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Service Requests

This guide provides you with a detailed explanation on how to access the Service Requests module and
how to raise the available Service Requests. For more information on other ProCash modules, please refer
to their respective guides.

1.

Raise a Service Request Page

To raise a Service Request or to view the overall information about all requests that have been raised, you
must access the Raise a Service Request page. To access this page, you can follow any of the following
actions:

i)

i)

Search bar: You can type “Service”, “Service Request” or "Raise” on the quick search bar at the top
right corner of the screen and then select the "Account Services — Service Request — Raise a Service
Request” (Image 1).

ADCB Corporate v
= { ABCE®  PROCASH por P —
Account Services - Service Request - Raise a Service
BB Dashboard ) > Dashboard >
=~ o0

@3 Setup > Claauaﬁﬂ
& Account Services >

o

=OUEN SIS Account Summary Single Transfer Service Request
Payments >

Overall Available Balance Total Over Draft Limit

= Reports N AED 542233 AED 0.00 5] @

Pay Bill Account Statement

Approvals

Image 1 — Service Requests | Search bar

Account Services tab: You can select the "Account Services” tab and then choose the “View" option
under the Account Summary menu (Image 2).

& Q. Enter keyword to search
B8 Dashboard Accounts and Services Cheque Services Term Deposit
@ Set » Account Summary » Cheque Book Reguest » Term Deposit Summary
etup >
» Account Statement > Cheque Inquiry 3 New Term Deposit
8 Account Services > > Account Details
— > Credit Facility Summary
Payments >
+ Service Request
\=: Repo[‘[s > Ralse a Service Request
Pending List
Approvals Authorized List
Rejected List
Bank Return List
> SWIFT GPI

{ar My Applications

Image 2 — Service Requests | Account Services tab
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iii) Service Request: In case you are on the Dashboard page, you can directly select the “Service Request”
widget (Image 3).

N o< T C. | © | < |

Account Services - Service Request - Raise a Service ..
B Dashboard @ > Dashboard >

=~ e

& Setup > DHE‘UEQQ
& Account Services >

o

2 INTERNET BANKING Account Summary Single Transfer Service Request
Payments >

Overall Available Balance Total Over Draft Limit

= Reports N AED 542232 AED 0.00 g

®

Pay Bill Account Statement
[3 _Approvals

Image 3 — Service Requests | Service Request quick action

After following any of the 3 options listed above, you will land on the Raise a Service Request page (Image 4).

ABER Corporate v <
ADcE®  PROCASH P 11:55 AM | 21-May-2025 Q ‘ ® | €
{2y » Account Services » Accounts and Services > Service Request » Ralse a Service Request v
=
8 wn
Initiate a new Service Request Summary Last 5 Service Request
Bank Service Request Number Service Request Type Status
Please click this card 1o Initiate request of various services Y =
® Bank Rejected 18 31 59 Disable User Alerts Completed
like statement request, update customer detalis etc. [ | 168
& ookt a1z Add User Request Completed
® In progress 67
® Unauthorized g 31 76 Add User Request Completed
31 160 Add User Request Completed
L] Add User Request Completed
Tracking Information
Track a Service Request
To view the status of your service request, please enter the respective request number and click TRACK
button
Nothing here yet
Bank Service Request Number* Qv
m Benk Rejected (19) [ Completed (168) [ Inprogress (67) [ Unauthorized (8) [ < |>
Q Enter keyword to search AV
Application Num__. ¢ Initiation Channel ¢ Service Request.. & Service Request . ¢ RequestDate & Status & Actions
¥, v v v dd/mm/yyyy O V v
25 05 PROCASH Account Services Balance Confirmation L. 06-Feb-2024 08:39:09 Draft RESUME [

Image 4 — Service Requests | Raise a Service Request page

1.1 Raise a Service Request Page’s Features

In the Service Requests main page, the Raise a Service Request page, you can perform multiple activities
like:

i) Initiate a Service Request: To raise a Service Request, select the red button called “Initiate a new
Service Request” (Image 5). You will then be navigated to a screen from which you can select the
respective service request that is to be raised (see chapter 2).
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ADceP PROCASH Corporate v

{0 » Account Services > Accounts and Services » Service Request > Ralse a Service Request

Initiate a new Service Request

Please click this card to Initlate request of varlous services

y @ Eank Rejected 19
like statement request, update customer detalls etc. f ank Rejecte:
® Completed 168
@ In progress 67
® Unauthorized g

Tracking Information
Track a Service Request

To view the status of your service request, please enter the respective request number and click TRACK
button.

Image 5 — Service Requests | Initiate a Service Request

i) Seean overall summary of your requests: You will see a chart with a count of how many service requests
are completed, in progress, unauthorised and rejected. Also, a list with the last 5 requests and respective
type and status is given (Image 6).

{ ABEE®  PROCASH fedeni Qe

1155 AM | 2+May-2025

@ > Account Services > Accounts and Services > Service Request > Raise a Service Request v

~ 2
= IRAN
Initiate a new Service Request Summary Last 5 Service Request
Bank Service Request Number Service Request Type Status.
Plesse click this card to Initiate request of various Services 4 %
IIke statement request, update customer detalls eic J ® Berik Rejected © 2 B Dieeble Useralens Completed
[ ompletet 168
@ Comelcisd i} Add User Request Completed
® 1n progress &7
PN 8 1 76 Add User Request Completed
3 80 Add User Request Completed
IR Add User Request Completed

Tracking Information

Track a Service Request

Image 6 — Service Requests | Service Requests Summary

i) Track any Service Request: To track a Service Request, you must provide a Service Request number and
select the track button. If the given number is valid then the respective Service Request information will
be displayed under the Tracking Information panel (Image 7).

B

Track a Service Request
To view the status of your service request, please enter the respective request number and click TRACK
button

]
=}

Add User Request Completed

=)
%

Add User Request Completed

Tracking Information

Nothing here yet
Bank Service Request Number® Q v

m Bank Rejected (19) [ Completed (168) [ In progress (67) [ Unauthorized (8) [J

Image 7 - Service Requests | Track a Service Request
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iv) Access the status lists for your requests: To view the list of Service Requests that have been completed,

are unauthorised, are rejected, or are currently in progress, you just need to select the respective
option highlighted in Image 8.

Tracking Information
Track a Service Request

To view the status of your service request, please enter the respective request number and click TRACK
burton

Nothing here yet
Bank Service Request Number* Qv

m Bank Rejected (19) [ Completed (168) [ In progress (67) [ Unauthorized (8) [J

Image 8 - Service Requests | Statuses’ Lists
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2. Initiate a Service Request

After selecting the “Initiate a new Service Request” option mentioned on chapter 1.1. above, you will be
navigated to a page where you can select the respective Service Request.

In this quide, you will notice that all Service Requests are divided into 3 different categories:
o Customer details

e Account Services

e ProCash Services categories

Each category will have it's own Service Requests and respective explanation will be given in the respective
chapters.

2.1 Customer Details’ Service Requests

Under Customer Details category (Image 9), you will be able to raise the below requests which will be
explained in subsequent sub-chapters:

» Change Contact Details — Email, Address/Mobile No
o Update PDC Details
e Update Trade License

* Change Contact Details — Mailing Address

i , D= O]
[ ADCEP  PROCASH SR = 1158 AM | 21-May-2025 QIO ¢| g .
2 > Account Services » Accounts and Services > Service Request > Ralse a Service Request

« e vl
Service Request Category Service Request Type
9 1 Change Contact Details - Email
Account Services > on =0 Update PDC Details Update Trade License
' Address / Mobile No S f L Q RS

ProCash Services >

g Change Contact Details - Mailing
Address

Image 9 — Service Requests | Customer Details’ Service Requests
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2.1.1 Change Contact Details — Email, Address/Mobile No

To raise the "Change Contact Details — Email, Address/Mobile No” Service Request, you first need to select
the respective option (Image 10).

Qo

g @ T
ADCEP  PROCASH SIS 1158 AM | 21-May-2025

) > Account Services > Accounts and Services > Service Request > Ralse a Service Request

« calwn
Service Request Category Service Request Type
3 ! Change Contact Details - Email
Account Services > ol | =% Update PDC Details Update Trade License
' Address / Mobile No s f ' Q pee

ProCash Services >

g Change Contact Details - Mailing
Address

Image 10 — Service Requests | Change Contact Details — Email, Address/Mobile No

Secondly, you will be required to update your phone number(s) by selecting the respective checkbox to
enable editing (Image 11). Once the mobile number(s) are updated, select "REVIEW” button and then press
“Submit”.

In case you want to provide a non-UAE mobile number, you must contact your Relationship Manager.

QO ¢

12:00 PM | 21-May-2025

= +971 v | Phone (Office) O

Change Contact Detalls - Email Address / Moblile Mobile (+971
No 0B Emall ID*

@ Creste Checker Bank

DISCLAIMER
If you wish to update a Non-UAE Mobile number, please Contact your Relationship Manager.

* Please view the Service Request dashboard for status Information.

CANCEL

Image 11 - Service Requests | Details of Change Contact Details — Email, Address/Mobile No

It's important to mention that these contact details are the ones that will be considered in the bank
system and not at ProCash level. To change the ProCash level contact details, please see chapter 2.3.7.

below.
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2.1.2 Update PDC Details

To raise the “Update PDC Details” Service Request, you first need to select the respective option (Image 12).

{ AEaP  PROCASH Corporate Q¢

1158 AM | 2+-May-2025

2 > Account Services > Accounts and Services > Service Request » Ralse a Service Request v

« S 6/w
Service Request Category Service Request Type
3 ' Ch Contact Details - Email
Account Services > 1| Ad:{’r]gses / DMnOZ;e Neoal o e $_—I Update PDC Details ‘ QrB Update Trade License

ProCash Services >

@ Change Contact Details - Mailing
Address

Image 12 — Service Requests | Update PDC Details

Secondly, you will be required to select the transaction type which can be either "Modification of PDC
Presentation Date” or "Withdrawal of PDC".

You then need to provide the account number, cheque number, MICR and the current cheque
presentation dates.

In case the selected transaction type is "Modification of PDC Presentation Date”, you must provide the
new cheque presentation date (Image 13) and in case the selected transaction type is “Withdrawal of
PDC", you must provide a reason for the withdrawal (Image 14).

Also, please contact your Relationship Manager if for some reason you are unable to proceed with the
request and there is an issue with the date validation.

— . )
ABCEP  PROCASH s 12:06 PM | 21-May-2025 Q@ ¢ ‘;\‘;,’1 .

{2 > Account Services > Accounts and Services > Service Request > Ralse a Service Request

« c e wld

Transaction Type*

Customer Detalls Modification of PDC Presentation Date v Account Number* ~
Update PDC Detalls
Cheque Number* MICR*

@ Croste

Checker Bank
Current Cheque presentation date” B New Cheque presentation date* 8

DISCLAIMER
Contact RM If ProCash Is not allowing to submit the SR due to date validation

CANCEL

Image 13 - Service Requests | Update PDC Details — Modlification of PDC Presentation Date
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ADCEP  PROCASH Corporate v

12:06 PM | 21-May-2025

@ > Account Services > Accounts and Services > Service Request > Ralse a Service Request

« c e

Service Request Catego Transaction Type*
Customer Detalls Withdrawal of PDC o Account Number®

Update PDC Detalls

Cheque Number* MICR"
@ Create Checker Bank
Current Cheque presentation date* B8
Reason for withdrawal®
DISCLAIMER

Contact RM if ProCash I not allowing o submit the SR due to date validation

CANCEL

Image 14 - Service Requests | Update PDC Details — Withdrawal of PDC

2.1.3 Update Trade License

To raise the "Update Trade License” Service Request, you first need to select the respective option

g 7 %
{ RiscaP  PROCASH Corporate 1158 AM | 21-May-2025 QIO ¢
3 > Account Services > Accounts and Services > Service Request > Ralse a Service Request
« 3
Service Request Category Service Request Type

Customer Details 7
Account Services >
~

ProCash Services >

Ch Contact Details - Email f 5
AOZLE; / (:/rl—loabie Neoa\ R S__y Update PDC Details Q Update Trade License

g Change Contact Details - Mailing
Address

Image 15 - Service Requests | Update Trade License

Secondly, you will need to provide the following details (Image 16):

Trade License number

Issue date

Trade License expiry date
Trade License issuing authority

Trade License documentation

Once all details are provided, select “REVIEW" and then submit the request.

It's important to note that when providing the Trade License documentation via the “Upload
Documentation” option, you need to ensure that you are uploading all pages of the Trade License
document, otherwise the request will be rejected.

(10 )
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Also, in case of any change in ownership or other changes in Trade License, please update your profile by

visiting the branch or contacting your Relationship Manager.

apgen .
ABCEP  PROCASH Corporate 12:07 PM | 21May-2025 QIO |

) » Account Services > Accounts and Services > Service Request > Ralse a Service Request

«

Service Request Catego Trade Name
Customer Detalls INTERNET BANKING Trade License Number®
Update Trade License
Issue Date” EI Trade License Expiry Date*
St S Upload Valid Trade License *
@ Creste ———————— O pank
Trade License Issuing Authority* ~ 2, Drop your file here or browse

DISCLAIMER
In case of any change In ownership or other changes In Trade License, please update your profile by Visiting the branch o contacting your Relationship Manager.
* Please view the Service Request dashboard for status Information.

CANCEL

G)

Image 16 — Service Requests | Details of Update Trade License request

2.1.4 Change Contact Details — Mailing Address

To raise the “Change Contact Details — Mailing Address’ Service Request, you first need to select the

respective option (Image 17).

. o )
{ ADCEDP  PROCASH PR 1158 AM | 21May-2025

2 » Account Services > Accounts and Services » Service Request » Ralse a Service Request v

«

Service Request Category Service Request Type
. ' Change Contact Details - Email
Account Services > o | ¢ Update PDC Detalls Update Trade License
' Address / Mobile No s f i Q Pe

ProCach Services >

g Change Contact Details - Mailing
Address

Image 17 - Service Requests | Change Contact Details — Mailing Address
Secondly, you will need to provide the following mailing address details (Image 18):
e PO Box number
e Address — You can use both Address Line 1 and Address Line 2 fields
o Country

e Emirate

o City
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Once all details are provided, press the "REVIEW" button at the bottom right corner and then submit the

request. Also, if you wish to update your mailing address with a non-UAE address, please contact your
Relationship Manager.

P Corporate v i
Atce®  PROCASH 1213 PM | 21 May-2025 Q ‘ ©] | €|
{2 > Account Services » Accounts and Services > Service Request > Ralse a Service Request
« c 8w
Service Request Category
Customer Detalls P.O.Box" Address Line 1"
Change Contact Detalls - Malling Address Country”
Address Line 2* UNITED ARAB EMIRATES ~ @
@ Create Checker Bank
Emirate* v Cy*
DISCLAIMER
If you wish to update & non-UAE address, please contact your Relationship Manager.
* Please view the Service Request dashboard for status Information
CANCEL

Image 18 - Service Requests | Details of Change Contact Details — Mailing Address request

(12)
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2.2 Account Services' Service Requests

Under Account Services category (Image 19), you will be able to raise the below requests which will be
explained in subsequent sub-chapters:

e Balance Confirmation Letter

e Collection of Documents — Delete Authorized Person

» Collection of Documents — Add/Modify Authorized Person

[ ABEEP  PROCASH Corporate v e | @& () .

> Account Services > Accounts and Services > Service Request > Raise a Service Request

« c e wi

Service Request Category Service Request Type

Customer Details >

E Balance Confirmation Letter ﬁ Collection of Documents - Delete ﬁ Collection of Documents -
“ Authorized Person ADD/Modify Authorized Person

ProCash Services o

Image 19 - Service Requests | Account Services' service requests

2.2.1 Balance Confirmation Letter

To raise the “Balance Confirmation Letter” Service Request, you first need to select the respective option
(Image 20).

[eow _procsss — s Q101618 ([l[]

@ > Account Services > Accounts and Services > Service Request > Ralse a Service Request v

« (SN =TR% N

Service Request Category Service Request Type

Customer Details >

- AN Oy Collection of Documents - Delete O Collection of Documents -
Account Services Balance Confirmation Letter h h
Authorized Person ADD/Modify Authorized Person

ProCash Services o

Image 20 — Service Requests | Balance Confirmation Letter

Secondly, you will need to provide the balance confirmation letter date, the account from which the charges
will be recovered and auditor information.

In case the auditor information is not required, press the "REVIEW" button and then submit the request after
reviewing the information (Image 21).

(13 )
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ABEER  PROCASH Corporate T Gl (D] e

2 » Account Services > Accounts and Services > Service Request > Ralse a Service Request v

« celwl

Balance Confirmation Date* B8 105

Charges to be Recovered From* v @
@ Create Checker Bank dress 1 Company Address 2
PO BOX 93
Company Address 3 Company Emirates
ABU DHABI
Company P. 0. Box Company Country
939 UNITED ARAB EMIRATES
mail ID Do you have an Auditor?*
a@adcb.com No v
DISCLAIMER

Please contact your RM In case you have any querles, or reguire Letter prior 1o 2020

CANCEL

Image 21 - Service Requests | Balance Confirmation Letter without Auditor information
On the other hand, if the auditor information is required, you need to provide the following details before
proceeding with the request (Image 22):
e Auditor name
e Auditor PO Box
e Auditor country
e Auditor emirate (if required)
e Auditor email address

e Auditor alternate email address

ADCEP  PROCASH Corporate v Q@ ||

12:20 PM | 21-May-2025

@ > Account Services > Accounts and Services > Service Request > Ralse a Service Request v
-
« celwi

ABU DHABI
Account Services c y P O. Box Company Country
UNITED ARAB EMIRATES

Balance Confirmation Letter

Emall ID Do you have an Auditor?*
a@adcb.com Yes v

@ Create Checker Bank

Auditor Name* Auditor P. O. Box*

Auditor Country*

UNITED ARAB EMIRATES v Auditor Emirates” v

Auditor Emall ID* Auditor Afternate Emall Id
DISCLAIMER

Please contact your RM In case you have any querles, or require Letier prior to 2020

CANCEL

Image 22 - Service Requests | Balance Confirmation Letter with Auditor information

(14 )
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2.2.2 Collection of Documents — Delete Authorized Person

To raise the “"Collection of Documents — Delete Authorized Person service request, you first need to
select the respective option (image 23).

Pt Corporate v iz
[ Abce®  PROCASH P e S @& €
@ > Account Services > Accounts and Services > Service Request > Ralse a Service Request ~
« e wi
Service Request Category Service Request Type
Customer Details >

a Balance Confirmation Letter E Collection of Documents - Delete ﬁ Collection of Documents -
“ Authorized Person ADD/Modify Authorized Person

ProCash Services o

Image 23 — Service Requests | Collection of Documents — Delete Authorized Person

Secondly, you will be required to provide the following details (Image 24):

Account number

Person name

Type of document to be collected — Can be cheque book, return cheque or statement
Instructions to bank

Upload documentation

Once all the above information is provided, press the "REVIEW” button and then submit the request in case
all the provided information is correct.

[ ABcel®  PROCASH TR 1230 PM 1 21 May-2025 Qo|¢

@ > Account Services > Accounts and Services > Service Request > Ralse a Service Request

« &

Account Services Account Number® v

Collection of Documents - Delete Authorized

Person Person Name* Type Of Doc Collection* ~
Service Reques T
@ Creste Checker Bank Instruction To Bank® o
Valid TL - Document * ©

&, Drop your file here o browse

DISCLAIMER
Please view the Service Request dashboard for status Information

CANCEL

Image 24 - Service Requests | Details of Collection of Documents — Delete Authorized Person request

(15 )
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2.2.3 Collection of Documents — Add/Modify Authorized Person

To raise the "Collection of Documents — Add/Modify Authorized Person” Service Request, you first need to
select the respective option (Image 25).

@ > Account Services > Accounts and Services > Service Request > Ralse  Service Request v
« 8w

Service Request Category Service Request Type

Customer Details >

ﬁ Collection of Documents
ADD/Modify Authorized Person

D ~ D Collection of Documents Delete
Balance Confirmation Letter
Authorized Person

ProCash Services. >

Image 25 — Service Requests | Collection of Documents — Add/Modlfy Authorized Person

Secondly, you will be required to provide the following details (Image 26):

e Account number

e Request type — can be added or modified

e Person name

e Type of document to be collected — Can be cheque book, return cheque or statement
e |D details

e [Instructions to bank

» Upload a valid trade license (including all pages)

o Upload a valid ID proof — This is the ID of the person authorised to collect document

Once all the above information is provided, press the "REVIEW” button and then submit the request in case
all the provided information is correct.

[eow_rrocns —cac] 1=

) > Account Scrvices > Accounts and Services > Scrvice Request > Ralsc a Scrvice Request

« 5
Account Services Account Number* v Request Type* v
Collection of Documents - ADD/Modify Authorized

Porson Person Name* Type Of Doc Collection* v

Cliecker Bank ID Details® Instruction To Bank*

Valia TL - Document @

& Drop your fil here or browse:

DISCLAIMER
Please view the Service Request dashboard for status Information

CANCEL

Image 26 — Service Requests | Details of Collection of Documents — Add/Modify Authorized Person request

(16 )
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2.3 ProCash Services’ Service Requests
Under ProCash Services category (Image 27), you will be able to raise the below requests which will be
explained in subsequent sub-chapters:

» Cancel/Disable ProCash User

e Add User Request

e Hard Token Replacement

e Disable User Alerts

» Unlock User/Reset Password

o Update Contact Details

» Link/Delink Accounts

e Register WPS/Add WPS ID

g c te v ADCB
{ Ace®  PROCASH RIS 0238 PM | 29-Sep-2025
@ > Account Services > Accounts and Services > Service Request > Ralse a Service Request
« celwl
Service Request Category Service Request Type
Customer Details >
. Q0 0.0 A
Account Services > XY Cancel / Disable ProCash User I‘é@ Add User Request Register WPS / Add WPS ID

ProCash Services >

g Hard Token Replacement LV Disable User Alerts CE Unlock User / Reset Password

0l

H
: Update Contact Details lC Link / Delink Accounts

Image 27 — Service Requests | ProCash Services' requests

2.3.1 Cancel/Disable ProCash User

To raise the “Cancel/Disable User” Service Request, you first need to select the respective option (Image 28).

[ ABEE®»  PROCASH

1147 AM 1 22-May-2025

@ > Account Services > Accounts and Services > Service Request » Ralse a Service Request

«

Service Request Category Service Request Type

Customer Details >
A2 o0 —/
> AN\ Cancel / Disable ProCash User ~OZR Add User Request g Hard Token Replacement
sl el ]
\ Disable llser Alerts O Unlock User / Reset Password : Update Contact Details
o 6 ‘

o1

Link / Delink Accounts
1C®

Image 28 — Service Requests | Cancel/Disable ProCash User

(17 )
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Secondly, you will be required to provide the following details (Image 29):
o User details — Select the user that you want to disable.

e Access type — Select the system you want to disable the user from which can be either ProTrade or both
ProCash and ProTrade.

e User ID for WPS contact details.
e Disable type — Can be either Permanent or Temporary.

o Start and End date — Start and end date from which the user will be disabled. This is only applicable in
case you have selected Disable Type as temporary.

Once all the details are given, you just need to select the ‘ADD’ button (highlighted in yellow in Image 30) and
then, in case you don't want to disable any other user, select the "REVIEW” button and submit the request.

ABEB Corporate |
[ ABEE®  PROCASH P s Sk @ e [ (s
1@ > Account Services > Accounts and Services > Service Request > Ralse a Service Request
« 8 w N
ProCash Services User Detalls® v Access To* v

Cancel / Disable ProCash User

For WPS Primary Email ID* Disable Type* ~
@ Create Checker Bank
E=+971 ~ | For WPS Primary Contact” Start Date* =
End Date" (o |
CANCEL RESET
DISCLAIMER

Flease view the Service Request dashboard for status Information.

CANCEL

Image 29 - Service Requests | Details of Cancel/Disable ProCash User Request

If you want to disable more than one user at one go, you can select the "ADD MORE" button again to add a
another request and then press the "REVIEW” button and submit the request (Image 30).

e Corporate ~ Q <
[ ADCED PROCASH P! 11:52 AM | 22-May-2025 | @ || &
@ > Account Services » Accounts and Services > Service Request > Ralse a Service Request v
« ] 0
oK Ncon faoo User Details Access To For WPS Primary Email ID Disable Type Actions
ProCash Services
C ancel P DIse oGt User ADCB. - JUMA ProCash and ProTrade Temporary ® L m
@ Create Checker Bank
Rows perpage 10 « <« K > »
+ ADD MORE
DISCLAIMER
Please view the Service Request dashboard for status information
CANCEL SAVE AS DRAFT m

Image 30 — Service Requests | Add More option of Cancel/Disable ProCash User request

(18 )




PROCASH Klad[l)mbédBu ’

2.3.2 Add User Request

To raise the "Add User Request” Service Request, you first need to select the respective option (Image 31).

[ seeew  erocas J— NI |
1@y > Account Services > Accounts and Services > Service Request > Ralse a Service Request

« a8 w i

Service Request Category Service Request Type

Customer Details >

i o] oo =
Account Services > AR Cancel / Disable ProCash User ~—OT\ Add User Request g Hard Token Replacement
o= ==

'| '
\ Disable User Alerts 85 Unlock User / Reset Password ‘ I‘ Update Contact Details

o1 )
Link / Delink Accounts
1C®

Image 31 — Service Requests | Add User Request

Secondly, you will need to provide the user details, define the user access, select the accounts(s) access and
any additional access to other products. Once you provide all the information mentioned below, select the
“ADD" button and then press "REVIEW” to proceed with the request.

Below are the respective screens and options:

» User details tab (Image 32):

o Firstand last name

o Mobile number

o User ID — This is the user ID received by the customer from ADCB and not a personal ID like Emirates ID
o EmaillD

[ ABceP PROCASH Corporate 1153 AM | 22-May-2025 QIO | @% -

@ > Account Services > Accounts and Services > Service Request > Ralse a Service Request
'3
Service Request Catego User Detalls User Access And Report  Account Access Other Products
ProCash Services

ST Salutation *

First Name* @

Add User Request O MO Ms

Checker Bank Last Name* User Ia*

= +971 » | Moblle Number® Emall ID*

Copy Existing User

() Yes (@) No

CANCEL RESET

CANCEL

Image 32 - Service Requests | Add User Request — User Details
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» User Access and Report (Image 33):
o User profile — Can be checker, maker, super user, verifier or viewer
o0 User access — Can be View or Transactional

o Facilities — Can be cheque book, consolidated statement, NPS facilities, reports or service
requests based on the profile

o Module — Can be H2H or ProTrade

o H2H access (in case H2H module is selected)

ABEB Corporate | Y
[ ABEEP  PROCASH P nsaaMizzmepzos X | @ | & | &
13 > Account Services > Accounts and Services > Service Request > Ralse a Service Request
-
« c e w i
Request Category User Details User Access And Report  Account Access Other Products

ProCash Services

Service Request Type e
Add User Request User Profile* “ Moblie
Service Request Workflov User Access *
@ Create Checker Bank O O Facliites ~

Module

[] ProTrade [_] H2H
CANCEL RESET
CANCEL

Image 33 — Service Requests | Add User Request — User Access and Report

e Account Access (Image 34):
o Account number — Account(s) which the user has access to
o Credit card - Credit card(s) which the user has access to
o Loan accounts — Loan Account(s) which the user has access to
o

TD Account — Term Deposit Account(s) which the user has access to

RBCEP  PROCASH EEEaEE Q@

154 AM | 22-May-2025

@ > Account Services > Accounts and Services > Service Request > Ralse a Service Request ~

« =

Service Request Category User Details User Access And Report Account Access  Other Products
ProCash Services
Service Request Type Select All Account it
Add User Request Y Account Number ~
@ Create Checker Bank TD Account ~ Loan Accounts ~
Credit Card ~
DISCLAIMER
If the account is dormant. 1t will not be Visible In the account summary/transaction Input screen.
CANCEL RESET
CANCEL

Image 34 - Service Requests | Add User Request — Account Access
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o Other Products (Image 35):
o CCSS - In case the user needs to have access to Corporate Cheque Scanning Solution (CCSS)
o Bill Payment — In case the user needs to have access to Bill Payment module
o Biller Registration — In case the user needs to have access to Biller Registration
o

Merchant Payment — In case the user needs to have access to Merchant Payment

{ ABcap PROCASH Corporate v 1155 AM | 22-May-2025 Q| @| | &
G > Account Services > Accounts and Services > Service Reguest > Ralse a Service Request ~
« C el N
Service Request Catego UserDetails  User Access And Report  Account Access  Other Products
ProCash Services
N R T cess Biller Registration
Add User Request Y e
. Bill Payment Merchant Payment
® croate Checker Bank ® L
CANCEL RESET
CANGEL

Image 35 — Service Requests | Add User Request — Other Products

2.3.3 Hard Token Replacement

To raise the "Hard Token” Service Request, you first need to select the respective option (Image 36).

{ ABCs®»  PROCASH Cotboia =g a7 AMI22May 2005 X | @ | € |

@) > Account Services > Accounts and Services > Service Request > Ralse a Service Request

« 8 w i
Service Request Category Service Request Type
Customer Details >
. N e oo —
Account Services > A~ Cancel / Disable ProCash User ~OT\ Add User Request g Hard Token Replacement
am it
| (®) o |t
Disable User Alerts 5 Unlock User / Reset Password — I‘ Update Contact Details
LV —
Ol@ Link / Delink Accounts
1cC

Image 36 — Service Requests | Hard Token Replacement

Secondly, you will need to provide which token type you want to issue again (it can be either hard token
or mobile token), select the user type (it can be yourself or other user) and select the respective user
ID (Image 37).

(21)




PROCASH Klad[l)mbédBu ’

Q@ ||

ABcaP  PROCASH COomoraie. ~ 11:55 AM | 22-May-2025

@ > Account Services > Accounts and Services > Service Request > Ralse a Service Request
«
ProCash Services Token Type* ~ User Type® b
Hard Token Replacement
User Id* ~

@ cresie

DISCLAIMER
Please view the Service Request dashboard for status Information.

CANCEL

Image 37 — Service Requests | Details of Hard Token Replacement request

To complete the request, you need to select the "REVIEW" button and submit the request.

2.3.4 Disable User Alerts

To raise the "Disable User Alerts” Service Request, you first need to select the respective option (Image 38).

{ ABEE®  PROCASH Corporate ~ e o) @ [ & |
1@ > Account Services > Accounts and Services > Service Request > Ralse a Service Request
« a8 wi
Service Request Category Service Request Type
Customer Details >
: QO o o =)
Accoun t Services > A~  Cancel / Disable ProCash User ~—OT\ Add User Request g Hard Token Replacement
=> P=Li

—l .
\ Disable User Alerts ‘ 85 Unlock User / Reset Password ‘ : Update Contact Details

ol

Link / Delink Accounts
1C®

Image 38 — Service Requests | Disable User Alerts

Secondly, you must select the user type (which can be your user or Others), provide the user ID and
select the alert(s) type(s) from the given alert list (Image 39).
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Q@ €|

[ >
Apceb PROCASH ESEDIC g 11:56 AM | 22-May-2025

@ > Account Services > Accounts and Services > Service Request > Ralse a Service Request

=
« IS N* g
ProCash Services User Type® ~ User Ig* ~
Disable User Alerts
Alert Type* ~
Service Req o
@ Create Checker Bank
CANCEL RESET
DISCLAIMER

Please view the Service Request dashkoard for status Information.

CANCEL

Image 39 - Service Requests | Details of Disable User Alerts request

Once all this information has been provided, you need to press the "ADD" button and then "REVIEW”"
button. In case you want to raise the same request for another user, you can select “"ADD MORE"
button, add the request details and review it (Image 40).

AR Corporate ~ <
[ jvre- 4 PROCASH B 11:59 AM | 22-May-2025 Q@ ||
@) > Account Services > Accounts and Services > Service Request > Ralse a Service Request ~
« T e wi
Service Request Gatego User Type User ia Alert Type Actions
ProCash Services 2 s
b hie Seif ADCB - JUMA 1Alert Type selected @ s W
@ Creste Checker Bank
Rows perpage 10 v « < n > »
+ ADD MORE
DISCLAIMER

Please view the Service Request dashboard for status Information.

CANCEL SAVE AS DRAFT m

Image 40 - Service Requests | Add More button of Disable User Alerts request
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2.3.5 Unlock User/Reset Password

To raise the "Disable User Alerts” Service Request, you first need to select the respective option (Image 41).

[ ABEEP  PROCASH Corporate waramizommyzozs X1 @ 1< 1 KR
(@) > Account Services > Accounts and Services > Service Request > Ralse a Service Request ~
« Z 8
Service Request Category Service Request Type
Customer Details >
. C o .o —
Account Services > ~ T\  Cancel / Disable ProCash User ~ON\ Add User Request g Hard Token Replacement
— <P
| (©] o |i
Disable User Alerts Ca Unlock User / Reset Password ~—~ : Update Contact Details

01 ) )
Link / Delink Accounts
1C®

Image 41 - Service Requests | Unlock User/Reset Password

Secondly, you need to provide the user details, the reset reason and the reset type which can be:

o Mobile Token Deregistration — Used to deregister the user for your mobile app

e Reset Security Question — Used to reset security questions used to change the password of SMS login
e Soft Token Password — Used to change the password used for SMS login

e Unlock VSCO Token — Used to unlock the hard token

e Unlock ProCash User — Used to unlock an user ID

Once all the details are provided, press the "ADD" and then the "REVIEW" buttons (Image 42). If all details are
reviewed, you can press the "SUBMIT" button.

== —— o 1@ 1< 1@

) > Account Services > Accounts and Services > Service Request > Ralse a Service Request

«

ProCash Services Request To Reset” ~ User Detalls®
Unlock User / Reset Password
Reason To Reset”

@ create

CANGEL RESET

DISCLAIMER
Please view the Service Request dashboard for status Information.

CANCEL

Image 42 - Service Requests | Details of Unlock User/Reset Password request

In case you want to raise the same request for another user, you can select the "ADD MORE" button, provide
the request details, add it and review it (Image 43).
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ADCE Corporate Q R r=:
[ Aocab PROCASH e 12:01 PM | 22-May-2025 | @] ¢ | [‘i’j
@ > Account Services > Accounts and Services > Service Request > Ralse a Service Request
-
« S a wi
Service Request Category Request To Reset User Details Reason To Reset Vasco Serial Number 7 Digit Token Numb. . Actions
ProCash Services
Unlosklisor] Rescpasbnard 1Request To Reset selectec  ADCB -JumA S test ©s @
@ creste Checker Bank
Rows per page 10 v « < n > »

+ ADD MORE

DISCLAIMER
Please view the Service Request dashboard for status Information

CANCEL SAVE AS DRAFT m

Image 43 — Service Requests | Add More button of Unlock User/Reset Password request

2.3.6 Update Contact Details

To raise the “Update Contact Details” Service Request, you first need to select the respective option
(Image 44).

ADCE Corporate ~ = =3
{ Aea®P  PROCASH P e amizammzos 21 @1 < 1S B
1@y > Account Services > Accounts and Services > Service Request > Ralse a Service Request ~
« IS =N AN
Service Request Category Service Request Type
Customer Details >
i Nee) oo —
Account Services > A~ Cancel / Disable ProCash User ~OX\  Add User Request g Hard Token Replacement
= =P
@) o |t
Disable User Alerts Cﬁ Unlock User / Reset Password —~ I‘ Update Contact Details
?&@ Link / Delink Accounts

Image 44 — Service Requests | Update Contact Details

Secondly, you need to provide the new contact details that you want to be considered/updated in
ProCash. The details required to be provided are the user type (can be your user ID or other user ID),
the user ID, the email address and the mobile number (Image 45).

Once all the details are provided, press the "ADD" and "REVIEW” buttons and then submit the request.

It's important to mention that these contact details are the ones that will be considered in the ProCash

system and not at bank system level. To change the Bank level contact details, please see chapter 2.1.4.
above.
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ADCE Corporate ~ Q| ® <Rz
{ ADCED PROCASH P 12:16 PM | 22-May-2025 | | & | 1) - ﬂ
G > Account Services > Accounts and Services > Service Request » Raise a Service Request. «
< T 8w N
ProCash Services User Type* ~ User Id* -~

Update Contact Detalls
Email” &= -+971 ~ | Mobile

@ creote

CANCEL RESET

DISCLAIMER
Please view the Service Request dashboard for status Information.

CANCEL

Image 45 — Service Requests | Details of Update Contact Details request

2.3.7 Link/Delink Accounts

To raise the “Link/Delink Accounts” Service Request, you first need to select the respective option

[ xcow  ProcasH — T
@ > Account Services > Accounts and Services > Service Request > Ralse a Service Request ~
« (SN = JIE SN
Service Request Category Service Request Type
Customer Details >
" [AO o_.. 0 —)
Account Services > AR\  Cancel / Disable ProCash User ~OT\  Add User Request g Hard Token Replacement
=X =P
| (D) o|i .
Disable User Alerts CEI Unlock User / Reset Password ~ : Update Contact Details
o1
Link / Delink Accounts
1c®

Image 46 — Service Requests | Link/Delink Accounts

Secondly, you need to provide the following details (Image 47):
e Request type — Used to select if you want to link or delink an account.

o User details — Used to provide the user details from which you want to either link or delink the
account.

e Access type — Used to select the access type you want to link or delink with the request.

e Account number — User to provide the account number that is to be linked or delinked with the
selected user and access type.

e CCSS (Corporate Cheque Scanning Solution) changes — Used to select if these changes are
applicable to CCSS too.
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Once all the details are provided, press the "ADD" and “REVIEW" buttons and then submit the request.

12:17 PM | 22-May-2025

[ BEEP  PROCASH G 7 Q@ ||

) > Account Services > Accounts and Services > Service Request » Ralse a Service Request ~-

« C 38w N

Procasn services Request Type* ~ User Detalls® ~
Link / Delink Accounts
Access Type* ~ Account No* ~

Checker Bank
1 CCSS Cnanges

User Profile Type

CANCEL RESET

DISCLAIMER
Send to bank access will be provided If send to bank functicnality s already enabled
* Please view the Service Request dashboard for status information

CANCEL

Image 47 — Service Requests | Details of Link/Delink Accounts request

2.3.8 Register WPS/Add WPS ID

Select the respective option (image 48).

atgain adcbjuma .
[ ABCEP  PROCASH SR SEvER 02:38 PM129-Sep-2025 QIO ¢ | @ .
v
@ » Account Services > Accounts and Services > Service Request > Ralse a Service Request v
« c e wi
Service Request Category Service Request Type
Customer Details >
. N} 0.0
Account Services > N Cancel / Disable ProCash User Fga Add User Request 7‘ Register WPS / Add WPS ID

ProCash Services >

— o
g Hard Token Replacement LV Disable User Alerts 5 Unlock User / Reset Password
[

1
O [t Update Contact Details ol Link / Delink Accounts
M L 1

Image 48 - Service Requests | Details of Register WPS/ Add WPS ID request
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Select required drop down.

Register WPS - For first time WPS registration:

1.

o vA W

Choose the preferred user to access WPS — Please note once a username is selected, ALL
accounts linked to the specific CID will be available to this user (Image 49).

accordingly.

All other details to be completed as required.

New WPS ID — Enter your new MOL ID (Image 51).

Trade licence expiry date should match the existing details provided to the Bank.

Upload a copy of the valid trade licence.

9. Add primary and additional contact details.

8 Dashboard

3 Setup

& Account Services >
N

Payments

Approvals

{@ My Applications

o [ ABCs®  PROCASH EEFEED

«
>

- . Request Type*
ProCash Services Register WPS v

Register WPS / Add WPS ID

WPS Maker v WPS Verifier

@ Create Bank WPS Self-Authorizer
WPS Checker v 1 WPS Self-Authorizer Selected
CANCEL RESET

Image 49— Service Requests | Details of Register WPS/ Add WPS ID request

Charge account - Debit account used for charges. Select an AED account only (Image 50).

Corporate debit account — List all debit accounts that will be used for WPS transactions.

WPS file type — The default file type is Excel. If you prefer to use the SIF format, please select it

ADCB . Q
02:33 PM | 22-Aug-2025 Q ‘ ® ‘ &+ ‘ .

@ > Account Services > Accounts and Services > Service Request > Raise a Service Request v

NEXT
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i v ADCB
& [ ADCEDP>  PROCASH Corporate PM | 22-Aug 2025 QB¢

B8 Dashboard {2 > Account Services > Accounts and Services > Service Request > Raise a Service Request v

& o8
& Setup > e wi

Se egory WPS Registration WPS Details Primary Contact Details Additional Contact Details

ProCash Services

Payments >

Charge Account for WPS Registration™ User Selection for Send Request to Bank

S F

Approvals Register WPS / Add WPS ID 10 01-AED v 1 User Selection for Send Request to Bank$ (%)

Service | Workflow Send Request to Bank * Accounts for Send Request to Bank - WPS*

@ Create &« 2 Accounts for Send Request to Bank - WPS Selex

Bank
) My Applications "

Map Virtual Account - Send to Bank
‘ Virtual Accounts - Send to Bank* v

sl al x

No Records Found

CANCEL RESET PREVIOUS

Image 50— Service Requests | Details of Register WPS/ Add WPS ID request

ADCB SRGROUP v
) { ADCED>  PROCASH 10:00 AM | 26-Au
8 Dashboard {2 > Account Services > Accounts and Services > Service Request > Raise a Service Request v
« ~ o
c 8wl
Payments > I Juest Categol WPS Registration WPS Details Primary Contact Details Additional Contact Details

ProCash Services

Approvals
ice New WPS ID*

Register WPS / Add WPS ID Corporate Debit Account* v

1@ My Applications R Workflow Map Virtual Account

@ Create Bank [
Charge Account* WPS File Type *
104 01-AED > SIF Format (@) Excel Format
Upload Valid Trade License * ®
Trade License Expiry Date* ] & Drop your file here or browse

Trade License Expiry Date is required

CANCEL RESET PREVIOUS

Image 51— Service Requests | Details of Register WPS/ Add WPS ID request
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e Add WPS ID - To add a new MOL ID to an existing WPS registration (Image 53).
1. New WPS ID — Add your new MOL ID, which needs to be included to the WPS registration.
2. Charge account - Debit account for the charges. Select an AED account only.

3. Corporate debit account — List all debit accounts that will be used for WPS transactions. Select
an AED account only.

4. WPS file type — The default file type is Excel. If you prefer to use the SIF format, please select it
accordingly.

5. Trade licence expiry date should match the existing details provided to the Bank.

6. Upload a copy of the valid trade licence.

r
I A~ v ADCB NS -
ABEEP  PROCASH rpore oz 2101¢ 16 [lE]
L
B Dashboard 1@ > Account Services > Accounts and Services > Service Request > Raise a Service Request
« o8
& sewp c8 w0
(= Payments
ProC ces Request Type*
| Q
& Collections Register WPS / Add WPS ID
Add WPS ID
= Reports

Edit WPS Detalls/Add Access RESET
> e @ Creste ———— O Checker Bonk
B Approval Edit WPS Registration

@ My Applications

CANCEL

Image 52— Service Requests | Details of Register WPS/ Add WPS ID request

uuuuu ADCB
E’ { ADCE’ PROCASH 08:00 AM | 26-Aug-2025
EB Dashboard @ > Account Services > Accounts and Services > Service Request > Pending List > Edit
@ Setup > 6wl
Payments > Service Request Categ. WPS Details Primary Contact Details  Additional Contact Details
ProCash Services )
& Account Services >
Service Request Type New WPS ID" Corpora ccount’
& Collections > Register WPS / Add WPS ID 0000000000012 x bit Account Selected v
= Reports
s Map Virtual Account
D Approvals @ create @ Crecker Bank PY
Charge Account WPS Fie Type
o 01-AED v SIF Format (@) Excel Format
@ My Applications
rade Lcence Expiy Dete Upload Velid Trade ®
12/07/2025 x5
B HowToRegisterProCashMobileApp.paf x

aaaaaaaa

CANCEL RESET  PREVIOUS UPDATE

Maker Checker Details
SAN 26-Aug-2025 08:00:27

DISCLAIMER
Send o ban ed i ik fu ady enabled.

ipany’s behalf. These must be existing ProCash users at the time of WPS registration. For adding new users, piease submit SR under Add/New User

CANCEL BACK

Image 53— Service Requests | Details of Register WPS/ Add WPS ID request
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o Edit WPS details / Add access

1. Existing WPS ID — Select the required MOL ID from the drop-down menu.
2. Edit details as required (Image 54).

[ [A“u“z‘:éb PROCASH

08:04 AM 126-AuG-2025

BB Dashboard 2 > Account Services > Accounts and Services > Service Request > Raise a Service Request
«
@ Setup
3 Payments > WPSDetails  Primary Contact Details  Additional Contact Details
ProCash Services —
New ws L Corporete et Account
& Collections Reqister WPS / Add WPS ID 0000000789123 X 1Corporate Debit Account Selected v
= Reports
Mep Virual Account
B Approvals ®cene Chocker Bank °
charo 5 rie T
3 v
@ SIF Format () Excel Format
My Applicatior
@My Apphcations Upload Valid Trade License * (0]
Tiade Licerne Expiy Date
1210712025 x8
D llowToRegisterProCesnMobileApp pdf

CANCEL ReseT  previous  [EVEINGS

CANCEL

Image 54— Service Requests | Details of Register WPS/ Add WPS ID request

o Edit WPS registration

1. Select users as required to add WPS access. Please note: Once a new User ID is selected, all
accounts available under this CID will be linked to that user (Image 55).

2. Deselect users as required to remove from WPS access.

3. Charge Account — The existing account will be displayed, which can be edited if needed. Select
an AED account only.

& [A‘rs‘éib PROCASH

Request Type
Edit WPS Registration

WS Make: WS Verifie
136 WPS Maker Selected 58 WPS Verfier Selected

| a x WPS Seif-Authorizer
37 WPS Self-Authorizer Selected

0C  2-Jayachandran Parthiban

@ My Applications [ ABHI26557 - Ab
A8 8 Abhishek Tiwari weser ([

M ac AH -RAG

AAD  HR-AC

s behalf. These must be exis sh users at the time of W n. For adding new users, please submit SR under Add/New User.

CANCEL

Image 55— Service Requests | Details of Register WPS/ Add WPS ID request
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