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1. Cheque Book Request

This guide provides you with an explanation on how to raise a cheque book request in ProCash. For more
information on other ProCash modules or other payment types, please refer to their respective guides.

1.1 Initiation

To initiate a cheque book request you must go to the Initiation page of “Cheque Book Request” module
and for that you should follow the below steps (image 1):

i) Select "Account Services” on the left panel
ii) Select "Cheque book Request” under Cheque Services

iii) Select “Initiate”

& O\ Enter keyword to search
B8 Dashboard Accounts and Services Credit Card
> Account Summary > Credit Card Summary
3 Setup >
> Account Statement > Credit Card Statement
Payments > > Account Details > Credit Card Payment
o > Virtual Account Statement > Credit Card Control
A& Account Services >
> Credit Facility Summary
& Collections > > Service Request
> Corporate Banking Service Request
(= Reports >
> SWIFT GPI
Approvals
Debit Card Cheque Services Term Deposit
> Debit Card Summary v Cheque Book Request > New Term Deposit
> Debit Card Control Initiate

> Debit Card Re-issue Authorized List

Pending List

> Debit Card Cancellation Rejected List

> Cheaue Inauirv

Image 1 — Cheque Book Request | Initiate option
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When landing on the initiation page (image 2) you will be asked to provide the following mandatory de-
tails:

e Account number / IBAN for which you need cheque book(s).

e Number of cheque books — Maximum 10 cheque books can be requested per request.

e Collector's name — person who is going to collect the cheque book upon receiving the courier.
e Collector's mobile number to facilitate courier representative to contact the collector.

e Collector's ID proof under the designated person’s photo ID which will be validated by courier
representative against the physical ID while delivering the shipment.

e |D number of the selected ID proof.

Request Details

Account Selection Acc E
Account Title

Account Number (@ IBAN IBAN* v

Collection Mode*

Number of Cheque Books* ~ Courier to... v

Collector Details

Collector's Name* E=+971 v | Mobile Number* @ Designated Person's Photo ID* v

[ Q]

Emirates ID (EIDA)

ID Number*

Passport
DISCLAIMER
""Denotes Mandatory Fields UAE Driving License
In case the above - mentioned designated person for delivery is not available to receive the cheque book(s), the Bank reserves the righttoconte ________________ e

number to re-route the shipment accordingly. The expected delivery time of the security item is minimum 3 business days (for local delivery)

Image 2 — Cheque Book Request | Initiate Page

Once all the details are given, click on the "Review” button to review all the details then press Submit. Post
submission, the bank will be instructed about it and the Cheque Book is delivered (image 3).

If you are a Super user, the request will land in authorized entries. In case you are a maker then the re-
quest will land in pending entries for further approval of the checker.
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Request Details

IBAN

Collector Details
Frederico

CB123456

DISCLAIMER

TEAT AM | 20-Now-202

Initiate

Z 8
AE12345678819111213 JANKING PROJECT DUMMY AC1
Courier 10.
€ o7 - 3isras Pasits
ockis), the Bank reserves the moe ngly. T elivery time of the secu)

ity item s

Image 3 — Cheque Book Request | Review page
1.2. Authorized List
To view the list of authorized requests, you must first follow the below steps (image 4):
i) Select "“Account Services” on the left panel
ii) Select "Authorized List” under Cheque Book Request
[ ‘B‘E‘é' PReCAH! Corporeie 12:01PM | 20-Nov-2024 Q ‘ @ | C

) » Account Services > Cheque Services > Cheque Book Request > Authorized List

c 8wl
Pending List (93)  Rejected List (55) + INITIATE
Authorized List Q, Enter keyword to search @ WL
Reference Number & Request Date & Account No/IBAN & Number of Cheque Books & Collection Mode 2 Collector's Name & Actions
27 045 22-Apr-2024 11:31:42 3 o1 6 Courler t DFF @
27 028 02-Apr-2024 12:27:23 3 01 1 Courler to. JAN KARLO BIASBAS @
27 006 30-Mar-2024 10:18:31 3 o1 10 Courler to. MARY @
27 067 08-Jul-2023 13:05:13 3 ot 1 Courler ta. JAY HERMOSO @
27 pres 31:May-2023 1144:23 3 o 2 Courler t Al Salem @
27 89 01-May-2023 18:11:22 3 02 1 Courier . dsfecf @
27 07 16-Feb-2022 2116:11 3 03 6 Courler o RES @
27 206 19-Feb-2022 2112:55 3 n 2 Courler ta.. TESTI @
27 26 10-Dec-2020 2156:32 3 o 1 Courler o maddy @
27 208 19-May-2020 12:25:46 3 ot 1 Courier 1. Maddy @

Image 4 — Cheque Book Request | Authorized List Option
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In the Authorized List, you can see a list in a table format with all authorized requests. On the action col-
umn you can view the details of the request (image 4).

Corporate v

Authorized List

Reference Number &

27 15
27 28
27 06
27 67
27 a
27 189
27 07
27 106
27 26

27 108

RequestDate ¢

22-Apr-2024 11:3142

02-Apr-202412:27:23

30-Mar-2024 10:18:31

08-Jul-2023 13:05:13

31-May-2023 11:44:23

01-May-2023 18:11:22

19-Feb-2022 211611

19-Feb-2022 211255

10-Dec-2020 21:56:32

19-May-2020 12:25:46

3178

378

317t

317¢

317¢

37t

378

317¢

317¢

3178

@ > Account Services > Cheque Services > Cheque Book Request > Authorized List

Authorized List (57) Pending List (93)  Rejected List (55)

Account No/IBAN &

n 6
n 1
n 10
n 1

1 2
2 1
3 6
1 2

Number of Cheque Books &

Courler to.
Courier to.
Courier to.
Courler to.
Courier to.
Courier to.
Courier to.
Courier to.
Courier to.

Courier to.

Collection Mode &

ADCBFREDE
12:01PM 1 20-Nov-2024.

Q  Enter keyword to search

Collector's Name &

D ©
» @
M ®

b ©
A ®
d ©
R [©

T (]
m ©
M ©

alol« il

w

~ o

~ =

+ INITIATE

@ f L

Actions

1.3. Pending List

Image 4 — Cheque Book Request | Authorized List page

To view the list of Cheque Book requests that are pending for any action (like approving or rejecting), you
must follow the below steps (image 5):

i) Select "Account Services” on the left panel

i) Select "Pending List” under Cheque Book Request

B Dashboard
3 Setup

Payments

&

>

>

2 Account Services >

@ Collections
|= Reports

Approvals

>

>

Q Enter keyword to search

Accounts and Services

> Account Summary

> Account Statement

> Account Details

> Virtual Account Statement
> Credit Facility Summary

> Service Request

Credit Card

> Credit Card Summary
> Credit Card Statement
> Credit Card Payment

> Credit Card Control

> Corporate Banking Service Request

> SWIFT GPI

Debit Card

> Debit Card Summary
> Debit Card Control
> Debit Card Re-issue

> Debit Card Cancellation

Cheque Services
v Cheque Book Request
Initiate
Authorized List
Pending List
Rejected List

> Cheaue Inauirv

Term Deposit

> New Term Deposit

Image 5 — Cheque Book Request | Pending List
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In the Authorized List, you can see a list in a table format with all authorized requests. On the action col-
umn you can (image 6):

* View the details of the request by selecting the Eye icon

Edit the Cheque Book request details by selecting the Edit icon

* Approve the Cheque Book request by selecting the Check icon

Reject the Cheque book request by selecting the Cross icon

Delete the request by selecting the Bin icon

ADCEP  PROCASH Corparate ~/ posmizonevzon | @ | € .

@ » Account Services > Cheque Services > Cheque Book Request » Pending List ~
8wl

Authorized List (57) Rejected List (55) + INITIATE

Pending List Q  Enter keyword to search [ S

O Reference Number o RequestDate o Account No/IBAN & Number of Cheque Books & Collection Mode 2 Collector's Name & Actions

O % 247 06-Nov-2024 13:20:35 3 101 1 Counerto NAIEMEDMF @FVvXE

O 2 100 09-0ct-2024 19:31M 31 101 1 Courler to CARL MENDES @ F v X

O Z 080 09-0ct-2024 16:28:31 3 105 1 Courlerta.. FF @FVXE

[} % 1068 26-Aug-2024 15:18:23 3 01 2 Counerro.. 6GTDD @FLVvXE

O 2 035 17-Aug-2024 00:25:42 3 of 10 Courerto MHMD AYMN @ FLvXE

[} % 024 01-Aug-2024 12:11:19 3 »01 1 Courerto MARY @ FvXE

O % 034 31-Jul-2024 12:10:1 3 101 1 Counerto KASIM @FVvXE

O 5 1053 30-Jul-2024 14:44:45 3 105 1 Counerto T @FvXH

O 2 074 18-Jul-2024 17:07:43 3 o1 1 Courler to.. VIDYA © L v XW

[} 2 52 11-Jun-2024 12:48:13 Edl 01 1 Courlerto.. SAEED (oW SV T

Image 6 — Cheque Book Request | Pending List page
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1.4. Rejected List

To view the list of Cheque Book requests that have been rejected, you must follow the below steps
(image 7):

i) Select "Account Services” on the left panel

i) Select "Rejected List” under Cheque Book Request

[E] O\ Enter keyword to search
B8 Dashboard Accounts and Services Credit Card
> Account Summary > Credit Card Summary
3 Setup >
> Account Statement > Credit Card Statement
Payments > > Account Details > Credit Card Payment
o > Virtual Account Statement > Credit Card Control
& Account Services >
> Credit Facility Summary
& Collections > > Service Request
> Corporate Banking Service Request
[= Reports >
> SWIFT GPI
Approvals
Debit Card Cheque Services Term Deposit
> Debit Card Summary v Cheque Book Request > New Term Deposit
> Debit Card Control Initiate

> Debit Card Re-issue Authorized List

Pending List

> Debit Card Cancellation Rejected List

> Cheaue Inauirv

Image 7 — Cheque Book Request | Rejected List
In the Authorized List, you can see a list in a table format with all authorized requests. On the action col-
umn you can (image 8):
e View the details of the request by selecting the Eye icon

» Submit again the request by selecting the Arrow icon

e Accept the rejection by selecting the Check icon
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Q@ |
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04 PM | 20-Nov-2024

@) > Account Services > Cheque Services > Cheque Baok Request » Rejected List

[S= R0+ BN
Authorized List (57) Pending List (33) + INITIATE
Rejected List @ Enter keyword to search @ iR

Reference Number & Request Date 3 Account NofIBAN & Number of Cheque Books & Collection Mode & Collector's Name & Reject Reason & Actions
27 005 19-Feb-2022 211101 El 1001 2 Courler to. TESTTAI Test @r e
27 019 30-May-202117:34:43 3r 001 1 Courler to. mohamed test @ r e
27 002 25-0c1-2020 09:24:19 El 1001 1 Courler to. difhgjnk reject [cR=40c]
27 009 23-Jan-2020 14:23:00 ar 001 2 Courier AD: est [CR=NC]
27 129 16-Jan-2020 19:37:59 3t 001 1 Courler to. Madhavi test [oR=4C]
27 016 05-Sep-2019 19:31:25 31 001 1 Courler (. dg dksd)fkljsdkif] reject [©B=JO]
27 015 05-Sp-2019 19:30:39 3 001 1 Courler to. sdsfds ©
rrd o 15-Aug-2019 18:17:43 31 001 1 Courler to. Madhavi trer [©R=NO)
27 109 14-Feb-2019 13:5103 3r 0ot 1 Courler o Madhav: iestan @ r e
27 08 14-Feb-2019 13:49:51 3t 001 1 Courler to. Madhavi 1estapp (oR=HO]

Image 8 — Cheque Book Request | Rejected List page
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