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LOGIN

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

Welcomell |AN MACHARI

ADMIN/UPLCADER

What's New

Admin

Account Information

Uploads
Approvals
Reports
VendoriClient Mgt
Transfers

My Profile

Help

Logout

Tuesday. August 05, 2014 Label

8:34 am
Pay Staff Salaries

8:37 pm
Payment of company Gy Trisd Rk Autoessd Sayment Sysiom
utility bills it uTGemEtea Fayment Syser
10:01 am
Transfer $10,000 to 2:30 pm
Metfal Transpart Agency Initiate collection from
. dealers in North Central

1:40 pm

Pay staff HMO bill

Click Here To Download

- User Guide

TO DISABLE OR ENABLE USER
1. Click on “Admin” Menu option and select “disable/ enable user”

Welcomell |AN MACHARI

ADMIN/UPLOADER

What's New
Admin

Disable/Enable User
File Format

File Type

Login Trail

Password Reset

User Activity
Account Information
Uploads
Approvals
Reports
Vendor/Client Mgt

Transfers

My Profile

Tuesday, August 05, 2014 Label
Activate/Deactivate User
Customer | Teddy & Sons Limited v |

. Active Users

“/Inactive Users




2. Select “active users” then select the user you wish to disable and select “deactivate”

Welcomell IAN MACHARI Tuesday. August 05, 2014 Label
ADMIN/UPLOADER Activate/Deactivate User
What's New Customer Teddy & Sons Limited
Admin '® Active Users

. " Inactive Users
Disable/Enable User

File Format
First Name Last Name User Name Role

File Type —

] 14N MACHARI ianmachari ADMIN/UPLOADER
Login Trail -

(|} JOHM MUKONO johnmukono ADMIN/APPROVER
Password Reset —

O ToBI OJUMU ojumutobi ADMIN/APPROVER
User Activity —

(] TOBI OJuMU ojumutobii ADMIN/UPLOADER

. O TOEI OJuMU jumutobi2 ADMIN/APPROVER

Account Information elumuta

LN I
Uploads
Approvals

Reports
Vendor/Client Mgt
Transfers

My Profile

TO RESET A USER'S PASSWORD
1. Click on “Admin” Menu option and select “password reset”

Welcomell [AN MACHARI Tuesday, August 05, 2014 Label
ADMIN/UPLOADER Reset Password
What's New User Name First Name Last Name Email Address
Beset ianmachari 1AM MACHARI machaian@gmail.com
Admin Reset johnmukono JOHN MUKONO john.mukono@gtbank.com
Beset ojumutobi TOBI OJUMU ojumutobif@yahoo.com
Disable/Enable User Reset ojumutobit TOBI oJuMU ojumutobi@yahoo.com
File Format Beset ojumutobi2 TOBI OJUMU ojumutobif@yahoo.com
File Type
Login Trail
g 4| I

Password Reset

User Activity

Account Information

Ubloads



TO VIEW USER ACTIVITY

1. Clickon” Admin” Menu option and select “User Activity”

Welcomell IAN MACHARI

ADMIN/UPLOADER

What's New Date From 23/07/2014 n
Admin Date To 05/08/2014 n
Disable/Enable User -
Generate

File Format
File Type
Login Trail Name Action

1AM MACHARI Password Reset for: johnmukono

Password Reset

User Activity

Account Information

Uploads

Tuesday, August 05, 2014

Users Audit Report

0Old Value

05-Aug-14
09:56

New Value Date

Approvals
[ ExcEL

Reports B
Vendor/Client Mgt
Transfers

My Profile

TO GENERATE ACCOUNT STATEMENT

1. Click on“ Account Information” Menu option and select “Account Statement”

Welcomell IAN MACHARI

ADMIN/UPLOADER

What's New Select Account | 123456789053465643

Admin

Account Information

Tuesday, August 05, 2014

L | Note that the BEAN and Old A/C show side by side

Label

Account Statement

13

[3

From 250772014 .. 05/08/2014 B
Account Statement
Account Name: Teddy & Sons Limited
Balance Enquiry
Opening Balance: 437,311.58
Transaction Track
Trans Date Reference Value Date Debit Credit Balance Remarks
Unload 25-Jul2014 0 25-Jul-2014 43,537.00  480,848.58 CASH DEPOSIT
oads
P 26-Jul2014 0 26-Jul-2014 37,860.00 518,708.58 CASH DEPOSIT
Approvals 28-Jul-2014 0 28-Jul-2014 57,765.00  576473.58 CASH DEPOSIT
26-Jul-2014 2798 28-Jul-2014 37,139.00 53933458 CLEARING WITHDRAWAL 071400000201548797
Reports 28-Jul-2014 14002852 | 28-Jul-2014 5,577.50 54491208 SETTLE CENTRALIZED INWARD TRANSFER 18
EQTYSETT24072014
. 30-Jul-2014 0 30-Jul-2014 §4,750.00 609,662.08 CASH DEPOSIT
VendoriClient Mgt e B
30-Jul-2014 2795 30-Jul-2014 71,399.05 538263.03  CLEARING WITHDRAWAL §00000000000009914
Transfers ‘| ‘
My Profile Export Format EXCEL v Print Friendly Version
Help



TO VIEW BALANCE INQUIRY

1. Click on “Account Information” Menu option and select “Balance Inquiry”

Welcomell AN MACHARI Tuesday, August 05, 2014 Label

ADMIN/UPLOADER Balance Enquiry

Account Status
Bban Account No 0ld Account No Account Type Currency Book Balance  Available Balance

What's New
Admin 2110051780 533253245325334 DD - CA - BUSINESS - SME - LEGACY KES 453,124 58 453,124.58
Account Information

Account Statement
Balance Enquiry

Transaction Track

4| Iy

Uploads * Click on Account Number to see detsils for an account
Approvals

Reports

Vendor/Client Mgt

Transfers

My Profile

Help

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

Welcomell |AN MACHARI Tuesday. August 05, 2014 Label
ADMIN/UPLOADER Transaction Tracking
What's New Select Account "423643564356453653466545643 v | Note that the BBAN and Old AIC show side by side
Admin Start Date End Date Trans Reference Branch Code

Account Information 3000712014 - 05/08/2014 n n

Supply the "Trans Reference with or without Branch Code" if you want to search with it, otherwise leave it blank.

Account Statement

Balance Enquiry Trans Date Doc_Ref Trans_Ref Originating_Branch_Code Narrative Value Date  Debit
_ 30-Jul-2014 |0 164 211 CASH DEPOSIT 30-Jul-2014 64,750.00
Transaction Track
30-Jul-2014 2795 260 211 CLEARING WITHDRAWAL 30-Jul-2014 71,399.05
£00000000000009914
Uploads 30-Jul-2014 | 2800 261 211 CLEARING WITHDRAWAL 30-Jul-2014 | 132,340.00
000001400130072352
A I 30-Jul-2014 | 14003018 617 201 SETTLE CENTRALIZED INWARD | 30-Jul-2014 5,669.65
pprovais TRAMSFER 31 EQTYSETT25-
27072014
Reports 31-Jul-2014 |0 59 211 CASH DEPOSIT 31-Jul-2014 36,905.00
1| v
Vendor/Client Mgt
Transfers
My Profile
Help
Logout



TO VIEW ACCOUNT TO DEBIT
1. Click on “Uploads” Menu option and select “Account to Debit”

ADMIN/UPLOADER/APPROVER Account to Debit

What's New Old Account NUBAN Account Account Name Payment Mode
533253245325334 1533253245325334 Teddy & Sons Limited GTB
Admin
533253245325334 :533253245325334 Teddy & Sons Limited GTB
Account Information Qo 533253245325334 :533253245325334 Teddy & Sons Limited GTB
Uploads Flease select the account you want to pay from.

Accountto Debit

Upload Payment File

Upload Payment File (GTE a/c)
Approvals

Reports

Vendor/Client Mgt
Transfers

My Profile

Help

Logout

TO VIEW UPLOAD PAYMENT FILE
1. Click on “Uploads” Menu option and select “Upload Payment File”

ADMIN/UPLOADER/APPROVER Upload Payment File

What's New Select Credit/Debit Flag to Credit or Debit Beneficiary account. Select Payment Type, Payment Mode for Other Bank
Transfers and click Browse to select a file to upload. Click on the Upload button to upload the selected file.

Admin

Credit/Debit Flag | — Please select — v |
Account Information

Payment Type Select an Option v
Uploads g o5 | |

Payment Mode for Other Banks | — Please select — v |
Account to Debit Transfer

Upload Payment File

[l Process payment as 'Single Debit, Multiple Credit account entries
Upload Payment File (GTE alc)

Approvals
|s the account number in your payment file BBAN number(s) i.e 10 digits? *'No ' Yes

S Nofile chosen

Kindly ensure you have ONLY BBAN or Old account number per payment file.

Reports
Vendor/Client Mgt

Transfers

All Payments would be made based on account number supplied. Please ensure that you have
My Profile validated the account details of your NIBSS Instant Payment transfers using the ACCOUNT NAME
ENQUIRY function in the Vendor/Client Mgt. menu.

Upload

Help

Logout



TO APPROVE A TRANSACTION

1. Click on the “Approvals” menu option and select “Approve Transactions”

ADMIN/UPLOADER/APPROVER Approve Transactions

What's New Batch ID Uploaded By Date Uploaded Transaction Total Batch Type -
Select 246 First Name 16-Feb-2015 3,000,000.00 DIRECT CREDIT
Admin Select 249 First Name 18-Feb-2015 3,141,265.00 DIRECT CREDIT
Select 250 First Name 20-Feb-2015 7.777.00 DIRECT CREDIT
Account Information Select 251 First Name 20-Feb-2015 67,280.00 DIRECT CREDIT
Select 252 First Name 20-Feb-2015 57,280.00 DIRECT CREDIT
peloads Select 254 First Name 25-Feb-2015 1,000.00 DIRECT CREDIT
Approvals Select 255 First Name 26-Feb-2015 101,277.00 DIRECT CREDIT .
:=||=.—.¢ nce [E—— 10 Mar onIC 27 nan nn NIDEAT FDERT N

Approve Transaction
Cancel Transaction
Reports
Vendor/Client Mgt
Transfers

My Profile

Help

Logout

TO CANCEL A TRANSACTION
2. Click onthe “Approvals” Menu option and select “Cancel Transaction”

ADMIN/UPLOADER/APPROVER Cancel Batch Transaction

What's New ' Cancel Pending Transaction
Admin ' Cancel Approved Transaction waiting to be processed
Account Information

Uploads

Approvals

Approve Transaction

Cancel Transaction

Reports

Vendor/Client Mgt

Transfers

My Profile

Help

Logout



3. Select “Cancel Pending Transaction” then select the Batch ID you wish to cancel and select

Cancel.

ADMIN/UPLOADER/APPROVER

What's New

Admin

Account Information

Uploads
Approvals

Approve Transaction
Cancel Transaction
Reports
Vendor/Client Mgt
Transfers

My Profile

Help

Logout

TO VIEW APPROVAL REPORTS

Cancel Batch Transaction

'® Cancel Pending Transaction

' Cancel Approved Transaction waiting to be processed

Batch ID

Select 246
Select 249
Select 250
Select 251
Select 252
Select 254
Select 255

Uploaded By Date Transaction Total
Uploaded

First Name 16-Feb-2015 3,000,000.00
First Name 18-Feb-2015 3,141,265.00
First Name 20-Feb-2015 7.777.00
First Name 20-Feb-2015 67,280.00
First Name 20-Feb-2015 67,280.00
First Name 25-Feb-2015 1,000.00
First Name 26-Feb-2015 101,277.00

Batch Type

DIRECT CREDIT
DIRECT CREDIT
DIRECT CREDIT
DIRECT CREDIT
DIRECT CREDIT
DIRECT CREDIT
DIRECT CREDIT

1. Click on “Reports” Menu option and select “Approval Reports”

Approved Transactions by User

ADMIN/UPLOADER/APPROVER

What's New

Admin

Account Information

Uploads
Approvals
Reports

Approval Report
Exception Report
Generate Receipt
Payment Report

View Batch Status

Upload Date From
Upload Date To

Report Option

15/04/2015 a
15/04/2015 a

|‘ Teddy & Sons Limited v |




TO VIEW EXCEPTION REPORT

1. Click on “Reports” Menu opti on and select “Exception Report  ”

ADMIN/UPLOADER/APPROVER Payment Exception Report

What's New Upload Date From 15/04/2015 -
Admin Upload Date To 15/04/2015 -
Account Information

Uploads

Approvals

Reports

Approval Report
Exception Report
Generate Receipt
Payment Report

View Batch Status

TO GENERATE RECEIPT
1. Click on “Reports” Menu option and select “Generate Receipt”

ADMIN/UPLOADER/APPROVER View Payment History

What's New Customer | Teddy & Sons Limited - ‘
Admin VendorCode

Account Information O Payment Date From 23/04/2015 -
Uploads To

230412015 -
Approvals

Note: Select Payment Date if you want to search with date.

Reports

Approval Report
Exception Report
Generate Receipt
Payment Report

View Batch Status

10



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

ADMIN/UPLOADER/APPROVER Approved Transactions

What's New Upload Date From 23/04/2015 -
Admin Upload Date To 23/04/2015 H
Account Information

Uploads

Approvals

Reports

Approval Report
Exception Report
Generate Receipt
Payment Report

View Batch Status

TO VIEW BATCH STATUS
1. Click on “Reports” Menu option and select “View Batch Status”

Welcomell |AN MACHARI Tuesday, August 05, 2014 Label
ADMIN/UPLOADER View Batch Status

What's New Upload Date From 18/07/2014 u

Admin Upload Date To 05/08/2014 -

Account Information

Uploads

Approvals Batch ID Uploaded By Date Uploaded Transaction Total
View 129861 IAN MACHARI 05-Aug-2014 9,990.00

Reports View 129860 IAN MACHARI 04-Aug-2014 8341.00
View 129859 IAN MACHARI 04-Aug-2014 8,341.00

Exception Repert View 129858 IAN MACHARI 04-Aug-2014 20,000.00

FX Payment Report View 129857 IAN MACHARI 04-Aug-2014 15,976.00
View 129855 TOBI OJUMU 04-Aug-2014 80,000.00

Generate Receipt

Payment Report

s

I r

View Baich Status

Vendor/Client Mgt
Transfers

My Profile

Laln



TO TRANSFER TO OWN ACCOUNT

1. Click on “Transfers” Menu option and select “Own Account Transfer”

ADMIN/UPLOADER/APPROVER Own Account Transfer

What's New Transfer Details

Admin From Account [43242134234-2111101?15;1;5_.. v :|

Account Information To Account |:43242134234-2111101?15;1;5_.. v :|

Uploads Amount

Approvals Reference (Optional)

Reports Remark (Optional)
Vendor/Client Mgt

Transfers

Cheque Confirmation
Initiate Payment

Own Account Transfer

TO CHANGE PASSWORD
1. Click on “Profile” Menu option and select “Change Password”

Welcomell |AN MACHARI Tuesday. August 05, 2014 Label
What's New User Name ianmachari
Admin Current Password | | |
Account Information New Password
Uploads Confirm Password

Approvals

Reports
. Note: Password must not be less than 8 characters. The password should be a combination of alphabet e.g (a),
pendaorCliont At number e.g (1)and special character e.g (*)
Transfers
My Profile

Change Password
Change Secret Question

Edit Profile

12



TO CHANGE SECRET QUESTION
1. Click on “ Profile” Menu option and select “ Change Secret Question”

Welcomel! LaN MACHARI Tuesday, August 05, 2014 Label
ADMIN/UPLOADER Change Secret Question and Answer
What's New Secret Question
Admin Answer
S — [ Upate |
Cancel
Uploads
Approvals
Reports

VendoriClient Mgt
Transfers
My Profile

Change Passwond
Change Secret Question

Edit Profile

TO EDIT PROFILE
1. Click on “Profile” Menu option and select “Edit Profile”

Welcomell AN MACHARI Tuesday, August 05, 2014 Label
What's New First Name: 1AN
Admin Last Name MACHARI
Account Information Mobile No 0710 000 000
Uploads Telephone No
Reports

Vendor/Client Mgt
Transfers
My Profile

Change Password
Change Secret Question

Edit Profile

Help

13



