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1. Bulk Payment Request

This guide provides you with a detailed explanation about how to perform, authorise or reject Bulk
Payment transfers in ProCash. You will also find a description on useful features like transactions summary
page or quick links.

For information on other ProCash modules or other payment types, please refer to their respective guides.

1.1. Summary Screen

To see the Summary screen of Bulk Payment Request module, you must first select the Payments tab,
which is available on the left panel. Follow the below steps:

i) Select Bulk Payment Request option

ii) Select Initiate option — You will be navigated to the Initiate Request page

X Close At Q. Enter keyword 1o search L
8 Dashboard Frequently Used

@ Sewp Payments > Single Peyment Request > Inmate

& Account Services

Pey 841

B4 Presentment

B Payymen

= Reports B84 Payment History

Authorization Dashboard

Reject Transaction

Process Mandate Management

Image 1 — Bulk Payment Request | Initiate option
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When landing on the Initiate page, you will be able to perform bulk payments by selecting one of the
below two options:

O Bulk Payment upload — This option is used to initiate bulk payments via uploading a file with a set
of transactions. When this option is selected, you will land on the Initiation page (a more detailed
explanation is mentioned in chapter 1.2).

O Bulk Payment manual — This option can be used to initiate multiple payments at the same time. You
will need to manually input the information of each payment. Once all the payments are ready, then
you can process all of them at one go (a more detailed explanation is mentioned in chapter 1.3).

Apart from these two options, you can view the transactions initiated through Bulk Payment module as
of the present day, as of the present week of, as of the present month. The given statuses are Pending,
Rejected and Authorized.

= | med  PrOCASH Corporate onmiesexz Q| Q| ¢ [
[
B (> Payments > Transactions > Bulk Payment Request > Inttate
® C8lwld
& Gk SRS This Month v
Bulk Payment Upload Bulk Payment Manual
® e
ik the card to iete Buk Payment trough fle Upload. Ciick the card o Inate Bulk Payment through entry screen 38 0 18
= Pending Rejected Authorized
Note : Stats count willbe displayed for lest 30 deys
m Recent Uploads Recent Payments B
[ select Al Records @ Q Enterkeywordtosearch @ 4
D ProCash Batch Number & Batch Reference Number & Draft Name & Draft Description ¢ Transaction Date & Transaction Count & ¢ Payable Amount (AED) Actions
(] o ) . Test Buk Txn 18-56p-2023 2 400 use @
Rows perpage 10 v « <> »

DISCLAIMER

Image 2 — Bulk Payment Request | Initiate option

Also, on the same page you can:
e See the Bulk Payments under draft stage by selecting the "Draft” option

e See your most recent uploads Bulk Payments by selecting the “Recent Uploads” option

e See the most recent Bulk Payments by selecting the "Recent Payments” option
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1.2. Bulk Payment Upload

To initiate a Bulk Payment by uploading a file, you must follow the below steps:

i) Select "Bulk Payment Upload” option for pre-agreed template (Image 2)

ii) Select "Drop your file here or browse”

iii) Select the Template and upload the file

iv) Once uploaded, you can see the file name and size with complete confirmation (Image 3)
v) Select the submit to proceed with the Bulk payment or cancel it

vi) Once uploaded, you will see a message saying “Bulk Payment uploaded successfully”

= 8 - PR H ate v 0949 AMIBSep2023 Q| ¢

e 4 OCASH Corpor ~ 1@ ¢ [J
BB Dashboard > {>Payments > Transactions > Bulk Payment Request > Initiate v

< ~ o
@ Sewp > Cewld

& Account Services

> =
Trensacton Dete
19-5ep-2023
(@ Payments >

= Reports >
Select Template V' Remarks For Checker 16
Authorization Dashboard
Upload Payment File" Supporting Document
&, Drop your file here of browse ® & Drop your file here or browse. ®
Uploaded () Nofles uploaded yet
0 ey x
competsa
DISCLAMER
(Beneficiry Name Is Imited to 35 characters, please use Beneficiary Address ine 110 populate the remaining characters, ¥ required)
1BAN s mendetory for alldomestic payments The respective BIC  routing code will be automatically fetched from the IBAN provided.
Important: Please read Payments Terms and Conditions here
CANCEL SUBMIT

Image 3 — Bulk Payment Upload | Initiate option

You can also provide supporting documents with Remarks for Checker; however, this is a non-mandatory
option. Also, there is a limit of 5 files that can be uploaded in a single upload and the maximum size is
5MB per file.
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1.3. Bulk Payment Manual

To initiate a Bulk Payment Manual Request from the Payment tab available on the left panel, you must first
follow the below steps:

Select "Bulk Payment Manual” option (Image 4).

Bulk Payment Manual

vt teare 2 Orat Dencepticn 2 Trarmaction Date = Tramaaction Coumt & © Pyatsie Amourt (LD} Acscrn

Image 4 — Bulk Payment Manual | Initiate option

Once this option is selected you are redirected to the Initiate page (Image 5) where you are required
to provide the Batch details, select the number of transactions and enter the total amount that will be
initiated in this batch.

You can also provide a batch reference number for better reconciliation and also attach the supporting
documents with the Remarks for Checker, if any.
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Image 5 — Bulk Payment Manual | Initiate option | Batch details

After providing the batch details, the next step is to provide the payments details. For that to occur, you
must select for all payments the respective beneficiary, payment method, debit account number, debit
account number and other mandatory fields like, for instance, corporate reference number and payment
instruction.

When selecting a Beneficiary option, the user can either choose one existing beneficiary or create an ad
hoc beneficiary by selecting the “+" icon under beneficiary section (Image 6). In this screen, there are the
following two types of beneficiaries:

o Generic: When the beneficiary details will be accessible to all ProCash users

o User wise: When the beneficiary details will be accessible only to the user who created the beneficiary

Add New Beneficiary
Benefciary Detals
Seretcay Tyse

Usar We

Image 6 — Bulk Payment Manual | Initiate option | Add New Beneficiary
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Once all the information is provided, you can save, add another instructions (Image 7) or proceed with
the transaction.

Teansacnon Detass (2)  Toual Amount (AED} - 400

mamal Funa Tantfers A AED 200
Peprert Voo sccnre Seecaon Owte Accaure
Intirmal Fund Transtars Account Numeer AED MD IS
o
Beacery
IFTBENE 1+ s L S &> 0000 owm
" 0ep 2023 @ Poystie Amount Deot Armourt ‘
Cumency Pepacss Ancure - ¢
AED 200() AED 20

Charkatie Contrituticns

Ofers

Test ransactions amet 4 ADO PAYMENT INSTRUCTION

DELETE * ClEAR 1D save

Image 7 — Bulk Payment Manual | Initiate option | Transaction details

Once all transactions are created, you can review the details, save it as draft or cancel as it is illustrated in
the below image, which is the representation of an addition of 2 payments.

= AGCIP  PROCASH
& - B Payrsct Reguent > I
caenn b
2 Baich Detass
a .
9502023 2 & an
test armactions Arrrit
Trandacnon Detass (2)  Total Amount (AEDY 400
’ B
remal Fun s 260200
) B -
20200
CANCEL SAVE AS DRAFT m

Image 8 — Bulk Payment Manual | Initiate option | Transaction details

In case a request has been submitted, you will get a payment confirmation pop-up with all the required
details like ProCash Batch Number, Number of Transaction, Total Amount, Transaction Date and Time

(Image 9).
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Payment r0quest submitted successtuly
5-500-2023 32305

asD 400

Image 9 — Bulk Payment Manual | Initiate option

1.4. Authorization List

To see the authorised Bulk Payment Request, you must follow the below steps:
i) Select Payments tab on the left panel
ii) Select Bulk Payment Request option

iii) Select Authorized List option

o

X Close a Q. Enter keyword 1o search "
6 Deshbosr Masters Bill Paymert Transactons Printng and Reconcie Iventory Mansgement ity Used
& Sewp ’ Account Ales Name , Biter Regivation Own Account Tranater Cheque Beprnting Authorizetcn > Iventory (© Paymonts > Single Payment Raquest > batete
» Biler Regisation Upload » Single Payment Request Cheque Prrting and Recercle
& Account Services Beneficiary Upioed ; PayBa Bulk Payment Request (@ Payments -> Bulic Payment Request > initiste

_ MT Regraton 84 Presentment e @ Poyments -> WPS Poymens -> Wntiate

> B9 Payment Uplosd & .
= Reports > T P :::‘L-; ® Payments > Own Account Transder -> Intiste
Authortzation Dashboard Bark Beected Lt (©® Payments -> WPS Paymens > Unsuthorized
> Send %o Bank
Siancing hstruction Mansgement
> Template Mansgement
> MITI01 Incoming Status
» MITI01 Oungoing Stanus
» MIT101 Ousgoing kitistion
WPS Poyment
> WPS Historic Deea
» Host 10 Most Uplcad Log
» Host 10 Host Repont

Repct Transection

Process Mandate Management
Transacson Enguiry Reguveton
Cuery Butder » Amendmect

) Emdae Corporase Brach » Cancellation

> Mandete Enguiry
Stop Payment Request
> Stop Payment Revoke

Image 10 — Bulk Payment Manual | Authorized List option
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After landing on the Authorized List page (Image 11), you will be able to see a list with all authorised
transactions in a table format. Under Actions column, you will be able to view each transation’s details

and respective authorisers, if applicable.

— { ABTEP  PROCASH

s Tronsacnens > Bulk Payment Recuest > Authorned Lst

Rejected Uist () Bark Resected List

ProCash Bach Naweer © Banch Materince Nameer Payment Fos Name 5

Image 11 — Bulk Payment Manual | | Actions column of Authorized List

To view the details of a specific transaction, you just need to select the eye icon under Actions columns.
Then a screen with allinformation about the selected transaction is provided. To go back to the Authorized
List page, just press the “Back” button.

[ AT PROCAS

Ennchmant / Adsucns Dumsds

Mabar Chocher Detass

Image 12 — Bulk Payment Manual | Transaction details from Authorized List

To view all authorisers of a specific transaction, you just need to select the users icon under the Actions
column. To go back to the Authorized List page, just press the “Close” button.
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Image 13 — Bulk Payment Manual | Authorisers from Authorized List

1.5. Pending List

To see the Pending Bulk Payment Request. you must follow the below steps:
i) Select Payments tab on the left panel
ii) Select Bulk Payment Request option

iii) Select Pending List option

X Close (=) Q. Enter keyword 1o search i
& Dadtivonrd Masters Bill Payment Transactions Printng and Recencie tventory Management Frequently Used
& Sewp , > Account Aies Name , Ber Reghvaticn » Own Account Transfer » Cheque Reprinting Authorizaticn > Iventory ® Peyments > Sigle Peyment Request > Inete
» Baneficiary » Biler Reghwation Uplosd > Single Payment Request Cheque Prining and Reconcle
& Account Services > ) Beneficiary Upiced , PeyBal + Bulk Paymen Request O Poyneans > QUi Roymenn Roquiees = faifiose
> MT Registration » B Presentment Prete Payments > WPS Paymeet -> kitiste

» Bl Payment Uplosd Mutetes Un
= Reports > Percing it Peyments > Own Account Transéer > Intiete
— > o, s
B4 Payment History R
Authortzation Dashboard Bark Begected Ust @ Peyments -> WPS Payment -> Unsuthorized
Send to Bank

> Stending hstruction Mensgement
» Terplote Manegement

» MITI01 Incoming Status

> MTI01 Oungoing Stenss

> MTI01 Outgoing tnitistion

> WPS Poymert

» WPS Historic Deta

> Host10 Host Upiced Log

> Host1o Host Report

) Reject Transaction

Process Mandate Management
> Transaczon Enguiry » Regiwencn
» Cuery Bulder s Amendment
> Emdlese Corporate Brasch > Cancellation

> Mandete Enquiry
> Stop Peyment Request
> Stop Payment Reveke

Image 14 — Bulk Payment Manual | Pending Authorization List option

(1)
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After landing on the Pending Authorization List page (Image 15) you can see a list in a table format with
all transactions that are pending to be authorised. You can also perform some actions available in the last
column of this table.

o Nroe © Payment FreName = Trasaction Oste < O Paystie Amourt (AED)  Craneed © Transaction Count o maton | Actens

Image 15 — Bulk Payment Manual | Pending Authorization List option

In this page, you can also customise your columns and save the respective customisation any time.
Under Actions column (last column on Image 15) you will be able to:

» View errors on each files, re-upload, edit, delete, view authorisers, resend alerts or go back to previous
list screen (Image 15)

e You can also view each transation’s details by selecting the eye icon; once this option is selected,
a page with the respective transaction’s details is displayed (Image 16)

» Edit a transaction by selecting the edit icon (Image 17). Once this option is selected you will land to
the respective transaction initiation page wherein you can change any details and again upload the
transaction file

For a more detailed explanation about the transaction initiation process, please refer to chapter 1.3.
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Image 16 — Bulk Payment Manual | Transaction details from Pending Authorization List page

Image 17 — Bulk Payment Manual | Edit transaction from Pending Authorization List page

e Approve a transaction by selecting the check icon: When choosing this option, the OTP must be
provided, once done select the Submit option (Image 18)

* Rejectatransaction by selecting the cross icon: When rejecting a transaction, a reason for the rejection
is required
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Image 18 — Bulk Payment Request | Device OTP Delete a transaction from Pending Authorization List page

Delete a transaction by selecting the bin icon: When deleting a transaction, it is required to confirm it
by selecting “ok” (Image 19)

Image 19 — Bulk Payment Request | Confirm Delete a transaction from Pending Authorization List page

View respective authorisers by selecting the users icon: On selecting the Authorizers List icon, a list
with the authoriser’s details is displayed (Image 20)
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Image 20 — Bulk Payment Request | View Authoriser from Pending Authorization List

» Send a notification to the remaining authorisers to authorise the transaction by selecting the refresh
icon (Image 21)

= a) [ A5CiP  PROCASH Corporate v/ nominuy2s Q| @ | ¢ .

B Dashboard {2} » Payments » Transactions > Own Account Transfer > Pending Authorization List v

3 Setup

2 Account Sevices Authorized List (17)  [LENNTNFNONTETITSRN  Rejected List +INTIATE
Pending Authorization List [[] Select Al Recorcs (D) O Enerkeywordfosearch @ i &

& Reports D ProCash Batch Number & Transaction Date & Value Date & Debit Account Number & Debit Account Title Beneficiary Account Number & Credit Account Title ¢ Corporate Reference Number Actions
O 29May-2023 29May-2023 FSOF VAL
] 29May-2023 29.May-2023 BB osE%C
O 26May-2023 26:May-2023 REFT osa%C
(] - 25May-2023 25:May-2023 - . e e JFHUHF Ovxi
O 25:May-2023 25:May-2023 SADDASD

Image 21 — Bulk Payment Request | Notification of transaction from Pending Authorization List

(15 )
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e Re-upload Payment file with corrections (Image 22)

Image 22 — Bulk Payment Request

1.6. Rejected List

To see the Rejected List of Bulk Payment Request, you must follow the below steps:
i) Select Payments tab on the left panel

ii) Select Bulk Payment Request option

iii) Select Rejected List option
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Image 23 — Bulk Payment Request | Rejected List option

In the Rejection List page, you can see a list in a table format of all rejected transactions. In this page, you
can also customise your columns and save the respective customisation any time (Image 24).

wary ° L Vesacton Coe st vt ¢ Unbaaces By = Upias O Time & St i 3

Image 24 — Bulk Payment Request/Reject List page

Under Actions column (last column on Image 24), you will be able to:

e View each transation’s details by selecting the eye icon: Once this option is selected, a page with
the respective transaction’s details is displayed. On the same page, you are also able to accept the
rejection, resubmit the transaction or go back to the previous list screen

e Resubmit by selecting the arrow icon: After selecting the arrow icon to resubmit a transaction, you
land on the transaction initiation screen where you can confirm your review by selecting the “Review”
button or go back to the previous screen by selecting the “Back” button
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Image 25 — Bulk Payment Request/Resubmit transaction from Reject List page

Accept rejection by selecting the check mark icon: After accepting the rejection, the transaction will
be removed from the Rejected List and will be parked in the Authorization List
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