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To create a payment functionality filing please take the following steps. 

Log into the portal bvifars.bviita.vg 

 

From the home page, click Menu and then select Filings 

 

 

Next Click Create Filing. 

 



 

Enter the name of the Filing Name and for the filing type select Payment. Next enter the Period end 
date which is 1st June. Finally hit Create. 

Important Note: As the first payment is due in 2025 it is expected that the filing date will reflect the 
2025 year for example Payment 2025 and the period end date will be 1st June, 2025.  

If you’re making a payment for one entity, select the option called Payment. If you are making payment 
for multiple entities select Bulk Payment. 

 



 

Once the filing is created successfully a message would be generated. Next click on the payment filing 
name in the message. 

  

The next step is to validate the payment form. To do so click on Edit on the payment form. 

 



 

Make sure the information is correct on the form, then click on Validate & Save. 

 

Next step is to click Validate and Submit  

 



 

Once all the information is correct click submit.  

 

 

Next, Click Return to Manage Filings 

 

To see the filing in order to issue payment, Click View Submissions  

 



 

Next click on the Filing name  

 

Next click on Payments 

 



 

Review the information once more then click Pay under the Action Column  

 

 

When the page loads, fill in the relevant information required and hit the Blue Pay button.  

 

After the transaction is completed print or save the payment voucher for your records. Please note it 
will also be sent to the email address linked to the account that is linked to the account.  

 



Click Back to Merchant to head back to the portal and to confirm that the status has changed to paid.  

 

 

 

 

 

 

 
 
 
 



 
 
 
 
Bulk Payment Option 
 

 

 

 

 

 

 

 

 

 

 

 

 



Bulk Payment 

 

Enter the name of the Filing Name and for the filing type select Bulk Payment. Next enter the Period 
end date which is 1st June. Finally hit Create. 

Important Note: As the first payment is due in 2025 it is expected that the filing date will reflect the 
2025 year for example Payment 2025 and the period end date will be 1st June, 2025. 

 

 

Once the filing is created successfully a message would be generated. Next click on the payment filing 
name in the message. 

 

 

 

 



The next step is to enter the FI’s you will be included in the bulk payment.  However, at this point you 
have two options, which are to upload the Fis manually or upload them form an excel sheet (Download 
Template Here).   

To upload the excel sheet click upload data. 

To do enter the Fis manually click on Edit on the payment form. 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://bviita.vg/wp-content/uploads/2025/03/Bulk_Payment-Template.xlsx
https://bviita.vg/wp-content/uploads/2025/03/Bulk_Payment-Template.xlsx


 

Enter all the companies that you are making payments for, by entering their name and reference 
number in the corresponding fields in the following format Company Name (FI00000) See Figure 1 . To 
add more companies click Add to create more fields. Once that is completed hit Validate & Save.  

 

Figure 1 

 

Note (XLSX upload) 

Just link in the manual method above please enter the information in the same manner, by entering 
their name and reference name in the corresponding fields in the following format Company Name 
(FI00000) See Figure 1 above. (Download Template Here) 

 

 

 

Important note: Only entities listed 
under Reporting Entity Payment Details 
fees are being paid. This entity 123 CTS 
Test FI fees are NOT being paid and is 
simply the filer of the bulk payment form. 

Important note: Only entities listed 
under Reporting Entity Payment Details 
fees are being paid. This entity XYZ 
Corporate Services fees are NOT being 
paid and is simply the filer of the bulk 

  

https://bviita.vg/wp-content/uploads/2025/03/Bulk_Payment-Template.xlsx


When using the XLSX upload option click Upload Data. Select the file with the FI information. 

  

 

 

Next click Validate & Submit 

 



Click Submit to submit the information. 

 

 

Next, Click Return to Manage Filings 

 

  



To see the filing in order to issue payment, Click View Submissions  

 

 

Next click on the Filing name  

 

Next click on Payments 



 

Review the information once more then click Pay under the Action Column  

 

When the page loads fill in the relevant information required and hit the Blue Pay button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



After the transaction is completed print or save the payment voucher for your records. Please note it 
will also be sent to the email address linked to the account that is linked to the account.  

Click Back to Merchant to head back to the portal and to confirm that the status has changed to paid.  

 


