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Introduction  
This User Guide has been written to help you understand and use BSP’s Digital Banking application. It 
presents the functional capabilities, operational details and contains the procedures that you should 
know for performing your online transactions. 
 
This User Guide is designed as a quick reference source to guide a Personal Internet Banking Users 
through everyday transactions. 
 
BSP’s Internet Banking is convenient, easy-to-use and secure and can be accessed from your desktop 
computer, tablet or smartphone. 
 

System Requirements 
Accessing Digital Banking application in an unsupported browser not listed herein will inform the 
customer that the browser is unsupported and will list the browsers supported.  
 
The web browser details for accessing Internet Banking are listed here. 
 

Web Browser Version 

Internet Explorer 11.0 and above. 

Microsoft Edge 116.0 and above. 

Mozilla Firefox 45.0 and above. 

Safari for Mac 7.0 and above.

Safari for Windows V 5.1.7 

Google Chrome 51.0 and above. 
 

Security Timeout 
For security reasons, Internet Banking will automatically log out if you have been inactive for 10 
minutes. A warning message will appear 2 minutes before your session is due to timeout. 
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1.0 Getting Started 
1.1 Login to Internet Banking (IB) 
 
Our Internet Banking services is accessible through both desktop using the following 
https://digital.bsp.com.fj or by clicking the BSP Online Plus icon on our BSP website  www.bsp.com.fj 
 
 
 
 
Enter your Internet Banking username and password in the spaces provided.  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
For first time users, you will be prompted to change your password and accept the terms and conditions 
of use. User password must contain the following: 

 
 
 

 

 
 
 
 
 
 
 
 
 
 

                     Return to Table of Contents 
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2.0 Homepage 
On successfully validating your login credentials, the following Home page is displayed.  

 

 
 
 
 
 
 
 
 
 
 
 
 

2 

1 

5 

4 

3 

6 

1. Header  
Your name, login ID and last login 
details are displayed.  
You can edit your password by 
selecting Profile, message our 
Customer Service Centre using 
Secure Message and log out.   
 

2. Home Tabs 
Displays the various IB 
functionalities. 
 

3. Accounts Display 
Displays a list of all your active BSP 
accounts. Click an account and 
view the 10 recent transactions.  
 

4. Calendar 
Displays the current month and 
lists all scheduled payments. 

 
5. Quick Links 

Provides short cuts to the 
following functions: 

• Ad Hoc or one – off payments 

• Add payee 

• Payment History 

• Contact us 

 
6. Footnotes 

Provides detailed information on 
site privacy, terms & conditions 
and security. 

                     Return to Table of Contents 
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3.0 Payments & Transfers 
3.1 Inter account Transfers : Allows you to transfer funds between your accounts as well as make loan or credit card repayments.  

 
 
 
 

 
 

 
 
 
 
 
 

Note:  
Scheduled & Recurring transfers are only 
applicable to deposit & loan accounts.  

1 

3 

8 

4 

7 

6 

5 

Select Payments & Transfers. 

 

Select Inter-account. 

 

Select Transfer From to choose your 
source account and Transfer To, to 
specify which account to credit.  

Transfer To, select either Deposit, 
Loan or Credit Card Accounts. 

 

Enter the Amount you want to pay & 
your Narration. 

 
Click Proceed to Transfer & Confirm. 

 

Transaction successful. Select Done. 

 

Select I want to make recurring 
transfer if you’d like to schedule that 
transfer.  
 
 
 
 

 

                     Return to Table of Contents 
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3.2 Payee & Biller: Allows you to transfer money or pay other individuals and companies.  

3.2.1 Registered Payee 
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Select Payments & Transfers. 

 

Select Payee & Biller. 

 

Payment To, select Registered Payees. 

Select Payment Type. 

 

Select your Account & Payee from the 
dropdown. 

 

Enter the Amount you want to pay & 
your Narration. 

 

Select Proceed to Payment & 
Confirm. 

 
Transaction successful. Select 
Done. 

 

9 
If you wish to schedule a transfer, tick 
“I want to make recurring payment” & 
follow instructions. 
 
 
 
 

 

Note: 
A payee needs to be created prior to 
using this function. 
To create a payee, click here. 
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                     Return to Table of Contents 
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3.2.2 Registered Biller 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 

2 

3 

7 

5 

Select Payments & Transfers. 

 

Payment To, select Registered Billers. 

 

Select your Account & Biller from the 
dropdown. 

 

4 

Enter the Amount you want to pay & 
your Narration. 

 

6 Select Proceed to Payment & 
Confirm. 

 

Transaction successful. Select Done. 

 

8 
If you wish to schedule a transfer, 
tick “I want to make recurring 
payment” & follow instructions. 
 
 
 
 

 

Note:  
Biller reference appears in the Biller’s 
statement and Narration appears in your 
bank statement. 

Note: 
A Biller needs to be created prior to 
using this function. 
To create a Biller, click here. 

Select Payee & Biller. 

 

                    Return to Table of Contents 
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3.2.3 Ad hoc Biller 
This functionality allows you to make an ad-hoc payment to a biller as well as save that biller for future payments. 

 
 
 

 
 
  

 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 

1 Select Payments & Transfers. 

 

Select Payee & Biller. 

 

Payment To, select Ad Hoc Billers. 

 

Select Account & Biller from the 
dropdown. 

 
Enter Biller reference, Amount & 
Narration. 

 
Select Proceed to Payment & 
Confirm. 

 

2 

3 

5 

4 

6 

7 Transaction successful. Select 
Done. 

 

Note:  
Biller reference appears in the Biller’s 
statement and Narration appears in your 
bank statement. 

                     Return to Table of Contents 
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3.3 Multiple & Group: Allows you to make payments to multiple payees or a group of payees by selecting either Multiple Payments or Group Payments. 

 

3.3.1 Multiple Payments 
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Select Payments & Transfers. 

 

Select Multiple & Group. 

 

Payment To, select Multiple Payments. 

 

Tick the check box if you’re paying 
from the same account. 

 

Select Payees from the dropdown. 

 

Enter the Amount & your 
Narration. 

 

Select “Add Payment” to create 
another payment. 

 
Select Proceed to Payment. 

 

Tick the check box if you wish to save 
these payees for future payments. 
Create a Group Name. 

 

Verify Details & Confirm. 

 

Transaction Successful. Select Done. 

 

                     Return to Table of Contents 
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3.3.2 Group Payments 
This function allows you to make multiple payments that have been pre-saved as a Group. 
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Select Payments & Transfers. 

 

Select Multiple & Group. 

 

Payment Type, select Group 
Payments. 

 
Tick the check box if you’re paying 
from the same account. 

 

Select Payee Group from the 
dropdown. 

 

Enter the Amount & your Narration. 

 

Select Proceed to Payment. 

 

Verify Details & Confirm. 

 

Transaction Successful. Select Done. 

 

                     Return to Table of Contents 
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3.4 Mobile Top Ups: 
This function enables you to top-up a saved Vodafone/Digicel/Inkk prepaid mobile number.  
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Select Payments & Transfers. 

 

Select Mobile Top Ups. 

 
Payment From, select your 
Account you wish to pay from.  

 
Select Payee you want to recharge 
from the dropdown. 

 

Enter the Amount you want to top 
up the phone number by.  

 

Select Proceed to Payment. 

 

Verify Details & Confirm. 

 

Transaction Successful. Select Done. 

 

Note: 
A payee needs to be created prior to 
using this function. 
To create a mobile top up payee, click 
here. 

                     Return to Table of Contents 
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3.5 Foreign Currency: 

3.5.1 Inter-account Transfer 
Allows you to transfer funds from your Foreign Currency (FCY) account to your other BSP deposit accounts. 
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9 

Select Payments & Transfers. 

 

Select Foreign Currency. 

 

Transfer Type select Inter-account. 

 

Select your FCY account from the drop 
Down under Transfer From. 

 
Select your Payee from your list 
of saved payees.  

 

Enter the Amount you want 
to pay & your Narration. 

 

Select Proceed to Transfer. 

 

Verify details & Confirm. 

 

Transaction successful. Select Done. 

 

                         Return to Table of Contents 
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3.5.2 BSP Payment Transfer 
Allows you to transfer funds from your Foreign Currency (FCY) account to other BSP deposit accounts. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 

3 

7 

4 

8 

5 

9 

6 

2 

Select Payments & Transfers. 

 

Select Foreign Currency. 

 

Transfer Type, select BSP Payment. 

 

Select your FCY account from the  
drop down under Transfer From.  

 

Select your Payee. 

 

Enter the Amount & your Narration. 

 

Transaction successful. Select Done. 

 

Select Proceed to Payment. 

 

Verify Details & Confirm. 

 

Return to Table of Contents 
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3.5.3 Other Bank Payment Transfer 
 
Allows you to transfer funds offshore.  
 

 
 
 
 
 
 
 
 
 
 
 
 

2 

3 

4 

5 

Select Payments & Transfers. 

 

Select Foreign Currency. 

 

Transfer Type select Other Bank 
Payment. 

 
Select your account from the  
drop down under Payment From.  

 

Select FCY Payee.  

 

1 

Note: 
An FCY payee needs to be created prior 
to using this function. 
To create an FCY payee, click here. 

                     Return to Table of Contents 
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Enter FCY Amount or FJD Amount. 
accordingly.  

 
Do you have a booking number? 
No - the day’s carded rate is used. 
Yes – Enter your special rate & 
Approved Booking Number 
provided by the BSP Treasury 
Team. 

 
Enter Narration.  

 

Select Add Payee Details.  

 

6 

7 

8 

9 

                     Return to Table of Contents 

 

10 

Select Add Invoices/Tax Certificates to 
upload your documents/invoices. 
 
 

 
Instructions for uploading file: 

• Maximum of 15 files can be uploaded. 

• Maximum file size per file should be 
1MB. 

• Individual file name length should be 
less than 20 characters. 

• Duplicate files cannot be uploaded. 

• Individual files uploaded should have a 
valid file extension. 
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11 
Amend Payee & Payee Bank Address if 
required. 
Enter party identifier if available. 
Select Add. 

 

                    Return to Table of Contents 
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Enter Sender to Receiver 
Information/Remittance Information 
if needed. 

 
Select Proceed to Payment. 

 

Verify Details & Confirm. 

 

Transaction Successful. Select Done. 

 

Please take note of the important 
information when making offshore 

payments. 

 

12 

13 

14 

15 

                     Return to Table of Contents 
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4.0 Management & Maintenance 

4.1 Recurring & Future Payments: Allows you to view or edit any of the recurring & future payments. 

4.1.1 View or Edit Inter account Scheduled Transfers 

 
 

 
 

1 
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6 

2 

4 

7 

Select Management & Maintenance. 

 

Select Recurring & Future Payments. 

 

From the dropdown Select Interaccount 
Transfers. 

 
Payment From, select Account from 
dropdown. 

 

Select Show Schedules. 

 

List of scheduled transactions is 
displayed. 
Select the drop-down arrow. 

 
Select Delete or Edit the scheduled 
transaction. 

 

Note: 
You cannot delete/edit a scheduled 
transaction a day before or on the 
scheduled date.  
 
You can only edit the Amount, Payment 
Frequency & Start Date fields. 

 

                   Return to Table of Contents 
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4.1.2 View/ Edit Scheduled Payee Payments 
 
 
 

 
 

 

 
 
 
 
 
 
 
 
 
 

 

1 

5 

3 

2 

4 

Select Management & Maintenance. 

 

Select Recurring & Future Payments. 

 

From the dropdown Select Payee 
Payments. 

 
Payment From, select Account from 
dropdown. 

 

Select Show Schedules. 

 

6 

7 

List of scheduled Payee transactions is 
displayed. 
Select the drop-down arrow. 

 

Select Delete or Edit the scheduled 
transaction. 

 

Note: 
You cannot delete/edit a scheduled 
transaction a day before or on the 
scheduled date.  
 
You can only edit the Amount, Payment 
Frequency & Start Date fields. 

                    Return to Table of Contents 
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4.1.3 View/Edit Scheduled Biller Payments 
 

 
 

1 

4 

5 

6 

2 

3 

7 

Select Management & Maintenance. 

 

Select Recurring & Future Payments. 

 

From the dropdown Select Biller 
Payments. 

 

Payment From, select Account from 
dropdown. 

 

Select Show Schedules. 

 

List of scheduled Biller transactions is 
displayed. 
Select the drop-down arrow. 

 

Select Delete or Edit the scheduled 
transaction. 

 

Note: 
You cannot delete/edit a scheduled 
transaction a day before or on the 
scheduled date.  
 
You can only edit the Amount, Payment 
Frequency & Start Date fields. 

                     Return to Table of Contents 
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4.2 Maintain Payees & Billers 

4.2.1 Create a Payee 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 

4 

5 

2 

3 

Select Management & Maintenance. 

 

Select Maintain Payees & Billers. 

 

From the dropdown, select Payees.  
Select Create Payee. 

 

Enter Payee Details. 

Select Proceed. 

 

8 

6 Verify Details & select Confirm. 
 
 
Enter OTP code & select Submit. 
 

 
Payee creation successful. Select Done. 

 

To Delete or Edit a Payee, select the 
dropdown arrow.  
 

 
When creating an FCY payee, ensure that 
you amend the Account Currency 
accordingly. 
 

                      Return to Table of Contents 
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4.2.2 Create a Biller 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

1 

4 

5 

2 

3 

Select Management & Maintenance. 

 

Select Maintain Payees & Billers. 

 

From dropdown, select Billers. 

 

Select Create Biller. 

 

Select Biller from dropdown. 

 

6 

9 

10 

7 

8 

Enter Biller Reference. 

 

Enter Narration. 

 

Select Proceed. 

 

Verify Details & select Confirm. 

 

Biller creation successful. Select Done. 

 

Note:  
Biller Reference is your account number 
with the Biller. 

 

                     Return to Table of Contents 

 

To Delete or Edit a Biller, select the 
dropdown arrow.  
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4.2.3 Create Mobile Top Up Payees 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 

1 
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7 

8 

Select Management & Maintenance. 

 

Select Maintain Payees & Billers. 

 

From dropdown, select Mobile Top Up 
Payees. 

 
Select Create Payee. 

 

Enter Payee details. 

 

Select Proceed. 

 

Verify Details & select Confirm. 

 

Enter OTP code & select Submit. 

 

9 Creation Successful. Select Done. 

 

                    Return to Table of Contents 
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4.2.4 Create Payee Groups 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Select Management & Maintenance. 

 
1 

2 

3 

4 

Select Maintain Payees & Billers. 

 

Select Create Payee Group. 

 

From dropdown, select Payee Groups. 

 

5 

6 

7 

8 

Create a Payee Group Name & 
select Proceed. 

 

Select Payees from the dropdown. 

Select Proceed & Confirm. 
 

Creation successful. Select Done. 
 

                     Return to Table of Contents 

 



25 | P a g e  
 

 

4.3 Account Management: Allows you to create a nickname to the account. 
 

 
 
 

 
 
 

 
 
 

 
 
 
 

 
 
 

 
 
 

 
 
 
 
 

 
 

1 

2 

4 

3 

Select Management & Maintenance. 

 

Select Account Management. 

 

Select Account. 

 

Select Edit. 

 

5 

6 

7 

Amend Account Nickname. 

 

Select Proceed & Confirm. 

 

Amendment Successful. Select Done. 

 

 

                     Return to Table of Contents 
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5.0 Enquiries 
Allows you to enquire and download your interim account statements, to view your account Payment and Transaction History.  

 

5.1 Transaction History 
The transaction history details the transactions associated with the financial activities of your selected account. The transaction history includes both withdrawal and 
deposit details. You can view, print or download the interim statement for the current month, previous six months or for a specific date range. Please note that  
if you choose to customise your search, that you can only search within 6-month intervals.  

 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 

 
 
 

1

 

2

 

3

 

4

 

Select Enquiries. 

 

Select Transaction History. 

 

Select Account from the dropdown. 

 

Select Date Range. 

 

5

 

Select Show History.  

 

6

 

Select option whether to download or 
print Transaction History. 

 

                     Return to Table of Contents 
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5.2 Payment History:  Allows you to view and print receipts for past payments. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

2

 

1

 

5

 

4

 

3

 

6

 

Select Enquiries. 

 

Select Payment History. 

 

Select your Source Account & 
Payee. 

 

Enter Amount & select Date Range. 

 

Select Show Payments. 

 

List of payments will be displayed. 
Option to View Receipt, Print 
Receipt or Repeat Payment. 

 

                   Return to Table of Contents 
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6.0 Services 
6.1 Order Cheque Book 
Allows you to place an order for a new cheque book for your nominated cheque account.   
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6

 

4

 

Select Services. 

 

Select Order Cheque Book. 

 

Select Cheque Account & Enter Number 
of Cheque Books. 

 

Select Delivery Mode. 

 

Select Proceed & Confirm. 

 

Transaction Completed. Select Done. 

 

                     Return to Table of Contents 
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6.2 Stop Cheque 
Allows you to request the Bank to place a “stop notice” on an unpresented cheque.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

1

 

2

 

3

 

Select Services. 

 

Select Stop Cheque. 

 

Select Account & Enter Cheque 
Number. 

 

4

 

Select Reason for Stop from the 
dropdown. 

 

5

 

Enter Commentary & select 
Proceed. 

 

6

 

7

 

Verify Details & Confirm 

 

Transaction completed. Select Done. 

 

                    Return to Table of Contents 
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