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Corporate Internet Banking 

User Guide 

 

 

Note: The system supports Arabic and English language 
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Payroll program 
 
Through the main page after your login to the system Click 

on Payments/ Initiate 

1. Choose from the drop menu press on Payroll service/Salary payment 
 

 

The salary payment screen will get displayed 
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2. Choose the required Template name then press view 
 

3. A screen will appear with the details of the Form then press download to download the file 
 

 
Press on Download 
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4. Open the File and fulfill the requested fields 
 

 
5. After completing save the file on your device then click on (Add ...), select the prepared file from your 

device 
 

 
 
 
 

 

Employee 

number 

at your 

company 

 
 
 

 
Salary 

amount 

Salary 

Currency 

that must 

match 

with the 

employee 

and 

company 

account 

currency 

 

 
Employee 

Name 

Please 

use the 

English 

language 

only 

 
 
 

 

Employee 

bank 

account 

at QNB  

Upload the file from your 

device 



6 

 

 

6. Choose the debit account number 
 

 

 

 

Select debit accounts number from the eligible accounts 

Account details 

will get displayed 
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7. Fulfill payment information details (request date – payment month and year – purpose of payment) 
 

 

 

8. Salary payment request will get displayed in review screen in order to review inputs and then press 

on confirm 

 

Press Submit 

Press Confirm 
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9. You can check salary file status by click on payments / bulk upload / salary file upload 

 
 

10. The file is now ready for Verification by clicking on the pending activities / File Upload 
 

Confirmation message appear 

when the file accepted 

Error message appeared if 

the file already uploaded 

before 

For more detail 

Click twice on the requested file 



9 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

 

11. The file is now ready for approval by clicking on pending Activities/ File Upload 
 

Choose the File and Press 

accept 

Salary file upload details display file 

uploaded name, date, amount, number of 

transactions, number of successful and failed 

transactions “throw error description Colum 

you can define the reason’ 

 
Press Close 

After reviewing the details 

Choose the file and 

Press Authorize 
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12. You can check salary file status by click on payments / bulk upload / salary file upload 
 

 

 

Enter the OTP password 

Generated from the OTP Token 
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Add Beneficiaries 
 
You can add your beneficiary to the deferent transfer types (Within QNB, Domestic fund 

transfer and International Bank transfer) through Payments – Data Maintenance – Add 

beneficiary 

 

 

 

 

  

Make sure of the beneficiary's name - 

Enter a preferred name for the 

beneficiary in English then press Confirm 

then Accept 

Use the IBAN provided by the 

beneficiary's bank and automatically the 

bank data will be retrieved 

Please add the beneficiary details 

Make sure that you fulfilled mandatory 

filed to be able to add the beneficiary 

You can select the beneficiary type 

 
You can choose if the beneficiary appears for your company only 

or for the group in case your company is a holding company 
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Note: 

You can view the beneficiary list through click on Payments – Beneficiaries to know beneficiary 

details and status, in addition you can delete or amend beneficiaries from this screen 

 

 

From the main menu, press 

on pending activities and 

select the beneficiary and 

press authorize 

From the main menu, you can view the 

beneficiary list through press on payments, 

Select beneficiaries to know details and status, in 

addition you can delete or amend 

beneficiaries from this screen 
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Bulk file upload 

 
Through the main page after your login to the system 

Click on Payments/ Initiate 

1. Choose from the drop menu press on Bulk file upload 
 

 

 

 

 
Swift 101 You can upload the file in terms of swift 

Transfer inside QNB-EGYPT Transfers to other opening accounts 
inside the bank 

Domestic Fund Transfer (ACH) Transfers to the local banks inside Egypt 

International Fund transfer Transfers outside Egypt through swift 

You can select from the 

dropdown menu and press view 
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 FAQPAYMENT.PDF (QNB.com) 

 

 

 

Upon press on Load 

The file from your device will be uploaded 

Enter the data in the file and follow the codes in the below 

link 

The following screen will 

appear 

https://ib.qnb.com.eg/MainFaq/corpIB/FAQPAYMENT.PDF
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▪ Attach file – Verification - approve file from the Pending Activities 
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Press twice on the file for 

more details 
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You can follow up on the file through 

Payments –Download Bulk File - Bulk File 

Upload 

Press Accept the file will be 

transferred to approval 

From the main menu, click 

on the pending activities, 

verify the file 
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Transfers 
Through the main page after your login to the system click on payment / 

initiate 

1. Choose from the menu transfer type you can perform as below: 

- Book transfer (Transfers between the company accounts) 

- Transfer within QNB Egypt (Transfers to beneficiaries inside the bank) 

- Domestic Fund Transfer (Transfers to beneficiaries in local banks) 

- International Fund Transfer (Transfers in Foreign currency for international banks) 

Book transfer (Transfers between the company accounts) 
 
 

(Or you can quick action drop menu) 
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1-Select debiting account number and credit account number and fulfill the form then press submit 
 

 

 
 
 

 
2. Review the transfer details and press Confirm 

 

Please make sure that there is sufficient balance in the 

account before completing the transfer process to avoid 

rejection of the transfer, bearing in mind that covering the 

account after issuing the transfer does not prevent its rejection 

The reference number of the 

transaction will appear to you and 

the status is ready for approval by 

the authorized person 
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3. From the main menu, click on the pending activities to choose the process you want to 

approve 
 

You can add supportive document 

for your transactions throw attach 

document tab 

The status of the transfer will appear on the Payments page below the 

transaction summary on the right of the screen 

Choose the required 

transaction and press 

authorize 
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4. A pre-confirmation screen will appear for you to view, click on the reference number for 

more details 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
5.To follow the status of the file from the main menu, choose Payments and click on 

Transaction Summary 

Press Authorize, then enter the 

OTP password generated from the 

Token 
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Transfer within QNB (Transfers to beneficiaries inside the bank) 

 
 
 
 
 
 
 
 
 
 

 
1. Enter the transfer details 

 

 

Fulfill transfer within QNB transfer 

form and press submit 

If you use the bank account number, 

the client name will appear to you 

- If the beneficiary is "new", 

please enter the new 

beneficiary's data 

- If you have added the 

beneficiary previously, you can 

choose the beneficiary from 

the list of beneficiaries 
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2. Review and confirm the transfer 
 

 

3. From the main menu, click on the pending activities to choose the transaction you want to approve 
 

 

 

The reference number of the 

transaction will appear to you and 

the status is ready for approval by 

the authorized person 

The status of the transfer will be available in 

the transaction summary page on the right 

Choose the required 

transaction 
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4. pre-confirmation screen will appear, click on the reference number for more details 
 

5. To follow the status of the file from the main menu, choose Payments and click on 

Transaction Summary 
 

Press Authorize, then enter 

the OTP password generated 

from the Token 
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Domestic Fund Transfer (Transfers to beneficiaries in local banks) 
 

1. Enter transfer details 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

- You can use the international account 

number, or the account number 

provided by the beneficiary's bank 

- In case of using the international 

account number IBAN the beneficiary 

bank and the branch code will be 

identified automatically 

- If the beneficiary is "new", please enter 

the new beneficiary's data 

- If you have added the beneficiary 

previously, you can choose the 

beneficiary from the list of beneficiaries 
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2. Press on confirm after reviewing the transfer fields 

 

3. From the main menu, click on the pending activities to choose the transaction you want to approve 
 

 
 
 

 

The transaction 

summary will 

appear, click on 

Confirm to 

proceed 

Choose the required 

transaction 
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4. A pre-confirmation screen will appear, click on the reference number for more details 

 

5. To follow the status of the file from the main menu, choose Payments and click 

on Transaction Summary 
 

 
 

Enter the OTP password generated 

from the Token and Press Authorize 
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International Fund Transfer (Transfers in Foreign currency) 
 

1- Enter the transfer details and press submit 
 

2- Press on confirm after fulfilling the required transfer fields 
 

Upon using the international 

account number IBAN the 

beneficiary bank info will be 

identified automatically 

When you enter the transaction amount 

in EGP or in foreign currency, the 

equivalent value will appear to you based 

on the exchange rate during the 

completion of the transaction for 

reference 
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3. From the main menu, click on the pending activities and select the transaction you want to approve 
 

 

 
 
 

 
4. A pre-confirmation screen will appear, click on the reference number for more details 

 

5. To follow the status of the file from the main menu, choose Payments and click on Transaction Summary 
 

Choose the required 

transaction 

Press Authorize then enter the OTP 

password generated from the Token 
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Bank draft request 
Through the main page after your login to the system 

Click on Payments/ bank draft 
 

 

1- Enter the bank draft details, and press submit 
 

2- Press on confirm after reviewing the bank draft details 
 

You can choose which 

branch you want to 

receive the cheque 
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3- Confirmation message will appear 
 

4- From the main menu, click on the pending activities to choose the transaction you want to approve 
 

 

 

                                5-To follow the status of the file from the main menu, choose Payments and click on Draft Cheques Inquiries 
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Settle credit card 

 
Through the main page after your login to the system 

From Payments press initiate and select Card payment 

 

1- Fulfill the data in the card payment request 

and press submit 
 

 

 
2- Review and confirm the request and press confirm 

 

Accept the terms & conditions. 

Enter settlement amount. 

Select credit card required to be 

settled. 

Select debit account 
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3- from the main menu press on Pending activities to select the transaction to be validated 

 

 

 
4- A pre-confirmation screen will appear, click on the reference number for more details 

 

 

 

 
5- To follow up on the file status from the main menu click on payment and press transaction 

Summary 
 

Press on Authorize, and enter 

the OTP generated from the 

Token 
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Future dated cancelation 
Through the main page after your login to the system 

From Payments press transaction summary 

 

1- Select from transaction summary future dated transaction required to cancel by press 

right click 
 

2- Cancel transaction screen will display to review and press submit 
 



36 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3- from the main menu press on Pending activities to select the transaction to be canceled 

 

4- A pre-confirmation screen will appear, click on the reference number for more details 
 

 

Press on Authorize, and enter 

the OTP generated from the 

Token 
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5- To follow up on the file status from the main menu click on payment and press transaction 

Summary 
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Account Services 
This page includes the company's accounts and online balances such as (account summary – Cheque details 

- loan summary - credit card summary - multiple account statement report – deposit summary - transaction 

summary) 

 
 
 

 

Account summary 
Through the main page after your login to the system 

From Account Service Press Account summary 

1- All Eligible accounts will be available in account summary screen 
 

 

 
2- For more account details, double click on the required account for extra details 

 

 

Through the account summary, you can view the eligible accounts, account name, 

currency, actual balances and available balance. 

By clicking twice on specific account, you can view the account details including date of 

account opening, balances and IBAN … ETC. and you can have an account statement 

and print it for a specific period of time 

Balance Are Up to 

date 

By clicking twice on specific account, you can view the account details including account 

opening date, balances, reserved amount, ODA limit and IBAN … ETC. and you can have 

an account statement and print it for a specific period. 
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Deposit summary 
Through the main page after your login to the system 

From Account Service Press Deposit Details 

 

 
1- All outstanding deposit products will be available in deposit summary screen 

 

2- For more deposit details, double click on the required deposit for extra details 
 

You can view all outstanding Deposits details 

(Time deposits – Certificate of deposits) 

You can view Deposits details for specific 

deposit (Deposit account no – Deposit amount 

– Deposit start date – implementation date – 

maturity date interest date … etc.) 
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Cheque Summary 

 
Through the main page after your login to the system 

From Account Service Press cheque summary 

 

 

 

Paid Cheques: 

You can view paid Cheques – payment 

account – Cheque number - amount – 

Cheques under collection: 

You can view Cheques under 

collection with future dates 

(Collection Account - Cheque Date - 

Cheque Amount - Cheque Number... 

etc.) 
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Loan summary 

 
Through the main page after your login to the system 

From Account Service Press Loan summary 

 

Loan Details 
 

You can view the company’s granted loans 

and the total amounts. 

Loan Details: You can see the details of the loan you 

want to inquire about (Loan number - date of the 

start and expiry of the loan - interest rate - date of 

the next installment  etc. 
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Credit Card Summary 
 

 

You can view the company’s credit card summary. 

Credit Card Details: You can view the credit 

card details (cardholder's name – credit limit 

of the card – available balance ... etc.) 

You can also issue and print a statement of 

selected card in different format “excel sheet, 

PDF, word …. etc.” 
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Transaction Summary 
Through the main page after your login to the system 

From Account Service Press Request Summary 

 

You can view your requests & status 

(cheque book – deposit request – 

Investment fund) from request summary 
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Cheque Book Request 
Through the main page after your login to the system Click on Account Services 

From initiate choose Cheque Book request from the dropdown menu 
 
 
 

 

 
1. fulfill the check book requested fields 

 

 

Select Account number to choose the 

required account to issue a check 

book. 

Cheque book request 

(standard) 

Cheque book request 

(customized) 
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Choose the required 

transaction 

 

  
 

2. Review and confirm the request 

 
 
 
 
 
 
 
 
 
 

 
 

 
3. from the main menu press on Pending activities and select the transaction to be validated 

 
 
 
 
 
 
 
 

 
 ا 

Attach company logo that 

will be used to issued Cheque 

book 

 
Sample Cheque 
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4. A pre-confirmation screen will appear, click on the reference number for more details 
 

5. To follow up on the Request status from the main menu click on Account Services and press Request 

Summary 
 

Press Authorize, then 

enter the OTP password 

generated from Token 
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Deposit request 
 
Through the main page after your login to the system 

From Account service press initiate and select Deposit Request 

 
 
 
 

 
1. Fulfill the deposit request required fields 

 

 

 

 

Account numbers to select 

the debit account. 

Product details enable you to select 

the deposit type – Deposit amount - 

Tenor - interest payment frequency. 

Renewal instructions are 

available to select Auto renewal 

and renewal option. 
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2. Press on confirm after reviewing the Deposit request 

 

The settlement instructions 

enable you to select 

settlement account and the 

interest account. 

Click on terms and 

conditions then Confirm 

then press submit. 

The following screen will appear 
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3. from the main menu press on Pending activities to select the transaction to be validated 
 

 

 

 
4. Pre-confirmation screen will appear, click on the reference number for more details 

 

5. To follow up the file status from the main menu click on Account Services and press Request Summary 
 

Select the required transaction 

you want to approve or reject 

Press on authorize, and enter OTP 

generated from the Token and press 

authorize 
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Investment Fund request 

 
Through the main page after your login to the system 

From Account Service press initiate and select Mutual Fund 
 

1- Fulfill the data in the investment fund request 
 

Select Mutual fund type 

(Themar- Tawazon- 

Tadawal) 

Click on terms and 

conditions then press 

Submit. 

You can 

determine the 

amount that will 

be invested in 

the fund and the 

no. of units will 

be calculated 

automatically 

Select Debit 

Account 
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2- Press on confirm after reviewing the Mutual fund request 

 

3- From the main menu press on Pending activities to select the transaction to be validated 
 

4 - A pre-confirmation screen will appear, click on the reference number for more details 
 

5- To follow up on the file status from the main menu click on Account Services and press request 

Summary 
 

Press on Authorize, and enter 

the OTP password generated 

from the Token 
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Select required accounts for 

Multi Account statement report 

and press (Go) 

Multiple Account Statement Report 
Through the main page after your login to the system 

From Account Service press initiate and select Multi account statement Download 

 

1- Select the accounts and period for multi account statement report and press submit 
 
 
 
 
 
 
 
 
 
 

 

 
2- From Multi Account statement export screen you can download and print the file 

 

By clicking on multiple account statement report 

you can Download the multiple account 

statement 

Select required period 

and required report 

format and press submit 
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Settings 

 
From profile Settings, you can find the following options: 

- Preferences 

- Change password 

- Exchange rate calculator 

- Contact bank “E-mail alert and notifications. 

- Manage alerts. 

Preferences 
 

 

You can change the 

Application language 

(English – Arabic) and the 

font size and press save. 
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Change Password 

Exchange Rate Calculator 
 

You can view the 

indicative exchange rate 

rates. 

You can change the 

password and view 

password policy from 

password policy tab. 
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Contact bank “E-mail alert and notifications” 
Click on the Alerts Sign 

 

The following screen will appear: 

1- Alerts 

 

 
 

 

 
- Manage Alerts 

 

Note: Please be advised that the SMS service is not currently available. 

You can choose which transactions type 

you want to receive notification email 

upon creation 

Then click on save 

Press 
here 

 



56 

 

 

2- Notification 

3- Create new e-mail 
 

 

Press 

Here 

Please check your inbox to view the 

feedback to your inquiry 

You can submit your inquiry or 

complain and one of bank 

representative will replay to your 

email 
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Quick Launch 
Quick lunch menu is a shortcut to give quick access to the required services. 
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Governmental payments (Tax) 
Through the main page after your login to the system 

Press payment 

1. Click on initiate then choose governmental payment. 
 

 

 
2. In Debit Information section please choose debit account number 

 

Governmental payment 

window will appear to you 



59 

 

 

 

 

 

 

 

All eligible accounts will get displayed to choose the 

required account 
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3. In service provider section, Choose Tax from Service dropdown menu 

 

 

All Account Details will get displayed. 
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4. Choose Service type from dropdown menu. 

 

 

 
 

 
5. Fill in the requested data (payment type, tax registration no. and tax 

payment period) and then Press inquire 
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6. All payment details will get displayed then enter payment Amount 

and all related fees and charges will be shown automatically then 

press submit. 
 

 

 
7. Review and confirmation screen will appear to review your request 

and then press confirm) 
 

Please make sure that there is sufficient balance in the account before completing the transfer process to 

avoid rejection of the transfer, bearing in mind that covering the account after issuing the transfer does not 

prevent its rejection 
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8. Confirmation message will appear to show the transaction 

information (press close) 
 

 
 

 

The status of the transaction will appear on the Payments page below the 

Governmental Payment on the right of the screen 
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9. From the main menu, click on the pending activities to choose the 

transaction you want to approve 
 

 

If the transaction did 

not show yet press 

refresh 

Choose the required 

transaction and press 

authorize. 
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10.  Enter the OTP (one time password) generated from token then press 

authorize 
 

 

 
11.  After transaction submitted successfully refer to Governmental 

Payment page to print the proof of payment 
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` 

Duple click on the 

required transaction to 

print the proof of 

payment and be sure 

that e-Finance 

confirmation reference 

number is available. 
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Governmental payments (Custom) 
Through the main page after your login to the system 

Press payment 

1- Click on initiate then choose governmental payment 
 
 

 

 
2- In Debit Information section please choose debit account number 

 

Governmental payment 

window will appear to 

you. 
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All eligible accounts will get displayed to 

choose the required account. 

All Account Details will get displayed. 
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3- In service provider section, Choose Custom from Service dropdown 

menu 
 

 

4- Choose Service type required from dropdown menu 
 

 

5- Fill in the requested data (dealer no., year, unit no., series no., 

registration no., and confirmation no.) and then Press inquire. 
 

 

1 2 3 

4 5 6 
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6- All payment details will get displayed along with payment Amount 

and all related fees and charges, then press submit. 
 

 

 
 

 

Please make sure that there is sufficient balance in the account before completing the transfer process to 

avoid rejection of the transfer, bearing in mind that covering the account after issuing the transfer does not 

prevent its rejection. 
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7- Review and confirmation screen will appear to review your request and 

then press confirm. 



72 

 

 

8- Confirmation message will appear to show the transaction information 

(press close) 
 

 
 
 
 
 

 

 

The status of the transaction will appear on the Payments page below the 

Governmental Payment on the right of the screen 
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9- From the main menu, click on the pending activities to choose the 

transaction you want to approve. 
 

 

If the transaction didn’t 

show yet press refresh. 

Choose the 

required 

transaction and 

press authorize 
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10- Enter the OTP (one time password) generated from token then press 

authorize. 
 
 
 

 

 
11- After transaction submitted successfully refer to Governmental 

Payment page to print the proof of payment 
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Duple click on the 

required transaction to 

print the proof of 

payment and be sure 

that e-Finance 

confirmation reference 

number is available. 
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Governmental payments (Other Payment) 
Through the main page after your login to the system 

Press payment 

1- Click on initiate then choose governmental payment 
 
 
 

 

 

 
2- In Debit Information section please choose debit account number 

 

Governmental 

payment window 

will appear to you 
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All eligible accounts will get displayed to choose the required account 

All Account Details will get displayed 
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3- In service provider section, Choose Other Payments from Service 

dropdown menu 
 

 

 

 
4- Choose Service type from dropdown menu. 
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5- Fill in the requested data (inquiry by, claim/account number) and 

then Press inquire 
 

 

6- All payment details will get displayed then enter payment Amount 

and all related fees and charges will be shown automatically then press 

submit 
 

 

Please make sure that there is sufficient balance in the account before completing the transfer process 

to avoid rejection of the transfer, bearing in mind that covering the account after issuing the transfer does 

not prevent its rejection 
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7- Review and confirmation screen will appear to review your request 

and then press confirm 
 

8- Confirmation message will appear to show the transaction 

information (press close) 
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9- From the main menu, click on the pending activities to choose the 

transaction you want to approve 
 

 

The status of the transaction will appear on the Payments page below the 

Governmental Payment on the right of the screen 

If the transaction 

didn’t show yet 

press refresh 

Choose the required 

transaction and press 

authorize 
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10- Enter the OTP (one time password) generated from token then press 

authorize. 
 

 
 

 
11- After transaction submitted successfully refer to Governmental 

Payment page to print the proof of payment 
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Duple click on the 

required transaction to 

print the proof of 

payment and be sure 

that e-Finance 

confirmation reference 

number is available 
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THANKS 

 


