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1. WPS

This guide provides you with a detailed explanation on how to perform, authorise or reject WPS transaction
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 WPS request module, select the "Payments” tab, which is available on the
left panel. Follow the steps given below (Image 1).

i) Select "Payments” tab on the left panel
i) Select "WPS Payment” option under Transaction module

iii) Select "Initiate” option

B8 Dashboard Frequently Used

Bulk Payment Request -> P

Setup

53 Payments >

2, Account Services

& Collections
|= Reports

D Approvals

Image 1 — WPS Request | Initiate option




PROCASH ‘ Khdbumédé’

On the “Initiate” page, you can carry out WPS payments by selecting one of the below two options:

o« WPS Payment upload: This option is used to initiate WPS via uploading a file. When this option is
selected, you will land on the “Initiation” page (a more detailed explanation is mentioned in chapter 1.2)

»  WPS 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)

In addition to these two options, you can view the transactions initiated through WPS module as of the
present day, as of the present week or, as of the present month. The given statuses are Pending, Rejected
and Authorized.

Fees S Corporate v &
o [ ABCEP  PROCASH P 10:32 AM | 16-Feb-2024 Q ‘ ® | € .
B8 Dashboard @ > Payments > Transactions > WPS Payment > Initiate
N = o
& Setup > e wlla
£e) Payments > Batch Status
_ WPS Payment Upload WPS Payment Manual
A Account Services Click thy d to initiate WPS Pa nt through file Upload. o ¢ ?
ick the card to initiate ent thre .o ste WPS Payme . § i )
5 ® o : oy Pending Rejected Authorized
& Collections
Note - Status count will be displayed for last 30 days
= Reports
: Future dated List (0)  Registered Mol List(5)  BULK PAYMENT REQUEST (5 B-=
B Approvals
[[] setect an recoras (@ Q. Enter keyword to search @
ProCash Batch Number & Draft Name ¢ Draft Description & MOLID & Salary Date & Transaction Date & Activatio  Actions

No Records Found

Image 2 — WPS Payment | Initiate option

Also, on the same page you can:

See the WPS payment under draft stage by selecting “Draft List” option

See your future payments by selecting “Future Dated List” option

See the registered MOL by selecting "Registered Mol List" option

Also have the option to do bulk payments by selecting "BULK PAYMENT REQUEST"
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1.2. WPS Payment Upload

To initiate a WPS payment by uploading a file, you must follow the steps given below:
i) Select "WPS Payment Upload” option (Image 2)

ii) Select "Activation Date”

i) Select the "MOL ID"

iv) Select "Account Number” or “Virtual Account”

v) Select "Debit Account”

vi) Select "Drop your file here or browse”

vii) Once uploaded, you can see the file name and size with complete confirmation
viii)  Select "Submit” to proceed with the WPS payment or cancel it (Image 3)

ix) Once uploaded, you will see a message saying “WPS Payment uploaded successfully”

o { ABCEP  PROCASH Corpormse 10:49 AM | 16-Feb-2024 Q ‘ ® | € .

B Dashboard @ > Payments > Transactions > WPS Payment > Initiate

« 0o A o
€3 Setup 8w Hd
€23 Payments > Activation Date
16-Feb-2024 16-Feb-2024

& Account Services
& Collections Account Selection

MoL ID* Account Number Debit Account*
= Reports

WPS File® Supporting File

Approvals

&, Drop your file here or browse (6]

Important : Please read Payments Terms and Conditions here

CANCEL

Image 3 — WPS Payment | WPS Payment Upload

You can also provide supporting documents with remarks for checker; however, this isa 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. WPS Payment Manual

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

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

(=) [ ADCEP Corporate v Q @ s
= ADCB! PROCASH P <
10:32 AM | 16-Feb-2024 ‘ |
B3 Dashboard {2} > Payments > Transactions > WPS Payment 5 Initiate
~ 0 o
& Setup cewlad
£=) Payments > Batch Status
_ WPS Payment Upload WPS Payment Manual
8 Account Services Click the card to initiate WPS Payment through file Upload. 0 ¢ ?
) Pending Rejected Authorized
& Collections
Note : Status count will be displeyed for last 30 days.
[= Reports
Future dated List (0)  Registered Mol List (5)  BULK PAYMENT REQUEST [4 B=
B Approvals
[[] select All Records (&) Q. Enter keyword to search @,
ProCash Batch Number & Draft Name & Draft Description & MOLID & Salary Date & Transaction Date & Activatio  Actions

No Records Found

Image 4 — WPS Payment | WPS Payment Manual Initiate option

Once this option is selected, you are redirected to the Initiate page (Image 5) where you need to
provide the company details.

[ ADCE®  PROCASH < e 2l < IR

Nothing Here Yet

Image 5 — WPS Payment | Initiate option | Batch details
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After providing the company details, the next step is to provide the employee details. For that to occur,
you must fill all the mandatory information like employee ID, credit account/IBAN, routing code/Agent
ID, pay start date, pay end date.

Once all the information is provided, you can save (Image 6) or proceed with the transaction.

[n‘ﬁ%ﬁb PROCASH orporate v w1 @ 1< [l

B8 Dashboard @ » Payments > Transactions > WPS Payment » Initiate

3 Sewp

(3 Payments > Company Detalls

& Account Services o e Ao e
16-Feb-2024 16-Feb-2024 X MOL I

& Collectons

|= Reports

[ Approvals

Supporting File @ |

Nothing Here Yet

Employee Detalls

Employee ID ) Credn Account / IBAN' Routing code / Agent ID

CANCEL

Image 6 — WPS Payment | Transaction details

Once all transactions are created, you can review the details, save it as a draft or cancel it, as illustrated
in the above image (Image 6).

1.4. List

In ProCash you will be able to access the beneficiary list which contains all the authorized, pending,
rejected and disabled beneficiaries and respective information. Also, you will be able to perform multiple
actions for each list.

1.5. Authorization List

To see the authorized WPS Payment Request, follow the steps given below (Image 7).
i) Select "Payments” tab on the left panel

ii) Select “WPS Payment” option under Transaction module

iii) Select “"Authorized List” option




& Q_ Enter keyword to search

B8 Dashboard Masters Bill Payment

> Beneficiary > Biller Registration

@ Setup
Beneficiary Upload Biller Registration Upload

€23 Payments > Pay Bill

o > Bill Presentment
& Account Services

> Bill Payment Upload

& Collections > Bill Payment History

[

= Reports

Approvals

Inventory Management Process

> Inventory > Transaction Enquiry

PROCASH

Transactions Printing and Reconcile
Own Account Transfer
> Single Payment Request Cheque Printing and Reconcile
> Bulk Payment Request
Send to Bank
Standing Instruction Management
Template Management
> Merchant Payment
WPS Payment

Initiate

Pending List

Authorized List

Rejected List
Host to Host Upload Log
Reject Transaction

Merchant Settlement Download

Image 7 — WPS Payment | Authorized List option

> Cheque Reprinting Authorization

ADCED

Frequently Used
(® Bulk Payment Request -> Pending list
®© Single Payment Request -> Initiate

@© Single Payment Request -> Authorized
list

@®© Single Payment Request -> Pending list

(® Bulk Payment Request -> Initiate

After landing on the Authorized List page (Image 8), you will be able to see a list with all authorized
transactions in a table format. Under ‘Actions’ column, you will be able to view each transaction’s
details and respective authorizers, if applicable.

& { ABCEP  PROCASH Corporate 12:49 PM | 20-Feb-2024 Q@ e .

B8 Dashboard {a) > Payments > Transactions > WPS Payment > Authorized List

& Setup Ccelvldd
Pending List (15) Rejected List (40) INITIATE

& Account Services Authorized List . Enterkeywordtosearch @ i L

& Collections ProCash Batch Number & WPS Payment File Name SIF File Name & MoLip & fET

= Reports

® Approvals

Rows per page 10w n 2 3

Image 8 — WPS Payment | Authorized List page

To view the details of a specific transaction, select the eye icon under ‘Actions’ columns. A screen with
all information about the selected transaction will come up. To go back to the Authorized List page, just
press the “Back” button (Image 9).
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B Dashboard @ > Payments > Transactions > WPS Payment > Authorized List > View

@ Setup

>
View Details

Payments >

>

£ Account Services Employee Details
ProCash Batch Number Employee Numbe
& Collections
_ Pay End Date Days in Period
= Reports 2024-01:31 3
Approvals Variable Salary Housing Allowance
AED 0.00 AED 0.00

ertime

AED 0.00

Maker Checker Details

CANCEL BACK

Maker Maks

Checker Checker Dat

e Time
17-Jan-2024 11:37:22

Conveyance Al
AED 0.00

All Other Allowances
AED 000

er Date Time
17-Jan-2024 11:37:22

0253 PM | 20-Feb-2024 Q ‘ ® ‘ < .

Pay Start Date
2024-01-01
Fixed Salary

AED1.00

Medical Allowance
AED 0.00

Image 9 — WPS Payment | 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 (image 10).

Authorizer List

Authorization Leve

Batch

o
Slab Priority Profile
> 000-9,999,999,999.00 (3)
> 000-9999.999,99900(3)

> 0.00-9,999,999999.00 (3)

Rows perpage 10w

Image 10 — WPS Payment | Authorizers from Authorized List

Authorization Mode
Sequential

Maker
17-Jan-2024 175153

Number of User Pending Authorizer
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1.6. Pending List

To see the Pending WPS Payment, follow the steps given below (Image 11).

i) Select "Payments” tab on the left panel

i) Select "WPS Payment” option under Transaction module

iii) Select “Pending List” option

&)

Q_ Enter keyword to search

88 Dashboard Masters Bill Payment Transactions Printing and Reconcile Frequently Used
& Setup > Beneficiary Biller Registration 5 Own Account Transfer » Cheque Reprinting Authorization @ Bulk Payment Request -> Pending list
Beneficiary Upload

Payments >

> Biller Registration Upload

Pay Bil

Single Payment Request

> Bulk Payment Request

Cheque Printing and Reconcile

(@© Single Payment Request -> Initiate

o A ‘s Bill Presentment > Send to Bank (© Single Payment Request -> Authorized
& Account Services R
> Bill Payment Upload Standing Instruction Management list
& Collections > Bill Payment History Template Management @ Single Payment Request -> Pending list
_ > Merchant Payment
|= Reports (© Bulk Payment Request -> Initiate
WPS Payment 9

Approvals Initiate

Pending List

Author List

Rejected List
> Host to Host Upload Log
> Reject Transaction

> Merchant Settlement Download

Inventory Management Process

> Inventory Transaction Enquiry

Image 11 — WPS Payment | Pending List option

After landing on the Pending Authorization List page (Image 12), 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.

PROCASH Corporate

8 [ ABEED

L alolc @

B Dashboard 14y > Payments > Transactions > WPS Payment > Pending List
~ g o

& Setup > [S-= NI+ M|
Payments N Authorized List (6) Pending List (3) Rejected List + INITIATE
S Ac N
S Account Senvices Pending List [] seiectanlRecoras (@ %, Enter keyword to search @ %L
= -
& Collections ‘_] ProCash Batch Number ¢ WPS Payment File Name ¢ SIF File Name ¢ MOLID ¢ Salary Date ¢ Actions
|= Reports O 3
Approvals O 3l C

O 122023 EREE T

Rows perpage 10 v

Image 12 — WPS Payment | Pending List option

(10 )
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In this page, you can also customise your columns and save the respective customisation at any time.
Under ‘Actions’ column (last column on Image 12) you will be able to:

» View errors on each file, re-upload, edit, delete, view authorizers, resend alerts or go back to previous
list screen (Image 12)

e You can also view each transaction’s details by selecting the eye icon; once this option is selected,
a page with the respective transaction’s details is displayed (Image 13)

For a more detailed explanation about the transaction initiation process, please refer to chapter 1.2 & 1.3.

& [ ABCEP  PROCASH Corporate v e 6renzozs X | @ | € .

B8 Dashboard Y > Payments > Transactions > WPS Payment > Pending List > View

@ Setup
View Details

(53 Payments b3

2 Account Services Employee Details

& Collections 2023-02-01

£ Reports 2023-02-28 28 AED 80.40

& Approvals ousing Allowa onveyance Allowance edical Allowan
AED 0.00 AED 0.00 AED 0.00 AED 0.00
AED 0.00 AED 0.00 AED 0.00 AED 0.00
Maker Checker Details

20-Feb-2024 23:17-49

Image 13 — WPS Payment | Transaction details from Pending List page

* Approve a transaction by selecting the check icon: When choosing this option, the OTP must be
provided; once done, select the “Submit” option (Image 14)

e Reject a transaction by selecting the cross icon: When rejecting a transaction, a reason for the
rejection is required (Image 15)
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Image 14 — WPS Payment | Device OTP transaction from Pending List page

Enter reason for rejection

Reason*

Image 15 — WPS Payment | Reason of Rejection for a transaction from Pending 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 16)

Authorizer List
Socventa
20-Fen-2024 231749
siab . ot Number of User Pending Authorizer
000-9.99999.99900 3)
000-9.999999.39900 @)
000-9999999.99900 @)
000-10000()

000-9.999.999.999.999.00 1)
Rows peroege 10w

cLose

Image 16 — WPS Payment | View Authorizer from Pending List

(12)
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To see the Rejected List of WPS Payment, follow the steps given below (Image 17).

i) Select "Payments” tab on the left panel

i) Select "WPS Payment” option under Transaction module

iii) Select "Rejected List” option

] Q_ Enter keyword to search

8 Dashboard Masters

Beneficiary
@& Setup s

Payments >

2 Account Services

> Beneficiary Upload

& Collections
[= Reports

Approvals

Bill Payment

> Biller Registration
Biller Registration Upload
Pay Bi

> Bill Presentment

> Bill Payment Upload

> Bill Payment History

Transactions Printing and Reconcile

> Own Account Transfer Cheque Reprinting Authorization
» Single Payment Request Cheque Printing and Reconcile
> Bulk Payment Request
> Send to Bank
> Standing Instruction Management
> Template Management
> Merchant Payment
WPS Payment

Initiate

Frequently Used
@® Bulk Payment Request -> Pending list
®© Single Payment Request -> Initiate

@© Single Payment Request -> Authorized
list

@ Single Payment Request -> Pending list

® Bulk Payment Request -> Initiate

Pending List

Authorized List

Rejected List
> Host to Host Upload Log
> Reject Transaction

> Merchant Settlement Download

Inventory Management Process

> Inventory Transaction Enquiry

Image 17 — WPS Payment | 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 18).

Corporate ~

& [ mwsw  procas T |

B3 Dashboard 1@ » Payments > Transactions > WPS Payment > Rejected List

B setup > 8w D
Authorized List (68) Pending List (15) INITIATE

& Account Services Rejected List [ seiectail Recoras @ Y Enterkeywordtosearch | @ fif L

& Collections I ProCash Batch Number & WPS Payment File Name & SIF File Name & MOLID & Actions

|= Reports

O
Approvals 0
[}
O )
O

O )
O

O ©

Rows per page 10w « B - -

Image 18 — WPS Payment | Rejected List page
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Under ‘Actions’ column (Image 18), you will be able to:

» View each payment's details by selecting the eye icon: Once this option is selected, a page with the
respective transaction’s details is displayed

e Resubmit by selecting the arrow icon: After selecting the arrow icon to resubmit a payment, you
land on the transaction initiation screen. To go back to the previous screen, select the "“Back” button

rmmre 210 1¢

hecker Detailz

Image 19 — WPS Payment | Resubmitting Transaction from Reject List page

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




