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ADCB ProCash will facilitate your cheque payments faster than ever.

Sign your cheques digitally

Reconcile your cheques automatically

Generate reports on printed cheques

Easy steps to initiate, approve, and print cheques

Approval matrix can be setup based on your requirements

Reprinting option available in case of technical issues
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1.1 Steps for how to print the cheque:

Inventory Management

e Loginto ProCash.

e Click on "Payments” on the left side menu bar.

e Click on "Initiate” inventory under inventory management (image 1).

e You will be navigated to the below screen wherein the inventory has been already assigned for you to
further allocate (image 2).

Masters I yment ansactior Printing and Reconclie Inventory Management

Image 1 — Own Cheque Printing and Reconciliation | Initiate option

& figh knw gn hu xcw fwhwywigbiougohis Allocate Inventory Return Inventory to Hub Quick Actions - Printing

Account Number & Stationary Type 0 Inventory Type © Inventory For 0 Is MICR Pre- Printed & Start Number & End Number © Actions

Image 2 — Own Cheque Printing and Reconciliation | Inventory Page

e Click on "Allocate Inventory” card on the screen as highlighted below (image 3).

» You will be navigated to “Pending for Allocation” screen, where you can allocate inventories to yourself
or to any of your branches.
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Quick Actions - Printing

Allocate Inventory Return inventory to Hub

Account Number & Statonary Type & Inventory Type © Inventory For & 15 MICR Pre- Prieted & Start Number © End Number & Actions

Image 3 — Own Cheque Printing and Reconciliation | Allocate Inventory

Pending for Allocation Entries Returned Entries

Pending for Allocation Entries ) Enterkeywordtosearch @  #f &

Account Number & Currency & Stationary Type & Inventory Type & Inventory For & Is MICR Printed & Start Number & End Nun Actions

Yes 6001 6100 D VIEWALLOCATION || ALLOCATE

o AED Covernote below cheque ocK CORPORATE

Image 4 — Own Cheque Printing and Reconciliation | Action column

Click on the"Allocate” link as shown in the above screen (image 4).

You will be navigated to the screen, where you need to provide inventory details as requested on the
screen and allocate to yourself or to any of your branches by selecting the value under the “Branch”

field (image 5).

After selecting the respective branch, click on the "Review” button (image 6). Post-review and click on
the “Submit” button (image 7).

VIEW AVARLABLE RANGE

Image 5 - Own Cheque Printing and Reconciliation | Inventory Details
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VIEW AVAILABLE RANGE

Image 6 — Own Cheque Printing and Reconciliation | Review Page

600310101 2 Yes

6100 100 Covemote below cheque

Frevious

Image 7 — Own Cheque Printing and Reconciliation | Submission

e Inventory Allocation further needs to be approved by the authorizer by clicking on the "X icon as

shown in below screenshot.

B Dashboard {2 » Payments » Inventory Management > Inventory » Pending List

Autharized List (15) Rejected List

& Account S Pending List

& Collections
o Collacuo Branch Nsme 3 Account Number & Stationary Type & Is MICR Pre-Printed 2 Stast Number &

= Reports 3781102001 Covemate below cheque Yes 5001

+ INITIATE

Enter keyword 1o search

End Number Yotz

5100

Actions

Image 8 — Own Cheque Printing and Reconciliation | Action column - Approval
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1.2 Payment Upload

e Navigate to bulk payment module.

e Upload a payment file with the details.
» Authorize the file.

o Postthe respective transactions in the file are authorized by the authorizer, the status of the authorized
transactions changes to Printing. (Note: In case send to bank is enabled, then please release the
payments from send to bank screen.)

e As soon as the transaction status changes to Printing, the records will move to the printing queue
under the “Cheque Printing and Reconcile” menu. You may proceed with printing by clicking on the
“Initiate” link under the “Cheque Printing and Reconcile” menu as highlighted in the below screen
(image 9).

Image 9 — Own Cheque Printing and Reconciliation | Initiate Option
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Unused Inventory VIEW ALL Reconciliation Activity _ .
Quick Actions
Account Number Unused Count
2 0 0 Initiate Cheque Payment Request Cheque Reprinting Authorization
3 A nns Unused Printed Spoiled
Re-allocate Inventory to Branch Authorize Cheque Payment Request
Note: Status count will be displayed for last 30 days
Test Print Link Download Printing Utility
Printing Utility guide for Windows
and MAC
Pending Printing (2) Reconcile (1)
Pending Printing ), Enter keyword to search @ L
ProCash Batch Num... ¢ Activation Date & Total Instruments & Total Amount (AED) < Actions
012 87 20-Apr-2024 4 040 PRINT ALL PRINT SELECTED

010 6 05-Dec-2023 1 010 PRINT ALL PRINT SELECTED

Image 10 — Own Cheque Printing and Reconciliation | Action column

Click on PRINT SELECTED link against the respective batch to proceed with printing (image 10), and
you will be navigated to the below screen, where you need to choose the beneficiary for whom the
cheque is being printed (image 11).

Provide the unused inventory number that needs to be printed. Prior to proceeding with printing,
kindly ensure your machine is connected with the printer and cheque stationary is available in the

printer.

B Dashboard
Batch Details

3 Setup >
) Payments 5 77772235896 GENERICEXCELOCK 05-Dec-2023
2 Account Services > 1 AED 010

3 Collections

Transaction Details (1) Q_ Enter keyword to search @ ¥
= Reports
2 Approvals Beneficiary Name ¢ Debit Account Number & Payable Currency < Payable Amount & Corporate Reference ! Actions
Test Swomna..| AED 010 Comp Ref No. 0002 (]

Image 11 — Own Cheque Printing and Reconciliation | Select Beneficiary
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o Click on "Review” (image 12) and then "Submit” (image 13).

e Post submission, your cheque will be printed successfully (image 14).

8 Dashboard
3 Setup
ol Payments >
& Account Services n
Rows per page 10 v « <
& Collections
|= Reports Inventory Start Number* A N Tot t
006344 006344 1
B Approvals
InstrumentDate*
12-May-2024 x B8
Note : This page loads an applot on click of the button, it requires jro version 1.8. If you are unablo to load this applot then ploase click on the download link to download the setup file for JAVA. Click
here to Download
DISCLAIMER
*Denotes Mandatory Fields
CANCEL REVIEW
Image 12 — Own Cheque Printing and Reconciliation | Review
8 Dashboard Available Inventery Details (1) 2. Enter keyword to search o
@ Setup > Start Number £ End Number £ Unused Inventory Count Debit Account Number & MICR Band Printed Actions
2 Payments > 006272 006350 7 317816102001 Yes Co =
% Account Services >
@ Collections >
= Reports >
Approvals Rows perpage 10 v @« < > >°
006344 006344 1
1 12-May-2024
DISCLAIMER

*“Denotes Mandatory Fields

CANCEL PREVIOUS suBMIT

Image 13 — Own Cheque Printing and Reconciliation | Submission
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Printing Message

Printing request processing

Image 14 — Own Cheque Printing and Reconciliation | Printing Message

B Dashboard @ > Payments > Printing and Reconcile > Chegue Printing and Reconcile > Initiate
Printing Complete X ~
3 Setup > _ e wi
(3 Payments > Unused Inventory VIEW ALL Reconciliation Activity . .
Quick Actions
& Account Services > Account Number Unused Count
2 [0} 0 Initiate Cheque Payment Request Cheque Reprinting Authorization
VVVVVVVVVVVV 1715 Unused Printed Spoiled
& Collections > Re-allocate Inventory to Branch Authorize Cheque Payment Request
Note: Status count will be displayed for last 30 days.
= Reports Test Print Link Download Printing Utility
Printing Utility guide for Windows
Approvals and MAC
Pending Printing (1) Reconcile (2)
Pending Printing Q_ Enter keyword to search @ L
ProCash Batch Num... ¢ Activation Date & Total Instruments & = Total Amount (AED) < Actions
o1 387 20-Apr-2024 4 040 PRINTALL  PRINT SELECTED

Image 15 — Own Cheque Printing and Reconciliation | Printing Complete Pop up

Cheque Reconciliation:

Post cheque is printed successfully, you need to reconcile the same by moving to the “Reconcile”
tab in the above screen (image 15).
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Pending Printing (2) Reconcile (4)

Reconcile Q. Enter keyword to search @ % L
BatchNo ¢ Product Name ¢ Total Instrume... ¢ Total Amount ¢ Actions

ot 29 GENERICEXCELOCK 19 1,900.00 RECONCILE ~ RECONCILEALL

or ) GENERICEXCELOCK 1 010 RECONCILE ~ RECONCILEALL

38 GENERICEXCELOCK

RECONCILE RECONCILEALL

Image 16 — Own Cheque Printing and Reconciliation | Reconcile List
» Click on “Reconcile” against the respective batch. You can either reconcile the entire batch by clicking
on "Reconcile All" or you can click on “Reconcile” for individual inventory reconciliation (image 16).
Note: Upon clicking reconcile all, the entire batch will be reconciled as printed successfully.
Reconcile All

e Upon clicking "Reconcile All", the system will prompt the below popup saying the entire batch will be
reconciled as printed (image 17). Upon clicking reconcile all, the entire batch will be reconciled as
“Printed” (image 18).

Confirm

You will be reconcile all the instruments in this batch and all the instruments will be marked "Printed"

CLOSE RECONCILE ALL

Image 17 - Own Cheque Printing and Reconciliation | Confirmation
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> Payments > Printing and Reconcile > Cheque Printing and Reconcile > Initiate
Reconcile Initiated Successfully X

Unused Inventory VIEW ALL Reconciliation Activity

Quick Actions

Image 18 — Own Cheque Printing and Reconciliation | Success Pop up

Reconcile (image 19)

Pending Printing (2) Reconcile (3)

Reconcile Q_ Enter keyword to search
BatchNo ¢ Product Name ¢ Total Instrume... ¢ Total Amount ¢ Actions
01 199 GENERICEXCELOCK 19 1,900.00 RECONCILE RECONCILEALL

Image 19 — Own Cheque Printing and Reconciliation | Reconcile

« Upon clicking individual reconcile, the system will navigate to the screen where you need to select an
individual beneficiary inventory record (image 20).

Batch Number Product Name Activation Date

01z 9 GENERICEXCELOCK 14-Nov-2024

Total Instruments Total Amount

19 AED 1,200.00

Reconcile Instruments Q. Enter keyword to search

D Beneficiary Name ¢ Payable Amount ¢ Payment Method £ Instrument Date £ Old Instrun
FAWAZ Supplier Name 100.00 Own Cheques 15-Jan-0024 006302

Image 20 — Own Cheque Printing and Reconciliation | Select Beneficiary
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o Navigate the respective records towards right, and under the current instrument status drop-down,
choose the appropriate cheque status (image 21).

Reconcile Instruments Q. Enter keyword to search @ ¥

D Old Instrument Number ¢ Old Instrument Status Instrument Number Current Instrument Status
006302 Select v 006302 Select N
[] 006304 Select o 006304
Q

[] 006305 Select o 006305
M 006306 Select . 006306

| Printed
Rows per page 10 v ¢ Unused

Spoil

Image 21 — Own Cheque Printing and Reconciliation | Current Instrument Status

» Post choosing the status, click on review at the bottom of the screen and submit the request (images

22,236 24).
Reconcile Instruments Q. Enter keyword to search @ ¥
D Old Instrument Number ¢ Old Instrument Status Instrument Number Current Instrument Status
006302 Select o 006302 Unused o
] 006304 Select o 006304 Select o
L] 006305 Select o 006305 Select o
1 006306 Select . 006306 Select
Rows perpage 10 v « < ' 2 > »

Remark For Spoil/Unused

DISCLAIMER
"'Denotes Mandatory Fields

CANCEL REVIEW

Image 22 — Own Cheque Printing and Reconciliation | Review

(12)
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FAWALZ Supplier Name 1VL.LV own Lneques 15-Jan-vuz4 VUb3LZ
Rows perpage 10 v « < . > »
Remark For Spoil/Unused

DISCLAIMER

"'Denotes Mandatory Fields

CANCEL PREVIOUS SUBMIT

Image 23 — Own Cheque Printing and Reconciliation | Submission

Printing Utility guide for

Reconcile Initiated Successfully X Windows and MAC
Pending Printing (2) Reconcile (2)

Reconcile Q_ Enter keyword to search O}

BatchNo ¢ Product Name ¢ Total Instrume... ¢ Total Amount ¢ Actions

Image 24 — Own Cheque Printing and Reconciliation | Success Pop up

(13 )
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e These requests will further move to the reprinting list where the checker needs to approve the r
quests. Refer to the below screen flow (image 25).

B8 Dashboard

£3 Setup >
Payments >
2 Account Services S Printing and Reconcile Inventory Management
v Cheque Reprinting Authorization > Inventory
&} Collections > Reprinting List
Authorization List
(= Reports >

Rejected List

> Cheque Printing and Reconcile

Image 25 — Own Cheque Printing and Reconciliation | Reprinting List

» Under "Payments”, navigate to “Printing and Reconcile”.

e Under the "Cheque Reprinting Authorization” menu, click on “Reprinting List", then the system wiill

navigate to the below screens, where the checker needs to authorize the records by clicking on J
(image 26).

Payments N Reprinting List (2) Authorized List (78) Rejected List

& Account Services > Reprinting List Q_ Enter keyword to search @ WL
@ Collections > u BatchNo ¢ Payment Method ¢ Beneficiary Name ¢ Amount ¢ Cheque No ¢ Actions
= Reports > O or bl Own Cheques Test 010 006343 @ v X
Approvals ] o1 99 Own Cheques FAWAZ Supplier Name 10000 006302 @ v X

Image 26 — Own Cheque Printing and Reconciliation | Action column

e If the inventories are reconciled as “Printed”, then the same will not be available further for printing.

e |If the inventories are printed as spoiled or wasted, the same will be again available for printing.

(14 )
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