information Click

the Continue button to confirm the transaction request.

Creating a Template from Current Payment Request
If the payment request you have made is a transaction that you often perform, you can create
a Payment Template. The template will not be available until after the payment has been
approved and processed

Templates saved to Royal Online Gold automatically populate many of the fields required to
create a new payment request, and once a template is created, it is available for use by anyone
in your unit.

To create a new template based on the details of the current request, complete the following:

1. Check the box beside Do you wish to save this payment as a Template?

2. Enter a name for the template in the Name field. .

3. Enter a description for the template in the Description field.

4. Click Continue to proceed to the payment confirmation.

Royal Online Gold
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Confirming the Transaction
Verify that the details presented in the summary are accurate and represent the payment
transaction that you require.

You can use the steps listed to the left of the summary report if you need to return to one of the
screens to amend any details. Otherwise, click the Finish button to send the request for
approval.

The following message confirms that the payment request has been added to the Royal Online
Gold system and will be processed based on the workflow steps saved as part of your user and
account profile:



36

Working with Payment Templates

This is a very useful feature if you make regular payments to the same payee because once you
access the template, you need only complete the Priority, Amount, and Debit Narrative fields.
All other fields will be populated automatically based on the details of the original payment
request.

Making Payment Request from a Template

Click New Request in the Workspace shortcuts list. Click Make Payment Request from
Template.

To make a payment from an existing template, complete the following steps:

In this example, note that there are three payment templates saved for this unit. You can
select any of these templates to use for the creation of a new payment request.
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Note that you can search for a template by name – for example:

 Click on the Filter dropdown menu.

 Select Name.

 Enter keywords to search by in the Names Like field and click the Search
button. All template names matching the keywords you specify are
displayed in the grid. To view all the templates available, select None in the
Filter dropdown list and click Search.

2. Click on the Make Payment link for the payment template you wish to use. The
account selection screen appears:

3. The account is selected automatically for you based on the account used by the
template. Click Continue to proceed to the Debit Details screen.

Note: If you had selected a template in the Step above that includes accounts for
which you do not have permission to access, then the standard account
selection screen appears and you can choose one of the available
accounts to continue with the payment request.
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4. Complete the fields that are not supplied automatically from the template.
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5. Click Continue once you have completed the required fields.

6. Click Continue to add notes to the payment request:

7. Enter any note you wish to include with the payment by entering text directly in the
field.
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8. Click Continue to view the confirmation screen.

9. Verify that the details presented in the summary are accurate and click the Finish
button to submit the payment for approval.

10. The following message confirms the payment request has been added to the Royal
Online Gold system and will be processed based on the workflow steps saved as

part of your user and account profile:

Managing Templates

The Manage Templates screen is available by selecting the Payment Templates link in the
Client Links section. From this screen you can perform several tasks including the following:

 Creating new payment templates for the selected payee
 Deleting payment templates
 Viewing payee details
 Deleting payees
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Creating New Payment Template
You can also create templates from the Manage Templates Screen.

To create a new template from the Mange Templates screen:

1. Select Client Links> Payment Templates to access the Manage Templates screen.

2. Click the Create link under the Template heading for the required payee.

Note: If you are creating a template for a unit that does not have any payees saved, then you
will not be able to create a template from the Manage Templates screen. In this
situation you will have to create a new template when making a third party payment
request as explained in the section titled Third Party Payment Request .

The following screen appears:

3. Complete the following fields:
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4. Click Submit once you have completed the fields. The new template will now be available
for selection from the Manage Templates screen .

Deleting a Payment Template
To delete a payment template:

1. Click on the Delete link that corresponds to the template you wish to delete – the following
alert appears:

2. Click OK to delete the template. This removes the template from the list in the Manage
Templates screen.
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Changing the Template Name
1. Click on the Change Name link for the template that you wish to modify – the following

appears:

2. Enter a new name in the field.

3. Click Save to complete the name change or Cancel to end without changing the name.

Viewing Payee Details
Click the View link under the Details column for any payee listed in the Manage Templates
screen.

Deleting Payee
1. Click the Delete link for the payee you wish to delete. The following alert appears:

2. Click OK to delete the payee.
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Foreign Exchange Transfer

There are four steps that you must complete in order to create a foreign exchange transfer:

1. Select the client (if your unit has more than one client)

2. Select the accounts to be credited and debited
3. Provide the transfer details

4. Confirm the transfer

Please note the additional rules that apply for this transaction type:

Selecting a Client

Note: If there is only one client under the unit the accounts for the client are displayed.

Enter a client name or client number in the fields and click the Search button. Simply click on
the client of your choice.
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Raising a New Foreign Exchange Transfer Request
1. Click the New Request link the click the Foreign Exchange Transfer Request link

2. Click continue
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4. Click on the account to debit from the list of accounts – the background of the account turns

yellow to indicate that it has been selected. Click “Continue”.

5. Select the Account to be credited – the background of the account turns yellow to indicate
that it has been selected. Click “Continue”.

Note: This page will not show any accounts with the same currency as the debit account.

6. Enter “Credit Amount ”.

7. Enter a description in the both Debit and Credit Narrative fields (optional) –.. If you do not
input a narrative the system will generate a default narrative. Click “Continue”.
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Providing Additional Details
The additional details that you can add to a foreign exchange transfer include notes or additional
processing instructions. Click Continue to advance to the Confirmation screen.

Confirming the Transaction
Click the check box below after reviewing the warning details.

Royal Online Gold
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review this information to ensure that it is accurate and reflects the transaction instructions that
you wish to submit for approval and processing.

Until the transaction’s status changes to “complete” you will notice the following:

 FX Details will show a rate of “0”.

 Debit amount will show “0”.

 If the details are correct, click the Finish button to complete the transaction. The
following message confirms that the transaction request has been saved to Royal Online
Gold:

Royal Online Gold
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Requesting Drafts
1. Select the client (if your unit has more than one client)

2. Select the account to be debited
3. Provide the draft details

4. Confirm the draft details

Selecting a Client

Note: If there is only one client under the unit the accounts for the client are displayed
and the next step is omitted.

Royal Online Gold
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Making a Draft Request
To create a new draft request:

1. Click the New Request link. Click the Make Draft Request link.

Royal Online Gold
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Selecting the Accounts
3. Click on the account to debit from the list of accounts – the background of the account turns

yellow to indicate that it has been selected. Click “Continue”.

Providing the Draft Details

Complete the fields below. Click continue

Royal Online Gold
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Please note:

Field Description

By Order of Name of person or company ordering the draft

RE Remarks (optional)

Contact Phone
Number

Enter a 10 digit phone number, including area code (without spaces)
like this: XXXXXXXXXX

Confirming the Draft Request
review this information to ensure that it is accurate and reflects the transaction instructions that
you wish to submit for approval and processing.

Royal Online Gold
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5. If the details are correct, click the Finish button to complete the transaction. The following
message confirms that the transaction request has been saved to Royal Online Gold:

Royal Online Gold
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Approving/Rejecting New Transactions

Approving/Rejecting a Transaction
Click the My Work link on the homepage and select the Inbox tab. In the following example,
there are five (5) new requests that require your approval, only one (1) is shown in the figure:

Note: If you are signed in as an approver and click the View link under the Details column,
the transaction will be locked and cannot be accessed by another user. If you decide
not to approve or reject the transaction at this time, be sure to click the Back button at
the bottom of the display – otherwise the transaction will remain locked.
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Each new request is listed in the main display with the following fields:

Field Name Description

Start Date Displays the date and time that the request was created.

Workflow Lists the approval rules for the transaction.

Priority Lists the priority level assigned to the request when created by the inputter.

Locked By If locked, this indicates that an approver is reviewing the transaction. If an
approver does have the transaction open and a second approver opens
the transaction, the Approve / Reject buttons will be disabled.

Owned By Not used.

Initiated By This is the person that created the transaction request; that is, the original
inputter of the transaction.

Step Name The step name is the point in the workflow at which the request currently
exists.

Category Lists one of the following transaction types:

 Account to Account Transfer Request

 Third Party Payment Request

Peek Provides a quick review of the details for the transaction.

Complete the following steps to approve a transaction for processing:

1. Click View for the transaction you wish to approve. Click Approve/Reject.

Royal Online Gold
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Reject for Editing
The Reject for Editing option cycles the request back to the inputter’s My Work.

1. Enter a reason for the rejection in the text field.

2. Click the Reject for Editing button. The request now returns to the inputter who can view the
status of the request from their My Work screen as illustrated below:

Note that the transaction sent back for editing now has a status that reads Requires Edit. In
order to edit the request, the Inputter must click the View link under Transaction – this opens the
Transaction Details screen.
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Making Changes to Rejected for Edit Transaction
The original Inputter must complete the following steps in order to edit the request and resubmit
for editing:

1. Click the Edit button – this opens the Raise a Request screen with the account already
selected as indicated below:

2. Click Continue – the Credit Account is automatically selected based on the original
transaction request.

Royal Online Gold
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3. Click Continue to view the details for the original transaction:

4. Review the details and make changes as required – in this example, the Approver rejected
the request explaining that the value in the Amount field was incorrect. Adjust this amount
and click Submit to re-send the request for approval.

Reject Completely
the Approver can also completely reject a request. This means that the transaction will not be
processed and cannot be edited or changed in any way in order to make it acceptable for re-
submission.

To completely reject a transaction:

1. Open the Rejection Details screen to reject the request – please see Rejecting Transactions
for instructions on accessing this screen.

2. Enter a reason for rejecting the transaction in the text field – for example:

Royal Online Gold
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3. Click the Reject Completely button. This will cause the transaction to revert back to the
Inputter.

This rejected transaction now appears in the Inputter’s Transaction Requests tab under the
My Work link. The transaction status will be listed as Rejected and the Inputter will not be
able to perform any more work on this request:

Should the Inputter wish to see the reason for the rejection, they can click on the View link
under the Workflow header – this opens the Transaction History dialog box:
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2. Now that the transaction request has been approved/rejected, it no longer appears in your
Inbox tab.

Managing Transaction Requests
If you have a large number of transactions in your Inbox you can sort the display by any column
simply by clicking on the column header. You can also apply a filter by which to retrieve only
those records that match the filter.

For example, if you wanted to only retrieve only High priority transactions you could:

1. Select Priority from the filter dropdown list.

2. Enter High in the text box to the right of the dropdown

Royal Online Gold
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3. Click the Find button – this will retrieve all transactions that have been assigned a High
priority.

Royal Online Gold
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Using Reports Centre

The reports function allows authorized designated users to view Royal Online Gold reports.

Note: The report function should not be granted by the client to those designated
users who have the “Restrict user from viewing Account Balances”
permission.

Viewing Reports
1. Click on the “Reports” link in the right navigation panel.

2. On the Reports Centre select the Reports Tab.

Royal Online Gold
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3. Click on a report name to see the search parameters. Here is an example using the “Client Search
by Amount” report name.

4. Input an amount to search by and select the desired “Transaction Type”.
5. Click the “Run Report” button to generate the report.

Exporting Reports to another format (Excel, CSV, XML)
1. After generating your report, on the Report page select the desired format from the “ Select a Format”

drop down menu and click on the Export button.
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2. Click on the “Save” button to save a copy of the report.
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Tracking a transaction request – as an inputter

1. Select the My Work inbox

2. Select the “View” link under the Workflow column to view the Transaction History page.

This Transaction History page lists the workflow steps the transaction must go through. The current
step is highlighted in yellow. This screen also shows the following information fields:

 Currency

 Amount

 Tracking Reference number

 Date Completed

 Completed by column – show each approver at the company and the RBC Back Office who
processed the transaction.

 Date complete – Date and time of each workflow step is date and time stamped.

Note: If a transaction step is highlighted in red that would indicate the transaction has been rejected
at that step.

3. On the Transaction History page click on the “View” link under the “Who is working on this” column
to see who has access to approve the current step of the transaction.



66

Note: Jill House is the only approver assigned to complete this step.

4. Select the yellow Back Button to return to the Transaction History page.

5. Select the yellow Back Button to return to the My Work inbox.


