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LOGIN 
1. Below is the home screen that you see when you login  

 

 

 

TO DISABLE OR ENABLE USER 
1. Click on “Admin” Menu option and select “disable/ enable user”  
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2. Select “active users” then select the user you wish to disable and select “deactivate”  
 

 
 
 
 

TO RESET A USER’S PASSWORD  
1. Click on “Admin” Menu option and select “password reset ” 
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TO VIEW USER ACTIVITY 
1. Click on “ Admin” Menu option and select “User Activity” 

 

 

TO GENERATE ACCOUNT STATEMENT 
1. Click on “ Account Information” Menu option and select “Account Statement” 
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TO VIEW BALANCE INQUIRY 
1. Click on “Account Information” Menu option and select “Balance Inquiry” 

 

 

 

 

 

 

 

 

 

 

 

 

 

TO VIEW ACCOUNT TRANSACTION TRACK 
1. Click on “Account Information” Menu option and select “Transaction Track”  
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TO VIEW ACCOUNT TO DEBIT 
1. Click on “Uploads” Menu option and select “Account to Debit”  

 

 

 

 

 

 

 

 

 

 

 

 

TO VIEW UPLOAD PAYMENT FILE 
1. Click on “Uploads” Menu option and select “Upload Payment File” 
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TO APPROVE A TRANSACTION 
1. Click on the “Approvals” menu option and select “Approve Transactions”  

 

 

 

 

 

 

 

 

 

 

 

TO CANCEL A TRANSACTION 
2. Click on the “Approvals” Menu option and select “Cancel Transaction”  
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3. Select “Cancel Pending Transaction” then select the Batch ID  you wish to cancel and select 
Cancel. 

 

 

TO VIEW APPROVAL REPORTS 
1. Click on “Reports” Menu option  and select “Approval Reports”  
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TO VIEW EXCEPTION REPORT 
1. Click on “Reports” Menu opti on and select “Exception Report ” 

 

 

 

 

 

 

 

 

 

 

TO GENERATE RECEIPT 
1. Click on “Reports” Menu option and select “Generate Receipt” 
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TO VIEW PAYMENT REPORT 
1. Click on “Reports” Menu option  and select “Payment Report” 

 

 

 

TO VIEW BATCH STATUS 
1. Click on “Reports” Menu option  and select “View Batch Status” 
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TO TRANSFER TO OWN ACCOUNT 
1. Click on “Transfers” Menu option  and select “Own Account Transfer”  

 

 

TO CHANGE PASSWORD 
1. Click on “Pro�le” Menu option and select “Change Password”  
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TO CHANGE SECRET QUESTION 
1. Click on “ Pro�le” Menu option and select “ Change Secret Question” 

 

 

 

 

 

 

 

 

 

 

 

TO EDIT PROFILE 
1. Click on “Pro�le” Menu option and select “Edit Pro�le” 
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