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INTRODUCTION

Welcome to i-24/7;our revamped online banking platform. The next
pages will guide you on how to easily transact on the portal. Should you
have any further queries, get in touch with our contact centre via phone
(0800 242 242 (Toll Free) & +256 318 387 387) or via email
(info@dtbuganda.co.ug). #AchieveMore.




USER

ACTIVATION

PROCESS

On corporate user authorization, corporate user receives mail which contains the user id and

a temporary password, along with the URL. This is a one-time registration process which
needs to be done by the user before logging on the Customer Front End.

. On clicking the URL, below screen will be

displayed wherein user needs to enter the
User Id and temporary password.

The system will validate the password on
clicking the ‘Next’ button.

User ID' Temporary Password

Amokaya

. There will be a set of questions availableg |
in the system from which the user needs to
select a choice of questions.

. User needs to select at least 2 Questions
from the list of available Questions.
In the answer box, user can enter the
text up to 50 characters.

.

. On selecting image and clicking ‘OK’,
system will display the selected image in
Select Image. The user can enter a message
for security purpose, which will be displayed
along with the image.

—

l

2. On clicking the ‘Next’ button (if the
username and/or password entered is
correct) then below screen will be
displayed, to select the Security
Questions Answers and

Phishing Image.

Step1 Step2 Step3 Step:

| Prease Select v

) prease setect v

Exr

5. In Phishing Image Set up field, on
clicking ‘Select Image’ box, light box
will be displayed to select the image
(as shown below):

Phishing Image Setup

gy s
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7. On clicking the ‘Cancel’ button light 8. On clicking ‘Next' button, system will
box will be closed. send OTP to the user's registered
mobile number and below screen
will be displayed to enter OTP.

User Activation Process

9. Message ‘OTP has been sent to the sept  sep2
registered mobile number’ will be
displayed wherein the OTP is sent to OneTmePin s bn s o e e el rumber
the user’s registered mobile number.

.

10. Resend OTP option allows the user to =
receive the OTP again from the system,
if not received within the given time.

Enter One Time Pin‘

Q

Note: Unless OTP is entered, ‘Next' button will not be enabled. ‘Exit’ button will always be enabled.
On clicking the Exit button, the activation process will be terminated.

e it gz el e i £ s P __ @l2.Incase of invalid OTP, error message

entered on clicking ‘Confirm’ button. . . .
In-case of correct OTP, system will display will be displayed as ‘Please enter correct
! OTP' in the box.

message ‘OTP verification successful'.

User Activation Process

13. On clicking the ‘Next’ button

Step1 Step2 Step3 Step: N o G o
_ (if OTP verification is successful), below
is the screen to set new password. There
One Time Pin has been sent to the registered mobile number . .
will be ‘New Password' and ‘Confirm
Erervne New Password’ boxes. On clicking the

information icon, password related
parameters will be displayed.

@ One Time Pin verification successful

User Activation Process

Stept Step2 Step3 Step4

14. On clicking ‘Show Virtual keyboard' link,
a virtual keyboard will be displayed.

15. Until both the fields are entered,
‘Submit’ button will not be enabled




16. On clicking the ‘Submit’ button,
system will display the message
stating the successful registration and
the registration process is complete.

User Activation Process

Step1 Step2 Step3 Step4

New Password Setup

New Password "
@

‘Shaw Virtual Keyboard

Conflrm Password *

=) Show Viriual Keyboard

°Act\vat\on successful. Activation process has been successfully completed.

CLICK HERE TO LOGIN

+ On clicking ‘CLICK HERE TO LOGIN’
button, the user would be redirected
to the Customer Front End login portal.




LOGIN

A user should be connected to internet, for using the Bank'’s portal.

* The Login Page of the Bank's portal appears as shown below:

8 Proceep

With you always.

DTB. All Righis Rosorvod

* Enter the corporate code and appropriate Username as provided. Before entering Password,
a Phishing image appears on screen. The user needs to click on the checkbox below the
Phishing image, after verifying the image and the message.

+ Click on PROCEED. If the username and

password are correct, an Authentication page i

appears as shown. + An SMS OTP is sent to the Registered

& Secure Login Mobile number of user. The user needs to
enter the code and click on login. If the
code is correct, user would be directed to

@ 2 the Customer Frond End Home page.
Login i
« User can login as a group by clicking on
oTP icon before submitting the OTP. User can
SMS  Device then select the group from the dropdown
Enter OTP @ and click on login to direct to the Customer
Frond End Home page as a group user.
c Resend OTP Show Virtual Keyboard
Clear '
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FORGOT PASSWORD

Forgot Password helps to retrieve the Password in case the user forgets it.
The below screen will appear on clicking Forgot Password. User needs to enter the Corporate

code, Username and the registered Mobile Number.

+ On clicking of SUBMIT, user is displayed

a screen containing the Security questions L
set at the time of activation process.
Note: On clicking ‘Back to Login’, the user is .
. g \ gin. * The user needs to provide answers to all the
redirected back on the Bank's Login Page. .
questions. If the answer matches to the

questions, user will receive an OTP on his

registered mobile number.
Note: ‘Next’ button will not be enabled until

all the fields are entered.

+ On clicking ‘Next' button (if validationis @'
vsuccessful), OTP will be sent to the
registered mobile number.

» OTP entered will be validated on
—® (licking ‘Submit’ button.

.

. + On clicking ‘Resend OTP’, system will
+ User needs to enter password in both , .
® ——— resend OTP to the user's registered
New Password and Retype New mobile number
Password field according to the b1t NUMBET.
Password related parameters displayed.

y !
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« If the OTP entered is validated, and the
password set as per the parameters,
the password will be changed successfully
and the user will be displayed a login link.

— DIAMOND
I TRUST
BANK

& Enter Your User ID and Registered Mobile
Number

& Answer Security Questions

& Enter the One time Pin you will recelve on your

registered Mobile and Change Password

For24/7 support, call +254 719 031 888 or +254 732 121888

Your password has been
successfully changed.

CLICK HERE TO LOGIN

+ On clicking CLICK HERE TO LOGIN
button, the system will direct the user
on Customer Front End login page.
User can now login using the
updated Password.




SECURITY

Role

Role Master is used to define various roles to provide access rights to the corporate users.
Roles are created in this master to provide access to the respective modules. These roles are
then attached while creating corporate users. The users will then have access to the modules
based on the roles assigned to them.

Corporate Profile
Corporate Profile master is used to define corporate profiles in order to categorize the
corporate users as Officer Level Users, Managerial Users, Senior Managerial Users etc.

Initiate
To add a new Corporate Profile Navigation:
Setup>>Security>>Corporate Profile>>Initiate

1. Click on Add New. The corporate Profile
Initiate screen is provided below for

i reference purpose:
2. Enter profile details in the respective fields. ! How would you like to create Corporate Profile?
Field level description is provided in below |
E Add New
table.
Field Description 2
Profile Code Specify a unique code to identify the profile. $
Profile Name Specify the name of the profile.
Effective From Specify the date from which the record would be active. Default value is the
system date.
Effective Till Specify the date till which the record would be active. 3. Verify Details tab gets ena bled on
completion of each field. Clicking on Verify
Details tab directs the user on Review
details and confirm page. The user can
i modify the details or can click on SUBMIT
button.
4. Click on SUBMIT. The record would be listed (D[ How woulayou ke to crste Coporate ot
in the Pending Authorization tab of the @ [ vapoe
Corporate Profile Master where the .

(]

authorizer can approve or reject the record.

27-Ag2019 =]




Pending Authorization List ’ I

For reference purpose, Pending Authorization is already defined in Own Account Transfer
section. The functions are common to this module.

Review List
For reference purpose, Review List is already defined in Role Master section. The functions are
common to this module.

Rejected List
For reference purpose, Rejected List is already defined in Own Account Transfer section. The
functions are common to this module.

Disabled List
For reference purpose, Disabled List is already defined in SI Management section. The
functions are common to this module.

Corporate User
Corporate User master is used to create corporate users. Roles can be attached to the users as
per the profile to provide access rights permissible to them.

Pre-requisites for adding a corporate user:
* Roles should be defined in Role master.
« Corporate profiles should be defined in the Corporate Profile master.

Initiate
To add a new Corporate User:
Navigation: Setup>>Security>> Corporate User>>Initiate

Corporate User - Initiate

How would you like to add user?

E Add New = Use Draft

There are two ways available, where the user can initiate the corporate authorization matrix.
Add New and User Draft.

/7 4
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A. Add New
1. Click on Add New Corporate User,
the following screen would appear:

11 UsorDetals 2. Enter user details in the respective
fields. Field level description is
provided for user details and

First Name’ Last Name™ Gender” . . . .

[ v organization details in below table.
T G = o

— PP — UserID Enter a unique User ID for th user to Log into th licati
e o S ——

Enter the last name of the user.

Last Name
‘ Gender Select an option from the drop-down to specify whether the useris a Male
ora Female.
3. Once the user details are entered, !
Email-id Enter the email-id for the user.
click on Organizational Details, the
. . Mobile Number Enterthe fthe user.
following accordion would appear:
Fax Number Enter the Fax number of the user.
1.2 Organizational Detalls s Entera useralias or nickname of the user.
e coe S I
Signature File Name | Clickon Browse to attach the signaturefile.
Category” Profile Name’ Corporate Branch’
peiree < [owvarote <] [ommorsomm .

Address
. & e Adiress Line 3

Bt g 4. Enter organizational details in the

R respective fields. Field level
—— e description is provided in below table:

Field Description
Employee code Enter the employee code for the user.
Designation Enter the designation of the user.

5. Click on Assign Role accordion to Frert o e ne erbesngs
aSSign the selected roles to the Category fﬁli:;:::::::::::::umr All the categories are available whie

Corporate user, Wh ich are already Profile Name Select the profile of the corporate user being created. This selected profie

i . - would be mapped to the particular user. All authorized corporate profiles
defined in the Role Master. Select the defined in the Corporate Profile master would flowin this drop-down.

. . Corporate Branch Select the corporate branchto which the user belongs. All branches created
Module and assign the Role defined S S e e —
under that particular module' and CliCk Address Details | Enter address detailsof the corporate user in the respective fields.

Section
on Save.

| ransain roe i
S— ] o v 6. This accordion provides the security

p— details for the user. Please find the
below screen for reference:

1.4 Security Details

User Type Default dashboard "

@ soft Selest Module v

User Ip Mapping Restriction '

O self Authorizer and Authoization Matrix @ Normal User O Yes © No ’
Mobility Access 4

/
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7. By default, the user type will be ‘

selected as Soft Token as per the
login requirement. 8. Specify the default dashboard

from the dropdown.

9. If the user wants the functionality
to be a maker and checker role,
select Normal User.

®

10. For a single user, select Self

Authorize and Authorization

Matrix checkbox. The same user

l can now create as well as
Authorize records. User can assign
Master Self-Authorizer role,
Self-Service Request - Self
Authorizer, Transaction
Self-Authorizer (all together

also).
.

& 12. The IP mapping restriction will be
set as No by default.

11. Clicking on Transaction
Self-Authorizer checkbox opens a
list of Account-wise Authorization
limit. User needs to map the
account and set an authorization
limit.

13. Specify whether the corporate
user requires Mobility Access. By
default, it will be unchecked. l

14. From the Login Restrictions
accordion, On Selecting Yes, it
will restrict the Login time for the
user. The specific days and time
for the user Login activity can be
defined under this section. User
can now Login only on the
particular days and time as
allowed during the creation of user.

e o == 16. The VERIFY DETAILS tab gets

S enabled on completion of each field.
Clicking on VERIFY DETAILS tab
directs the user on Review details

15. On selecting No, user can login
anytime without any Login
restriction.

i and confirm page. The user can
modify the details or can click on
17. Click on SUBMIT. The record would SUBMIT button.

be listed in the Pending
Authorization tab of the Corporate
User Master where the authorizer
can approve or reject the record.

y !
L/ 4
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Pending Authorization List ’ I

For reference purpose, Pending Authorization is already defined in Own Account Transfer
section. The functions are common to this module.

Review List
For reference purpose, Review List is already defined in Role Master section. The functions are
common to this module.

Rejected List
For reference purpose, Rejected List is already defined in Own Account Transfer section. The
functions are common to this module.

Disabled List
For reference purpose, Disabled List is already defined in SI Management section. The
functions are common to this module.

Reset user

Reset User option is used to reset a user id which is locked due to consecutive bad login
attempts made by the user. The No. of Bad login attempts permitted is defined by the bank.
Once the user ID is reset, the user would be able to log into the system with the same User
ID.

Initiate
To reset a user:
Navigation: Setup>>Security>>Reset User>>Initiate

Reset User - Initiate

UserID "

Please Select User ID ~

CANCEL

1. Select a user id that needs to be reset. The user ids of the corporate which is locked due
to consecutive bad login attempts made by the user would appear in this drop-down.

2. Click on RESET. The selected user id gets reset and the user can re-login with the same
user id.

/7 4
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Unlock user

Unlock user option is used to change the state of a user from Logged in to Logged Out.
This is mainly done when the application is abnormally closed and the user id is still in the
Logged in state and the user is not able to re-login into the application.

Initiate
To unlock a user:
Navigation: Setup>>Security>>Unlock User>>Initiate

Unlock User - Initiate

User ID * User Name
Please Select User ID v
CANCEL

1. Select a user id from the drop-down that needs to be unlocked. The Username of the
selected user would be populated in the User Name box.

2. Click on UNLOCK. The selected user id gets unlocked and the user can re-login with the
same user id.




ACCOUNT SERVICES

The Account Services section contains various services related to the Corporate User’s
accounts. The Corporate user can get all the transaction information of its accounts in this
section. This section is divided into two modules Services and Cheque Services.

Services

The corporate user will get all the information of the transactions of its accounts under this
Module.

To open Services.

Navigation: Account Services>>Services.

The Services module contains various sub-modules.

SH = services
Account Services (>

Account Summary
Payments

Account Statement
Reports

Account Summary

The Account Summary sub-module gives detailed information of all the accounts of the
Corporate user. Corporate user gets a glimpse of all its related accounts and the available
balance.

View Summary
To open Account Summary
Navigation: Account Services>>Services>>Account Summary>>View

Setup = services
Account Services ©

Account Summary
Payments View

The corporate User has following tabs available in the Account Summary - View
section.

All Accounts

Total Credit Balance
UGX 394,471,056.00
Total Debit Balance
UGX -8,370,036,637.00

214960960, w0

Available Balance
UGX -7,975,565,581.00
Account
4

819056770




Search by: Corporate user can search any of its Accounts using the Search by option,
which has the drop-down menu consisting Account No/Account Type/Currency.

Currency: Various currencies are listed in this menu. User can click on a particular
currency using a drop-down menu and get the Available Balance in the selected currency.

Refresh: Clicking on Refresh button will refresh the screen.

Total Credit Balance:

For CASA accounts, the Total Credit Balance is the total balance of all the accounts of the
corporate users. (Note: The total amount shown is in UGX currency. In the case of account
currency other than UGX, exchange rate will be used to convert into UGX currency amount.)

Total Debit Balance:
For CASA accounts, the overdraft amount will be displayed in debit balance.

Currency wise balance:

a. For CASA accounts, the graph will display the currency wise account balance in
percentage (calculated after converting all amounts into ugx). On mouse hover,
account balance in the respective currency and the equivalent amount in UGX
will be displayed.

214,966.095.0000
21249660950,  momsnaa "

-8.190,533.677.0

Available Balance:

For CASA accounts, the available balance is the difference of Total Credit Balance and

Total Debit Balance accounts of a Corporate User.

Account:

For CASA accounts, number of CASA accounts present in account summary will be
displayed. Clicking on VIEW DETAILS button for Casa Conventional will navigate you to the
following screen:

All Accounts Account :4. Available Balance -

UGX -7,975,565,581.00

StNo  AccountNo  AccountName  Currency Current Balance Avallable Balance Equivalent Balance
1 0102689011 usp 5640472 5540472 214,968,096 00

Total Balance Total Balance Total Balance
USD 58,494.72 USD 58,494.72 UGX 214,968,096.00

StNo AccountNo  AccountName Currency Current Balance Avallable Balance Equivalent Balance

1 0102689003 uex -8,267.030.637 -8,370,036.637 -8.370,036,637.00

2 0102680008 uex 176262013 176262913 176262.913.00

3 0102680001 uex 3240047 3240047 3.240047.00

Total Balance Total Balance Total Balance
UGX -8,107,527,677 UGX -8,190,533,677 UGX -8190,533,677.00




On clicking the account number, a mini-statement can be viewed on the same screen as
shown below

Transactlon Date Value Date Narrative Debit Credit

2019-12-07 2019-12-01 1,500.00
2019-12-07 2019-12-01 10,000.00
2019-12-07 2019-11-01 1,500.00
2018-12-07 2019-11-01 10,000.00
2019-12-07 2019-10-01 1,500.00
2019-12-07 2019-10-01 10,000.00
2019-12-07 2019-09-01 1,500.00
2019-12-07 2019-09-01 10,000.00
2019-12-07 2019-08-01 1,500.00

2019-12-07 2019-08-01 10,000.00

Last 10 transactions

Account Statement Download
Corporate User can download the Account Statement of any of its Account using the
Account statement module.

View Statement
To open Account Statement:
Navigation: Account Services >> Services >> Account statement download >> View Statement

@ Prefill From Saved Criteria

Select Account Number * Select Account v

Statement Period *

2 Select Date Range v
O Mini Statement @ Date Range

4 Advance Search

Save Search Criteria

« Corporate User needs to select the account number from the drop-down menu consisting
list of its accounts.

/g
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+  There are two checkboxes available in the Statement period. Clicking on Mini Statement
will open a light box which will display the details of last 10 transactions.

Transaction Date Value Date Narrative Debit Credit
2019-01-31 2019-08-27 OUTGOING CUSTOMER WIRE TRANSFER 100.00

2019-01-31 2019-08-24 OUTGOING CUSTOMER WIRE TRANSFER 1.00

2019-01-31 2019-04-01 OUTGOING CUSTOMER WIRE TRANSFER 123.00

2019-01-31 2019-04-01 OUTGOING CUSTOMER WIRE TRANSFER 4000

2019-01-31 2019-04-01 OUTGOING CUSTOMER WIRE TRANSFER 10.00

2019-01-31 2019-03-29 OUTGOING CUSTOMER WIRE TRANSFER 123.00

2019-01-31 2019-03-28 OUTGOING CUSTOMER WIRE TRANSFER 2000

2019-01-31 2019-03-26 OUTGOING CUSTOMER WIRE TRANSFER 50.00

2019-01-31 2019-03-26 OUTGOING CUSTOMER WIRE TRANSFER 3.40

2019-01-31 2019-03-25 OUTGOING CUSTOMER WIRE TRANSFER 2000

Last 10 transactions 8 CcLosE

» Clicking on date range will allow the user to select the date range for which the statement
is required.

» Advance Search tab is used to filter the statement as per the Corporate user's requirement.
+  Clicking on Advance Search will open the tabs which will filter the statement as per the
user's selected options.

© Prefill From Saved Criteria
Select Account Number * 0276314002 - USD v

0276314002-USD @

Statement Period *

Select Date Range v
Mini Statement  ® Date Range. i

Transaction Type Transaction Amount Reference No

[} Debit O Credit Select Transaction Amount v o

4 Advance Search

+  Corporate User can either Select all the transactions, or only Debit/Credit transactions
using the given checkbox.

« Intransaction Amount, user can select the minimum and maximum value of the
transactions. The statement will display the transactions related only to the
given amount.

»  User can also give the Reference Number in the given field to display the specific record
in the statement.

+  User can save the search criteria for its further reference by clicking on
‘Save Search Criteria’.

+  On clicking, a light box opens where the user needs to enter the search
criteria name and the Criteria Description. Click on Save Criteria.

y
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Save Criteria

Criteria Name

Enter Criteria Name

Criteria Description

Enter Description (Max 200 Characters)

Fields that will be saved are highlighted and marked with tick mark &

Cancel SAVE CRITERIA

+  Clicking on VIEW ON SCREEN button will display the Account statement of the user
for the specified search criteria given by the Corporate User.

Account Statement

28-Jul-2020 to 28-Jul-2020

Customer Name
Customer Number
Account Number
Account Type
Account Name
Branch Name
Branch Code
Customer Address
Opening Balance
Closing Balance

(& Modiy Fiters () Clear Filters % Pin

*MOIL (U) LIMITED
001102689

0102683001

- CURRENT ACCOUNT LCY

MOIL (U) LIMITED-OPERATIONS

- MAIN BRANCH

001

:POBOX 27419KAMPALA
- 1,021,369.00

3,240,047.00
Amount Range :0.00 10 0.00

+  Clicking on Modify Filters will redirect the user on the previous screen and the user
can modify the fields in the search criteria.

«  Clicking on Clear Filters will clear the search criteria and redirect the user back to the
Account statement screen with all the default fields.

Cheque Services
Cheque Book Request

Cheque Book Request module is used to add a request to the bank for issuing
cheque books for an account.

Initiate

To open Cheque Book Request
Navigation: Account Services>>Cheque Services>>Cheque Book Request>>Initiate

1 ‘ Add cheque book request

Account Details

Account Number *

Select Account Number

Collection Mode "

Select Collection Mode

Account Title Number of leaves ~ No of Cheque Books ~

A

Enter Account Title Select Number of leaves v 1 i)

4
=y
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1. From the Account Details accordion, select the account number from the Account Numb:
field. The account name will be displayed in the Account Tile field.

Select the number of leaves from the Number of Leaves field.

The number of cheque books will be by default selected as 1.

The Collection Mode will always be “Collect at Branch” by default.
Specify the branch type whether it is a home branch or other branch.

Based on the selection of branch type, user need to specify the DTB branch.

Noe oy WO

Click on Submit. The record would be listed in the Pending Authorization tab of the
Cheque Book Request master where the authorizer can approve or reject the record.

Review
To open Review List:
Navigation: Account Services>>Cheque Services>>Cheque Book Request>>Review

Chetesh <« < 1 of2 > »
Account No. No. Of Cheque Books Collection Mode status Action

0276314001 1 Collect at Branch Failure

@

0276314003 1 Colloct at Branch Failuro.

0276314003 1 Collect at Branch Failure

0276314001 1 Collect at Branch Failure.

0276314003 1 Collectat Branch Failure.

0276314003 1 Collect at Branch Failure

0276314003 1 Colect at Branch Failure

0276314003 1 Colect at Branch Failure

0276314002 1 Colect at Branch Failure.

@ 6 6 6 6 ¢ ¢ ¢ @

0276314003 1 Collect at Branch Failure

%A?

of2 > »

REJECTED LIST PENDING AUTHORIZATION LIST

+ Search by' functionality is available where the corporate user can search the
account from the search related parameters. (Account number in this case).
Select the option from the dropdown menu and click on ‘search’.

The record is displayed as shown.

+ Corporate user can perform following actions by clicking on respective icons.
+  Onclick of (View) icon, a light box will open which will display the details
of the request:

Beftesh  « ¢ 1 of2 > »
Account No. No. Of Cheque Books Collection Mode Status Action
0276314001 1 Collect at Branch Failure @
0276314003 1 Collect at Branch Failure @

0276314003 1 Collect at Branch Failure @




Pending List
For reference purpose, Pending Authorization is already defined in Own Account Transfer
section. The functions are common to this module.

Pending List
For reference purpose, Rejected List is already defined in Own Account Transfer section. The
functions are common to this module.

Cheque Status Inquiry

Query
To view the cheque status:
Navigation: Account Services>>Cheque Services>>Cheque Status Inquiry>>Query

1 Enter Cheque Details

Account Number *

Select Account Number v

Cheque Number

Enter Cheque Number

1. From the Account Number dropdown, select the account number on which, the status
needs to be displayed.

2. Inthe Cheque Number field, enter the cheque number whose status needs to displayed.

3. Click on Search. The Cheque Details would appear which displays cheque no, transaction
date, amount, cheque status as shown in the following screen:




PAYMENTS

The Account Services section contains various services related to the Corporate User’s
accounts. The Corporate user can get all the transaction information of its accounts in this
section. This section is divided into two modules Services and Cheque Services.

Beneficiary
In the Beneficiary Master, user can add the Beneficiary to which the corporate will make the

payment. Once the beneficiary is added, user can make the payment directly without
entering all the details again and again.

Initiate
To add a new beneficiary:
Navigation: Payments>>Masters>>Beneficiary>>Initiate

Beneficiary - Initiate

Add a beneficiary

E Add Individual

+ Clicking on Add Individual will open a Beneficiary details accordion where the user has to
fill the relative fields for creating a new Beneficiary.

Beneficiary Details Beneficiary Code Beneficiary Name
Beneficiary Type *
@© Generic O Userwise
Beneficiary Code * Beneficiary Name *
Enter Beneficiary Code Enter Beneficiary Name
Payee Name Beneficiary E-mail ID Beneficiary Mobile No
Payee Name Enter Beneficiary E-mail ID Enter mobile with country code
Beneficiary Address *
Address Line 1 Address Line 2 Address Line 3
Postal Code
Enter Postal Code

« The beneficiary Type can be Generic or User wise. Clicking on Generic checkbox will
provide the payment access to all the users under that corporate. Clicking on User wise
checkbox will add the beneficiary only for the user who has logged in
the system.

y

After filling all the Beneficiary details, user need to enter the Payment
Method details.
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Payment Method Details

Internal Fund Transfer(0) (-] Branch Code

ATGS(0)

Account Number Beneficlary Advice Dispatch Mode Actlon

No Records Added
SWIFT(0)

EFT(0) © ~dd Account

There are various Payment Methods available on the left. User need to select a Payment
Method through which the payment will be made to the beneficiary.

On selecting a particular payment method, the relevant details of the beneficiary account
holder should be entered on the right side.

For example, If the user wants to make the payment to the beneficiary through RTGS
payment method, user need to click on the Add Account tab where the user will have to
enter the Account details of the beneficiary.

Payment Method Details

Internal Fund Transfer(0)

SWIFT(0)

EFT(0)

Enter Account Number/IBAN

Enter Account Number/IBAN

BIC Code’

Enter BIC Code Q
Beneficiary Bank™

Enter Beneficiary Bank
Address

Address Line 1

Effective From

29-u1-2020 iz

Beneficiary Advice Dispatch
Mode

Electronic Mode [ E-mai

CANCEL

Enter Bank Sort Code

Enter Bank Sort Code

Beneficiary Bank Branch

Enter Beneficiary Bank Branch

Address Line 2

Effective Till

Select Effective Til iz

SMs

» There are two modes available for the Beneficiary advice dispatch. User need to tick the

desired checkbox through which the dispatch will be done.

+ Clicking on Done will add the account of beneficiary, with RTGS as the
payment method. User can edit the record or delete the record.

y
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+  User can add another account clicking on the Add Account tab. The authorized
accounts will appear as a list one by one below where the user can select the account to
which the payment needs to be made.

+ Similarly, there are other payment methods where the user can click and fill the relevant
details of the beneficiary.

«  VERIFY DETAILS tab gets enabled on completion of each field. Clicking on Verify Details
tab directs the user on Review details and confirm page. The user can Modify the details or
can click on Submit button.

+ Click on SUBMIT. The record would be listed in the Pending Authorization tab of the
Beneficiary Master where the authorizer can approve or reject the record.

Review List
For reference purpose, Review List is already defined in Role Master section. The functions
are common to this module.

Pending Authorization
For reference purpose, Pending Authorization is already defined in Own Account Transfer
section. The functions are common to this module.

Rejected List
For reference purpose, Rejected List is already defined in Own Account Transfer section. The
functions are common to this module.

Disabled List
For reference purpose, Disabled List is already defined in SI Management section. The
functions are common to this module.

Transactions
Various options are available in the payments Module where the user can perform many
transactions on its account. Based on the roles assigned, user can perform the transactions

Own Account Transfer
When the user wants to transfer funds from its own account to another account.

Initiate
Navigation: Payments>>Own Account Transfer>>Initiate

1 Select Type of Payment

E New Payment h Use Draft @ Use Template

: y

4
There are three ways available where the user can initiate the own account
transfer. New Payment, Use Draft, and Use Template

4 4
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1. New Payment

User needs to click on New Payment. There are various fields in the accordion which needs to
be filled.

+ Value Date: This is the default date of the system.

+ Corporate Reference Number: User needs to enter the corporate reference number for
keeping a track of the transaction.

« Payment Method: User need to select the payment method from the dropdown.

+  Debit Account: User needs to select the debit account from which the funds should be
debited for the particular transaction, from the list of the available accounts by clicking
on the dropdown menu.

+ Credit Account: User needs to select the credit account to which the funds should be
credited for the particular transaction, from the list of the available accounts by clicking
on the dropdown menu.

» User need to enter the amount to be transferred.

+ If the user wants to enter any remark, it can be written in the Remark box.

Debit From Account Payable Amount

1.1 Payment Details

Value Date * Corporate Reference Number® Payment Method"

27-Aug-2019 Enter Corporate Reference Number Select Payment Method v
Debit Account *

Select Debit Account v
Credit Account”

Please select Credit Account v
Transfer Amount * Debit Amount

Enter Transfer Amount Enter Debit Amount

Remarks

Enter Remarks

Cancel

Note: Until all the details in the accordions are filled, the Verify Details tab does not get
enabled.

«  On click of Cancel, the transaction will terminate and the user will be navigated to
the landing page of the Bank's portal.
+  On click of VERIFY DETAILS, the next screen appears of Review Details and confirm.

y !
L/ 4
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»  User can edit the details by clicking on MODIFY.
« |f all the details are correct, user need to click on the SUBMIT button.

Single Payment Request - Initiate

? Your Request Has Been Initiated Successfully.

| Batch Number Corporate Reference Number Transfer Amount
02290720003 digngt UGX 54,600
MAKE NEW PAYMENT PENDING AUTHORIZATION PAGE

+  On click of SUBMIT button the payment will initiate and the record will move to Pending
Authorization.

Note: When the user wants to make a new payment, click on the ‘Make New Payment’tab.

*  Onclick of PENDING AUTHORIZATION PAGE tab the record will be displayed which is
pending to approve.

!/

/
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2. Use Draft
Clicking on the Use Draft button will open a ‘Use Draft’ window containing all the drafts
which is been saved by the different users.

Use Draft

Search By

Search v Search criteria

RECENTLY USED Q@ Clear Filters

0-00f0 1

As shown in the preceding screenshot, the following options will be available to the user:

« Search By: This functionality is available where the user can search the draft based on
certain parameters available in the dropdown menu (Batch No, Beneficiary Name). Select
a certain parameter, enter the value in the box and click on Search. The desired draft will
be displayed.

+  (Remove): Clicking on this icon will remove the draft.
« USE THIS: User can select the desired draft, and clicking on USE THIS button will open
that particular draft containing all the details, which user had filled earlier.

The following are the modules, which specifies the identifiers for the
Use Draft functionality:

Module Name Identifier

Own Account Transfer Batch No: Channel: Debit Account No
Single Payment Request Batch No: Channel: Payment Method Name
SI Management Debit Account No: Payment Method
Corporate User User ID: First Name Last Name
Authmatrix Module Type

3. Use Template

Clicking on Use Template will open a white box of Payment methods. Selecting a particular
payment method from the dropdown menu will display the template, which was previously
used by the user for that payment method. Clicking on ‘Use This' button will auto-populate
all the fields related to the selected payment method.

Review List
The following screen is the list of the own account transfer records available for the user.
Only those records which are authorized would be visible under this category.

‘Own Account Transfer - Review List

y



The following options are available for the user.

Field Description

Search User can search any record using the search functionality. The
dropdown menu contains the fields, which helps to make the search
easy. For Example, If the Batch No. is known to the user, select it
from the dropdown menu and enter the No. The applicable recordis
displayed below.

@ On clickof thisicon, user will be able to view a particular record.
i On click of thisicon, a next authorizer screen wouldbe displayed.
Reject Page On click of this button, user will be navigated on the Rejected List
screen.
Pending On click of this button, user will be navigated back to the pending

Authorization Page | authorization list page.

Pending Authorization List

All the records which are created/edited would be listed in the Pending Authorization grid
within the screen. The authorizer (any user other than the one who has created/edited) can
authorize or reject a record by clicking the Authorize or Reject icon next to the record. The
Authorize/Reject icon would be displayed to the authorizer only if Authorization right for
that transaction (Own Account Transfer in this case).

The maker of the record can view, edit or delete the record before the authorization. The
Pending authorization screen for the checker looks like this:

Search By Batch No. Vv | BatchNo.

Batch No. Channel Payment Method Transaction Date Debit Account No. Debit CCY Debit Amount  Credit Account No. Credit CCY Status

No Record Found

REJECT PAGE REVIEW PAGE

« If there are multiple records, and the authorizer wants to take action on all of them on a
single click, a check box enables Authorize All and Reject All button.

»  On Click of Authorize All, all the transactions will be authorized.
+ On Click of Reject All, all the transactions will be rejected.
+ The authorizer has the following options in case of each record:

* « : On Click of this tick mark, an OTP would be sent to the registered
mobile number of authorizer. On authentication, the record gets
authorized by the checker.

y




+  On authentication of the OTP, the record gets authorized by the checker and moves to th
review list.

«  %:Onclick of this icon, user will be able to reject the record. The following dialog box
pops-up on clicking the Reject icon.

+ Enter the reason for rejection in the Reject Reason box and SUBMIT. The record is moved
to the Rejected List tab.

+ i : There are two options available for the icon. One is View. On click of view, user will be
able to view the details of the particular record.

« Refresh: Click on this button to refresh the list of records.
+ Reject Page button navigates the user on the Rejected List screen.

+ Review Page button navigates the user on Review List screen.

Rejected List
To open Rejected List
Navigation: Payments >> Transactions >> Own Account Transfer >> Rejected List

All the records which are rejected during authorization would be listed in the Rejected List
grid within the screen. The maker of the record (user who has created/edited the record) can
either accept the rejection or resubmit the record.

SearchBy  BatchNo. V| BathNo,

BatchNo.  Channel  PaymentMethod  TransactionDate  Debit AccountNo.  Debit CCY Debit Amount ~ Crecit AccountNo.  Credit CCY  Reject Reason

No Record Found

REVIEW PAGE PENDING AUTHORIZATION PAGE

The following options are available for the user for performing action on the record.

Fields/Icon @ Description

@ On clickof thisicon, user will be able to view a particular record.

Resubmit On clickof this link, user will be able Resubmit the record by changing the record
details in the Edit Entry screen of that master. Click on VERIFY DETAILS to send
it for authorization.

. There is one option available for the icon. That is AcceptRejection. Clicking on
. Accept Rejection allows the user to accept the rejection. The record is moved to
(Accept the respective list based on the criteriamentioned below:
Rejection)

ol If a newly created record is rejected by the authorizer, then on Accept
Rejection, the record would not be reflectedin the application any more.

o/ If an existing record is modified but is rejected by the authorizer, then on
Accept Rejection, the record with the previous values would be displayed
inthe authorized list.
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Single Payment Request
The corporate user can use the Single Payment Request for initiating the Single Payments for
the customers.

Initiate
To open the Single Payment:
Navigation: Payments>>Transactions>>Single Payment Request>>Initiate

Select Type of Payment

E New Payment b Use Draft @ Use Template

There are three ways available where the user can initiate the payment. New Payment, Use
Draft, and Use Template.

1. New Payment
When the user is initiating the payment for the first time, click on New Payment. The
payment details accordion opens which contains various fields:

1.1 Payment Details Dabit From Account Payable Amount

Value Date Corporate Product * Payment Method *

27-Aug-2019 {9 | Select Corporate Product Vv Select Payment Method v
Debit From Account Charge Account

Select Debit Account N/ Select Charge Account v

Payable Amount * Debit Amount *

Curency v 0 v o

Corporate Reference No

Enter Corporate Reference Number

Purpose of Payment *

Enter Purpose of Payment

© ssosvaterpumoce

1.2 Beneficiary Details

Cancel

The following grid explains the various fields in the payment details:




The following grid explains the various fields in the payment details:

Field Name

Description

Value Date

Select the date for the transaction.

Corporate Product

Select an option to specify the corporate productfrom the dropdown. All
the corporate products defined in the Corporate Product master at BBE
would flowin this dropdown.

Payment Method

Based on the selection of corporate product, select a payment method

from the dropdown menu.

Debit from Account

Select a debit accountfor payment.

Charge Account

Select a charge accountfor payment.

Payable Amount

Select the currency for payment from the dropdown menu. Enter the

payable amount.

Deal Number

If cross currency transaction, deal number needs to be entered

Dealer Name

Enterdealer name

Fx Rate

Enter exchange rate for that deal number

Corporate Reference
Number

Enter the Corporate Reference Number for the transaction.

Payment Instructions

Enter the payment Instructions for the transactions.

Add Another
Instruction

User can add another instruction (maximum of 3) by clicking on Add
Another Instruction link.

After filling the payment details, the next accordion is of Beneficiary details.

1.2 Beneficiary Details : PesaLink

Beneficiary Name *

Select Beneficiary Name

Pay To

Beneficiary Address

Remarks

Enter Remarks

Q or Add New Beneficiary

Beneficiary Bank

Beneficiary Bank Branch

The following fields which needs to be entered by the user are:

'7’
4 4



/7

« Beneficiary Name: User can select the beneficiary by clicking on the search icon. A
Using the search criteria, beneficiary can be selected. ‘Show All’ button will display
all the beneficiaries which are set in the Beneficiary Master. Selecting a beneficiary
will auto populate all the fields.

+ Clicking on ‘Add new Beneficiary’ will open a white box, where the user needs to fill all the
relevant details for adding a new beneficiary.

«  Remarks: User can add any remarks for the transaction.
«  SAVE DRAFT: Clicking on this button will save the entries filled by the user as a draft.

«  VERIFY DETAILS tab gets enabled on completion of each field. Clicking on Verify Details
tab directs the user on Review details and confirm page. The user can Modify the details
or can click on Submit button.

« The corporate user can save this template for further reference. A box is available to
enter the name for the template.

+ Click on SUBMIT. The record would be listed in the Pending Authorization tab of the
Single Payment Request where the authorizer can approve or reject the record.

2. Use Draft
Clicking on this button will open a Use Draft window containing all the drafts which is been
saved by the different users.

Use Draft X
Search By
Search v Search criteria
RECENTLY USED Q@ Clear Filters
0-0o0f0 1

As shown in the preceding screenshot, the following options will be available to the user:

« Search By: This functionality is available where the user can search the draft based on
certain parameters available in the dropdown menu (Batch No, Beneficiary Name). Select
a certain parameter, enter the value in the box and click on Search. The desired draft will
be displayed.

* [(Remove): Clicking on this icon will remove the draft.

« USE THIS: User can select the desired draft, and clicking on USE THIS button will open
that particular draft containing all the details, which user had filled earlier.

The following are the modules, which specifies the identifiers for the Use Draft functionality:

Ve
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Module Name Identifier

Own Account Transfer Batch No: Channel: Debit Account No
Single Payment Request Batch No: Channel: Payment Method Name
SI Management Debit Account No: Payment Method
Corporate User User ID: First Name Last Name
Authmatrix Module Type

3. Use Template

Clicking on Use Template will open a white box of Payment methods. Selecting a particular
payment method from the dropdown menu will display the template, which was previously
used by the user for that payment method. Clicking on ‘Use This' button will auto-populate
all the fields related to the selected payment method.

Review List
Review List is already defined in Own Account Transfer section. The functions are common to
this module.

Pending Authorization List
For reference purpose, Pending Authorization is already defined in Own Account Transfer
section. The functions are common to this module.

Rejected List
For reference purpose, Rejected List is already defined in Own Account Transfer section. The
functions are common to this module.

Bank Rejected List
When a transaction is initiated by the corporate user, it can be rejected by Bank. The

transaction, after getting rejected in the BBE, will appear in the Bank Rejected List.

Please see the below screen:

SearchBy  BalcnNo. v | s

CBetiesh < < 1 oft > »

BatchNo.  Corporato Product Name  Paymont Mothod  Boneficiary Name Transaction Date  Payable Amount  Status Action

02300316030 NEW BANK SINGLE ALL PAY  Interral Fund Transfor  Paul KK 99 30Mar-2019 123,00 FCY Rojocted @

02000315023 NEW BANK SINGLE ALL PAY  Internal Fund Transfer akd test 30-Mar-2019 10000 FCYRejocted @

02220315001 NEW BANK SINGLEALL PAY  SWIFT BOLLORE AFRICALOGISTICS UGANDALTD  22-Mar-2019 12300 FCYFejected @

01110319041 NEW BANK SINGLE ALL PAY ~ SWIFT. BOLLORE AFRICALOGISTICS UGANDALTD  11-Mar-2018 109.00 FOY Rejocted @

01230215025 NEW BANK SINGLE ALL PAY  Internal Fund Transfer akd test 20-Feb-2019 1,000.00 FOY Rejocted @

01180219112 NEW BANK SINGLEALL PAY  Internal Fund Transfor akd tost 18-Fob-2019 16000 FCY Fojoctod @
Chatesh < < 1 oft > »




+  On click of ®#®: jcon, a view details screen opens where the user can only view

the details of the transaction.

Paymant Dotais

Wauo Datn
27-Janr 2020

Aocount Titke
MOIL [y LIMTED

Charge Account
Ol R2DEE0 S LGN
Payabic Amount
LGX 336,002,300

Payment Purpasa

Purpose of Payment

Bornciary Dotass
Banafuwoary Kame

LEANDA FEVENJE
AUTHORITE

EBanefucary Address
HAMPALE

Ramaris

LUFA/GPA PRN X000 3838828

URAGFA PAN 2200003238828

Paymart Mothod
e

Dobit Amaount
UGX 330,002.500

Branch Code
AN BRANCH

Posta Codo

Corporats Refananco Mo Dot From Account
MULURAGPAZTDIZ020 OI0EI0HUEN

103105008

Autronzation Datales
Makor

pwaliny |psziiny

Chedcior
ymasser [yrasse|

Moo Date Time
EF-Jam PR 11143

Chocker Datn Tims:
EF-JamPED 1133

Makar CRanma

Chaciker Channa

«  On click of BACK icon, a view details screen opens where the user can only view

the details of the transaction.

Bulk Payment Request

The corporate user can use the Bulk Payment Request for initiating the bulk transactions. The
user need to create a file format, based on the template parameters in the BBE and then

upload the file to initiate the Bulk transaction.

Initiate

To open the Bulk Payment Request:

Navigation: Payments>>Transactions>>Bulk Payment Request>>Initiate

1.1 Batch Detail

Transaction Date”

27-Aug-2019

1.2 Enter Upload File Details

Template Name

CANCEL

/
L/ 4
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+  On clicking Initiate, an accordion of Batch detail opens. User needs to select the date
of the transaction to be initiated.

+ The next accordion is Enter Upload File Details:

1.2 Enter Upload File Details Template Name

Corporate Product *

ICASH BULK TRADEPAY 001 v
Select Template Upload File"
Select Template v Choose a File To Upload
Charge Account Supporting Documents
Select Charge Account v PDF, XLS, XLSX, Image files @ SUPPORTING DOCUMENTS

CANCEL

+ Select an option to specify the corporate product from the dropdown. All the corporate
products defined in the Corporate Product master at BBE would flow in this dropdown.

« Select a Template from the available list of templates in the dropdown menu. The templates
are created in the BBE.

+ Upload a file corresponding to the template.

+ Select the charge account from the dropdown.

+  User can upload supporting documents for bulk file.

+ Clicking on View Sample Data Layout opens a data layout details light box.

+  Click on SUBMIT. The record will appear in the Pending Authorization list where the
authorizer can accept or reject the record. On successful authorization, Bulk Payment
details are uploaded.

Review List
Review List is already defined in Own Account Transfer section. The functions are common to
this module.

Pending Authorization List

All the records which are created/edited would be listed in the Pending Authorization grid
within the screen. The authorizer (any user other than the one who has created/edited) can
authorize or reject a record by clicking the Authorize or Reject icon next to the record.

Bulk Payment Request - Pending Authorization List

SearchBy  TenDate V| Please Sect Date @

TcDate  BatchNo.  Channel  Corporate ProductName  No.OfTxns  Payable Amount Uploaded By  Upload Date Time  Status Action

01-Mar:2019 01010319011 WEB ICASH BULK TRADEPAY 001 65 1976000 PKABURUWEC ~O1-Mar201915:07:02 Unauthoized @ T §

22:Feb-2019 01220219017 WEB. ICASHBULK TRADEPAY 001 O 000 PKASURUWEC ~22.Feb-2019 170754  Error File @ o0
CRetesn « < 3 of3 5 » '

o JI
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For reference purpose, Rejected List is already defined in Own Account Transfer section. The
functions are common to this module.

Field Description
v Clicking on this icon will send the request to bank.
® Click thisicon to reject the record.
H More options will be displayed after clickingon this icon. i.e.
View
Delete
Print
View Clicking on this option will allow the authorizer to view all the details of the
record.
Delete Clicking on this optionwill allow the authorizer to delete the record.
Print Clicking on this icon will download the PDF file containing all the transactions
of the record. The same will be available for printing.
Review List Clicking on Review List button redirects the user on Review List screen.

Rejected List
For reference purpose, Rejected List is already defined in Own Account Transfer section. The
functions are common to this module.

Bank Rejected List
Bank Rejected List is already defined in Single Payment Request section. The functions are
common to this module.

Cancel Payment Request

Once a payment request is initiated (single or bulk), corporate user can cancel it using this
option. The user can cancel the whole batch, or a particular transaction in the batch using
this option.

Review List
To open Cancel Payment request:
Navigation: Payments>>Transactions>>Cancel Payment Request>>Review

Searchey  EnyTwe Vv ey Tee

OwnAscountTranster @ Sinla/Buk Paymont

Chen < ¢ 2 o2
Entry Type. Activaton Date Corperate Rof No, BatchNo Action
single orape2019 osstos1s0r1_oot asstosioors @ comolan
Singlo onnpeaois ozo10815019_001 aot0st9019 @ Comcelaen
sigo Staar 2010 0300310018.001 as00810018 @ Comcetaen
B 02019 02200315056.001 o2s00319056 ©  Camelsacn
Bk w2019 ozzana1soss_ o0t ozzaonia0ss @ Camelsaen
Singlo 2F02010 or22021%020.001 orz20216020 @ comalsan
Sigio 21Fos 209 owzi0zs62s 001 orai0219026 @ Concelaen
sige errenz0ng orrczrsozs orer0219025 @ Camcelaen
Cheen « ¢ 2 o2

resecreo ust [l penoinG Authorizarion LisT il CANCELLED LisT
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The following screen opens when user clicks on Review List. There are various Payment A
Requests available where the user can perform the following actions:
« ‘'Search By’ functionality is available where the user can search the request based on

certain parameters available in the dropdown menu (Entry Type, Activation Date and

Batch number in this case). Select a certain parameter, enter the value in the box and

click on Search. The desired request is displayed.

When a transaction is displayed, user can take the following actions.
«  Onclick of eye icon, user will be able to view the details of the transaction.

«  Onclick of Cancel Batch, user can cancel the selected batch of payment request. A white
box is displayed for confirmation, clicking on Yes will cancel the Batch.

+  Onclick of ellipse icon, user will be able to cancel a request/requests from the Batch. All
the requests in the Batch will be displayed. User can select the requests by clicking on the
checkbox provided.

+  On click of Cancel Request, the selected payment request will be cancelled and will
appear in the pending authorization list. On authorization of this request, the batch will
contain the remaining transactions.

Pending Authorization List
For reference purpose, Pending Authorization is already defined in Own Account Transfer
section. The functions are common to this module.

Cancelled List
Cancelled records will be displayed in this list.

Rejected List
For reference purpose, Rejected List is already defined in Own Account Transfer section. The
functions are common to this module.

Send to Bank

Send to bank is the next level of authorization after checker. When the maker initiates a
record, it can be authorized by the checker. But for some transactions, ‘Send to Bank'’ is given
for an extra level of authentication by the corporate user.

Initiate
To open the Bulk Payment Request:
Navigation: Payments>>Transactions>>Bulk Payment Request>>Initiate




Payment Method: RTGS

Batch No.

02290720003

02290720002

02140120068

02140120014

02060120029

02121119044

‘Channel

WEB

WEB

WEB

WEB

WEB

WEB

Payment Type

RTGS

RTGS

RTGS

ATGS

RTGS

RTGS

Beneficlary

Kijhgdr

Kijhgtd

MOIL (U) LTD

MOIL (U) LTD

APA INSURANGE UGANDA LIMITED

MOGAS UGANDA LIMITED

Debit Account No.

0102688001

0102689001

0102689003

0102689003

0102689011

0102688003

Amount

UGX 54,800

USD 52,014.00

UGX 134,000,000

UGX 400,000,000

USD 2,085.00

UGX 650,000,000

Value Date

28-Jul-2020

20-Jul-2020

14-Jan-2020

14-Jan-2020

06-Jan-2020

12-Nov-2019

(& odity Fiters @ ClearFiters % o
Transaction Status Reject Reason
Unauthorized
Unauthorized
Paid
Paid
Paid

Paid

« ‘Search By’ functionality is available to allow the user to search the transaction according
to the specified parameter (Batch no in this case).

+  Clicking on ‘Advance Search’ button opens various search related parameters. Select any
parameter and click on Search. The transaction will be displayed.

+  Clicking on ‘Show with rights access’ radio button will display the transaction which has
the access rights for the user. Clicking on ‘Show without access rights’ will display the

transactions which does not have the access rights for the user.

+ If there are multiple transactions, user can Select all the transactions with the checkbox
provided and perform the action either for all the transactions at once or one by one.

« User can perform the following actions in case of each record:

Icon Description
v Clicking on this tickmark will send the requestto bank.
x Click this icon to reject the record.

Clicking on this icon will allow the authorizer to view all the details of the record.

+  On click of ‘Actioned List’ button, user will be navigated to Actioned List page.

y
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Action

Clicking on ‘Action’ listing page will open a screen where User need to select the type of the
module to view all the transactions on which user has already performed any action:
Navigation: Payments>>Transactions>>Send to Bank>>Action

Batch No. Channel  Payment Type  Beneficlary Debit Account No.  Amount Value Date  Transactlon Status Reject Reason

02290720003  WEB RTGS Kijhgfar 0102669001 UGX 54,800 29Jui2020  Unauthorized
Transaction reference Number Payment Method Channel  View Details
02200720003 RTGS WEB

« User can segregate the transactions using the parameters provided
(Show AlL, Show Accepted, Show Rejected in this case).

+  On click of ‘eye’icon, user can view the details of the selected transaction.

S| Management
The corporate user can use the S| (Standing Instruction) module when it needs to make
payments to a beneficiary at regular intervals.

Initiate
To open SI management:
Navigation: Payments>>Transactions>>SI Management>>Initiate

Select Type of Payment

E New Standing Instructions Request B Use Draft

There are two ways where user can initiate the standing instruction management, that are
New Standing Instruction Request and User Draft.

The User Draft is already defined in Own Account Transfer section. The functions are
common to this module.

Click on New Standing Instruction Request, the Payment Details accordion
would open as shown in the following screen:

y !
L/ 4
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1.1 Payment Details Debit From Account Payable Amount

Value Date * Corporate Product * Payment Method

27-Aug-2019 i} Select Corporate Product v Select Payment Method v
Debit From Account " Charge Account

Select Debit Account \/  Select Charge Account v
Payable Amount * Debit Amount

Currency v O 0 v 0

Corporate Reference No

Enter Corporate Reference Number

Purpose of Payment *

Enter Purpose of Payment

OAdd Another Purpose

+ In the first accordion, user needs to enter payment details in the respective fields. Sl can
be supported for amounts (Cr or Dr) in UGX only

« In the second accordion, user needs to enter the beneficiary details. User can either select
the beneficiary from the list of beneficiaries created in beneficiary master, or user can add
a new beneficiary.

» In the next accordion, user need to enter the S| details.

1.3 Enter Standing Instructions Details

Name * Authorization
Enter Name O Yes @ No
Start Date” End Date”
28-Aug-2019 ] 28-Aug-2019 s
Frequency * Frequency Details * If Holiday *
Select Frequency v Select v O Prepone ® Postpone

Transactions Count
0

Cancel

+  User need to provide a name for the SI.

+  For Authorization purpose, two radio buttons are available. Clicking on ‘yes’, the
transaction will appear in Pending Authorization list where the authorizer can approve or
reject the record. Clicking on ‘no’ will initiate the transaction.

» User need to enter the start and end date for the SI.

+ User need to select the frequency for SI from the available options in the dropdown
menu (daily, weekly, fortnightly, monthly, quarterly, half yearly, yearly in this case).

«  User need to select the frequency details from the available options in the

dropdown menu. y
Note: Frequency details parameter is based on frequency parameter. ‘
For Example, If the user selects ‘Weekly' in frequency, list of days gets displa ed’

!/



« If holiday falls on the particular day when the Sl is to be debited, user can either prepone

or postpone the date by clicking on respective radio button.

« VERIFY DETAILS tab gets enabled on completion of each field. Clicking on
Verify Details tab directs the user on Review details and confirm page. The user can
Modify the details or can click on Submit button.

«  Click on SUBMIT. The record would be listed in the Pending Authorization tab of the
Sl Management where the authorizer can approve or reject the record.

Review List
Records which are authorized by the checker would be visible under this category. The
Review List screen for SI Management Master is shown in the following screen:

Standing Instructions Management - Review List

Search By

SI/Template Name

Lawi

weewewewe

ngs

Petty Cash Weekly

dailypkk

John Doe

MOBlle Si1

pkay

Sl/Template Name V| SiTemplate Name

BatchNo. Corporate Product Name Payment Method Transaction Date
03240819001 NEW BANK SINGLE ALL PAY Mobile 24-Aug-2019
03010419001 NEW BANK SINGLE ALL PAY RTGS 01-Apr-2019
03300319003 WEC LINES KENYA LTD TRADE PAYMENTS RTGS 30-Mar-2019
03300319002 NEW BANK SINGLE ALL PAY Internal Fund Transfer 30-Mar-2019
03050819003 NEW BANK SINGLE ALL PAY Internal Fund Transfer 05-Aug-2019
03280319012 ICASH BULK TRADEPAY 001 EFT 28-Mar-2019
03150219007 NEW BANK SINGLE ALL PAY Mobile 15-Feb-2019
03120219009 ICASH BULK TRADEPAY 001 Internal Fund Transfer 12-Feb-2019

DISABLED LIST

4 ADVANCE SEARCH

~
iReftesh  « <

Amount

5,000.00

20,000.00

2,000.00

200.00

100.00

20,000.00

104.00

101.00

1 oft > »

Action

As shown in the preceding screen, the following options are available for the user:

Field Description

Search By User can search any record using the Search by functionality. The dropdown
menu contains various field, which helps to make the search easy. For Example,
If the corporate Batch numberis known to the user, select it from the dropdown
menu and enter the name. The applicable record is displayed below.

Refresh On Click on this Button, the list of records will refresh.

On Click of this icon, user will be able to view details of a particular record.

On Click of thisicon, user will be able to edit a particular record.

On Click of this icon, there will be additional links available. In this case, Disable

& View authorizerlinkis available.
o/ On clickof Disable link, user will be able to disable the record.

ol Onclickof View Authorizer, user will be able toview the authorizer’s details.

Disabled List

On Clickof this button, user will be navigated on the Disabled List.

y




Pending Authorization List A
For reference purpose, Pending Authorization is already defined in Own Account Transfer

section. The functions are common to this module.

Rejected List
For reference purpose, Rejected List is already defined in Own Account Transfer section. The
functions are common to this module.

Disabled List
The records which are disabled by the user will be displayed in the disabled list.
Navigation: Payments >> Transactions >> S| Management >> Disabled List

Standing Instructions Management - Disabled List

SearchBy  Corporate Product Name V|| Comorate Product Name + ADVANCE SEARCH

SI/Template Name BatchNo Corporate Product Name Payment Method Transaction Date Amount

No Record Found

REVIEW LIST

User can search the record by using the Search By functionality. The search parameters are
Sl/Template Name and Batch No. Give a value in the box and click on ‘search’ button.

User can perform two actions for a particular record.
+  On click of the @ (View) icon, user can view the details for the selected record.

+  On click of the Enable link, a confirmation box appears. Clicking on ‘Submit’ button,
the record will appear in the pending authorization list where the authorizer can
approve or reject the record.

Template Management

In template management, corporate user can create a template for payments to beneficiary.
Once a template is created, the record will move to Pending Authorization List, where the
authorizer can approve or reject the Template. After successful authorization, the corporate
user can use that template for initiating Single Payment request.

Initiate
To open Template Management
Navigation: Payments >> Transactions >> Template Management >> Initiate

Select Type of Payment

b 4

E New Template | ’V

/7
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Click on New Template, the following accordion would appear:

Template Management - Initiate

o ‘ Select Type of Payment

1.1 Payment Details Debit From Account Payable Amount
Q Value Date * Corporate Product " Payment Method
27-Aug-2019 {9 | Select Corporate Product V| Select Payment Method v
2 Debit From Account * Charge Account
Select Debit Account W Select Charge Account v
Payable Amount *
Currency v 0
3

Corporate Reference No

Enter Corporate Reference Number

Purpose of Payment *

Enter Purpose of Payment

°Add Another Purpose

+ In the first accordion, user needs to enter payment details in the respective fields.

« In the second accordion, user needs to enter the beneficiary details. User can either select
the beneficiary from the list of beneficiaries created in beneficiary master, or can add a
new beneficiary.

+ In the next accordion, corporate user need to enter the Template details.

1.3 Enter Template Details

Name’ Select Template Type
Enter Name  Select

Generic
3 User Wise

Cancel

+ User need to enter a name for the Template.

« Template Type can be Generic or User wise. Selecting Generic checkbox will provide the
template access to all the users under that corporate. Selecting User wise will provide
the Template access only for the user who has logged in the system.

+ VERIFY DETAILS tab gets enabled on completion of each field. Clicking on Verify Details
tab directs the user on Review details and confirm page. The user can Modify the details
or can click on Submit button.

+ Click on SUBMIT. The record would be authorized and would appear in the Review list.




Review List
For reference purpose, Review List is already defined in Role Master section. The functions
are common to this module. Click here for further understanding.

Pending Authorization List
For reference purpose, Pending Authorization is already defined in Own Account Transfer
section. The functions are common to this module. Click here for further understanding.

Disabled List
For reference purpose, Disabled List is already defined in SI Management section. The
functions are common to this module. Click here for further understanding.

Template Management

In template management, corporate user can create a template for payments to beneficiary.
Once a template is created, the record will move to Pending Authorization List, where the
authorizer can approve or reject the Template. After successful authorization, the corporate
user can use that template for initiating Single Payment request.

Initiate
To open Template Management
Navigation: Payments >> Transactions >> Template Management >> Initiate

/7
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Process

Transaction Query
The corporate user can enquire details about any transaction in this module.

Query

The corporate user can enquire about any transaction in this module by giving the search
parameter.

To open Transaction Query:

Navigation: Payments>>Process>>Transaction Query>>Query

Transaction Query

@ Preill From Saved Criteria
SEARCH BY | Please Select v Enter Value
@ Add Another Parameter

Save Criteria

+ ‘Search By’ functionality is available where the user can search the transaction from the
list of search related parameters. Select a parameter, enter the value corresponding to
that parameter and click on SEARCH. User can add another parameter by clicking on
Add Another Parameter link.

+ User can save the search criteria by clicking on Save Search Criteria. A light box gets
displayed where the user need to enter the search criteria name and the description.

+ The transaction will be displayed as below:

Transaction Query

Payment Method: RTGS (# Modity Fiters @ Clear Fiters %o Pin
Refresh  « < 1 of1 > »
BatchNo.  Channel Payment Beneficiary Debit Amount  Transaction  Reject Reason
Type Account Status
No.
02270819027 WEB RTGS YG Giri 0276314001 ;}ES eot ;‘;s: SentTo

KES 601.

02270819020 WEB RTGS YG Giri 0276314001 00 Unauthorized
02270819019 WEB RTGS  YG G 0276314001 ZOES E0T Unauthorized
25270819006  WEB RTGS - 0276314003 ls"zgo“'s i:::’;::‘s”"k
02240819016 WEB RTGS  YGGir ozzeatazoe KES 1O ynaunorized

05

02240819015 WEB RTGS  YGGir 0276314202 KES 101 ToBeSentTo

05 Bank
USD 200. N
02240819014 WEB RTGS APM TERMINALS KENYALTD 0276314002 00 Processing

Chefresh <« < 1 o1 > >




Clicking on the Batch No, the user can view the details of the particular transaction by c

licking on View Details link:

Batch No. Channel  Payment Beneficiary
Type
02270819027 WEB RTGS YG Giri

Transaction reference Number Payment Method

02270819027 RTGS

Debit Amount

Account

No.

0276314001 LESE
00

Channel View Details

WEB

Transaction

Status

To Be Sent To
Bank

Reject Reason

A light box opens when the user clicks on View Details, which displays the details of the

selected transaction:

Transaction Details :

Product Details

Corporate

Batch No

Debit A/c No.
Beneflclary Name
Deal No

Maker

Approvers
Transactlon Status
Printed On

Request By

Fallure Reason
Purpose of Payment2
Purpose of Payment4

Checker Channel

02290720003

MOIL (U) LIMITED
02290720003
0102689001-UGX

Kljhgfdr

pwairimu

Unautherized

NA

Corporate

Payment Method Additional Details

BIC Code

SBICUGKX

Corporate Product
Transactlon Date
Payment Method
Amount

Fx Rate

Value Date
Approved Date
Instrument Number

Printed By

Purpose of Payment1

Purpose of Payment3

Maker Channel

Beneficlary Account No

tradepayment
29-Jul-2020
RTGS

UGX 54,800

29-Jul-2020

NA
NA

Kigtdhjk

WEB

02154789

Yy

!I'
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Query Builder
In the query builder module, bank configures the customized payments reports for the
corporate. The corporate can search and execute the report using the query builder.

Execute
To open Query Builder:
Navigation: Payments >> Process >> Query Builder >> Execute

Query Builder - Execute

SearchBy  Query Name v Query Name

Query Name Module Name File Type

No Record Found

« ‘Search By’ functionality is available where the corporate user can search the record using
the search related parameters (Query Name and Module Name in this case).

+ Abutton is available under the Action column for each record. Report entry screen opens
on clicking of the button.

+ User need to enter the payable amount.

« Corporate user can select the output format by clicking on respective checkbox.
+ User need to select the Date range from the dropdown menu.

+  Onclick of Execute, the report is downloaded as per the specified parameters.

«  Onclick of Cancel, the Report screen will close.




REPORTS SETUP

There are various reports available in Setup and Payments. The corporate user can download

reports from this section.

t
Setup Setup Payments

Account Services

Audit Trail Report Audit Trail Report
Generate | Report List

Generic Reports
Reports © Generic Reports

Master Report

Payments

Master Report

Audit Trail Report

Corporate user can download Audit Trail Reports for commons Master from this module.

Generate
To open Audit Trail Report:
Navigation: Reports >> Setup >> Audit Trail report >> Generate

Audit Trail Reports - Generate

Audit Trail Reports - Generate

5 catgory Name = eport ame

Audit v Please Select Report v

In the Report Name field, user need to select the report from the dropdown that needs to be

generated, and the following fields will be shown to the user:

Audit Trail Reports - Generate.

5 crtoor ame 5 v e

At V| Corporate Profe Report v

(B ot From sovea Orors

From Date” To Date”
27-Aug2018 6 2rawg2ote [::]

Roport File Type' Déliney

@exceL Opor OTEXT Delimiter

User 1D Action Performed

Enlor User ID ‘Solect Action Perfomed v

' Sot Fitor Condions 12 conditons soned

[ ave Search Gtria

-




Corporate user need to enter all the fields for generating the report. The Generate button
gets enabled after completion of all fields.

On click of Generate, various reports which are generated will be displayed:

Search By  Report Name v Report Name

CRefresh  « < 1 oft > »
4 Report Name 4 Product Type 4 Generation Date $ User 4 From Date 4 To Date 4 Action
CORPORATEPROFILE Commons 27-Aug-2019 PAUL KK 27-Aug-2019 27-Aug-2019 Generating..
CORPORATEUSER Commons 01-Apr-2019 PAUL KK 01-Jan-2019 01-Apr-2019 @
CORPORATEPROFILE Commons 22-Mar-2019 PAUL KK 22-Mar-2019 22-Mar-2019 @ m
CORPORATEPROFILE Commons 22-Mar-2019 PAUL KK 01-Jan-2019 22-Mar-2019 @ w
‘CORPORATEPROFILE Commons 18-Feb-2019 PAUL KK 01-Feb-2019 01-May-2019 @ m

~
O Refresh  « <

=3

‘GENERATE

There are two actions available for user:
* [@ : On click of this icon, the report will download.
. n‘ : On click of this icon, the report will be deleted.

Report List

The Report List contains a list of Reports which are generated by the corporate user. user can
download the report or delete the report by clicking on respective icons:

Audit Trail Reports - Report List

SearchBy  Report Name Vv | | Report Name
Refresh  « < 1 oft > »

4 Report Name 4 Product Type 4 Generation Date 2 User 4 From Date 4 To Date 4 Action
CORPORATEPROFILE Commons 27-Aug-2019 PAUL KK 27-Aug-2019 27-Aug-2019 @ m
CORPORATEUSER Commons 01-Apr-2019 PAUL KK 01-Jan-2019 01-Apr-2019 @ m
CORPORATEPROFILE Commons 22-Mar-2019 PAUL KK 22-Mar-2019 22-Mar-2019 @ m
CORPORATEPROFILE Commons 22-Mar-2019 PAUL KK 01-Jan-2019 22-Mar-2019 @ m
CORPORATEPROFILE Commons 18-Feb-2019 PAUL KK 01-Feb-2019 01-May-2019 @ m

#JRefresh  « <

GENERATE




Generic Reports
In Generic Reports, user can generate reports which are available in the dropdown menu.

Generate

From the Category Name field, select the generic report category from the dropdown. Based
on this, user need to select the report from the Report Name field. The following screen
shows the different types of generic report categories:

Navigation: Reports >> Setup>> Generic report >> Generate

Generic Reports - Generate

E Category Name

v Please Select Category
Admin
Security

After selecting a report name, an accordion will open, where the user need to enter the fields
for generating the report:

Generic Reports - Generate

= category Name = Reportame

Admin v User Role Wise Report v

Prefill From Saved Criteria

User ID

User ID Q

From Date’ To Date’

27-Aug-2019 8 27-Aug-2019 =]
Report File Type’ Delimiter

@®EexceL OpDF OTEXT OONLINE Delimiter

Status
©Active Olnactive

Save Search Criteria

Cancel REPORT LIST GENERATE

Clicking on GENERATE will generate the report where the user can
download the report or delete the report.




Report List
The Report List contains a list of Reports which are generated by the corporate user. user can
download the report or delete the report by clicking on respective icons:

Generic Reports - Report List

Search By  Report Name v Report Name
O Refresh  « < 1 oft > »
$ Report Name 4 Product Type $ Generation Date $ User & From Date $ To Date $ Action
USERACTIVITYLOGREPORT Commons 01-Mar-2019 PAUL KK 01-Jan-2019 01-Mar-2019 @ m
> Refresh « < 1 oft > »

GENERATE




CONTACTUS

Call 0800 242 242 (Toll Free) & +256 318 387 387
or email info@dtbuganda.co.ug

@ www.dtbafrica.com

Q @dtb_uganda dtbuganda n DTB Uganda




