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Our easy to use guide will get you up and running in no timel

Index
2
3
5
6
7
9

Login

Login

Load creditors

Add a creditor batch

Obtain a pre-authorisation report
Authorise a creditor batch

Obtain a post batch authorisation report

netcash®
@ $29¢Po <supporiGsageposoza: SRy | G Ry [ > ywwm.z;.‘s
oo S
——
e e et a5 . e o T 6
Navigate to https://merchant.netcash.co.za 3. These credentials would have been emailed to you when
2. Insert your username, password & pin. Press the Login your account was activated.
button.
Note:
Should you not have your login details, please contact your
system superuser to reset your password or contact the
Netcash help desk on 0861 338 338.
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Load creditors

netcash 1. Select the Services.

Accounts  Serviees  Accountprofile  Quick links

AT 2. Click on Payments from the dropdown menu.
Payments Manage creditor list

. 3. Click on Creditors > Creditor List.

mtnumber | Amount | A

Creditorbatches OIS SNABIA  AIMANIRA 00025 RO (g

s 7 ORSETHS NI ONBUTHELEZI 065465675 ROD v
Cueditor batch eports

e J OAZ66S6IS-SNIB1ASD  MMOODLEY cm0TsMy RO

I J ORENSOIB-SNIUEI0  SNNNVAWD as220m1 RO (v

Unpaidcodes. J OANSERSSNUBMS  IGFURTER S000884 RO

o F OSBRI OAMOD 254703410 RO [y

:,‘m ket 7 ORBISGISTASNIASII6)  MANSOORMOAMED sssesss  RODD

R T ommsesnmm oumimon s0ESNOM4 RO

/oINS LBOSMAN Ak3ss20%6 RO

J OMENTSSASNIABIIE2  DEVANATHAN NAIDOO 4065199642 RO [y

J ORTOBI-SNIABII0  NOZUKOV MYINJELWA 016018 ROW

7 OAESR-SNUOT  BARNES 167087519 ROW ¥

‘ 7 WAKEFIEL A046347686 000 [y

’ WAKEFIELDS PROFES AnsaATEs ROW v

J OAEITNON-SNUBOS  HLEHLENDWALANE ssssons RO [y

/ OMTATS-SNIABII99  THEURIM THUMMIM TRUST 1380085391 RO (v
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netcash 1. Click the Add creditor button on the top right side of the

Accounts  Services  Account profile  Quick links.

screen.

Demo Netcash (51219532679)
Payments Add record to creditor master file Back to mas

2. You will be prompted to insert the following information:

Creditors ~

Account detats - ° Account reference

One off payment

Crestrbaches R . Account name

Groups.

Creditor batch reports. ‘Account name:

+  Payment amount

Payment amount
Payment returs.

e G «  Creditor statement reference
= 3. Click on Submit.

Salaries -

Copyright ® 2019 Netcash. Al rghts reserved

Netcash Quick Start Guide - Creditor Payments Page | 3



Load creditors

(continued)

netcash” 1.

Accounts  Services  Account profle  Quick links.

To add the beneficiary's banking details, click on the Bank
R account details tab below the Account details.

g 2. You will be prompted to insert the following information:

e - +  Bank account name

Creditor batches

Credit

Groups

+  Bank account number
+  Branch code
+  Bank account type

3. Click on Submit.

- 4. Bank account details wil be validated before they can be
saved.

Credtor bateh reports
Auditreport

Payment returns
Unpaid codes
Authorisations

Search by tansaction i

Salaries v

Account grouping

Notifieations

B Note:

Copyright @ 2019 Netcash. Al rights reserve

Insert ID number if you would like to verify bank account
details.

netcash® 1. Other optional fields to store creditor information include:

Demo Netcash (51219532679) ° Account g rouplng

Accounts  Serviees  Accountprofile  Quick links

— S “ - Notifications
e | +  Transaction history
PR +  Contact details
”M eeeee ’ +  Creditor notes

Notifieation history
Transaction history.
Contact detals

A

Greditor notes

Copyright © 2019 Netcash. Allrights eserved
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Add a creditor batch

netcash”

Accounts  Serviees  Accountprofile  Quick links

Payments Creditor batches.

Creditors s

/2@ NDecons 3 RO03 Au
72 20Nova019 1 ROOV  Date expires
73 Nz 1 R420900  Da
/s aNeva0s 1 R3SATTS Dat
/2 13Novan9 1 RO10 Date expire
/s 2Nevaos 3 R250.01  Da

/a2 Novaong 5 R104S618.55  Date expire

1 R1056000  Da

/3 0TNovzois

/e 0TNov2019 0 RO00 Da
/3 06Nov2019  Dated 1 R20445945 Date
/8 06Nov2IS  Sameday 2 R119350 Dar

/2 0ANov219  Sameday 1 RO01  Date expire

/3 0ANovZ1s  Sameday 1 R1248178  Dat
/73 809 Sameday 1 R1248178  Date expir
/3 25002019 Sameday 1 ROO1  Da
78 200209 Sameday 0 RO00  Da

/3 200219 Sameday 1 R5200  Date expire

Copyright © 201 Netcash. Allrights eserved.

netcash”

Accounts  Services  Accountprofile  Quick links

Demo Netcash (51219532679)

Payments Adda creditor batch

13000 on the payment day (Monday to Fiday)
Dated Payments batch authorisation cutoff time:

and by 13100 on Friday for Saturday and Monday's batches.
Payment type: (®) Same day payment (") Dated payment

Action date: | Select adate

Copyright © 2019 Netcash. Allrights eserved

Select Services.

Click on Payments from the dropdown menu.
Click on Creditors > Creditor batches.

Click on the Add creditor batch button on the top right side
of the screen.

Hwn

5. Select the *Payment type and Action date.
Click Submit.

7. You may now select beneficiaries to be added to your
batch by clicking in the box on the right of the creditor

8. Edit amounts and statement references if required.

9. Click the Add selected to batch button once all editing/
selecting is complete.

10. Click on View batch.

r

* Payment types:

Same day payments

+  FNB payments will reflect in the beneficiary's accounts
on the payment date, non FNB will reflect the day after
the payment was made but be value dated on the
payment day.

«  Processing cut-off time is 13h00 on the payment day.

«  Valid payment dates are Monday to Friday (excluding
public holidays).

Dated payments

«  All payments are reflected in all accounts on the payment
day.

+  Processing cut-off time is T3h000one business day before
payment day and 13h00 on Friday for Saturday and
Monday's batches.

«  Valid payment dates are Monday to Saturday (excluding
public holidays).

Netcash Quick Start Guide - Creditor Payments
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Obtain a pre-authorisation report

Select Services.
Select Payments from the dropdown menu.
Click on Creditors > Manage creditor batches.

netcash”

Accounts  Serviees  Accountprofile  Quick links

Payments Creditor batches.

H LN~

The list of creditor batches will now be displayed.

/2@ NDecons 3
72 20Nova019 1

/3 VNovzs  Sameday 1 R420900  Da
78 NS Sameday 1 R3SATTS Dat
/2 13Nov219  Sameday 1 RO10 Da
/3 2NovIns  Semeday 3 R250.01  Da
/2 Nov219  Sameday 5 R104561855 Dat
/3 OTNovZ01s  Sameday 1 R1056000  Da
/L OTNov2I9  Sameday 0 RO00 Da
/3 06Nov2019  Dated 1 R20445945 Dat
78 06Nov201s 2 R119350 Dar
7 0aNovaong 1 ROOT  Da

/3 0aNovzois 1 R1248178  Dat

72 oz 1 1248178 Dar
73 25002019 1 ROO1  Da

7a 20002019 0 RO00  Da

/3 200219 Sameday 1 R5200  Date expire

Copyright © 201 Netcash. Allrights eserved.

netcash’” 5. To download your Pre-Authorisation Report, select Edit

Aecounts  Senviees _ Accountprae _ Quick ks
[ Crsitor batch

oo creditors on the left side of the Creditor Batch that you
E require the report for.

Payments Creditor batch detail

mm: M__ I 6. To download your creditor batch report, click on the
e —— Download button.
7. Your creditor batch report will be displayed on the screen.
Click on the Export icon and select the preferred format to

download your report.
8. The batch will automatically start downloading and save in
your default downloads folder.

Copyright © 2019 Netcash, Allrights eserved

Netcash Quick Start Guide - Creditor Payments Page | 6



Authorise a creditor batch

Accounts  Serviees  Accountprofile  Quick inks

Payments Creditor batches.

Greditors ~

Cretor st

nce off payment /L& D01 Sameday 3 RO03 Au jred
Fa 0Nov21s  Sameday 1 ROOT  Dar

oo, Fa aNovanis  Sameday 1 RA20900 Dat

Creditorbateh reports

G s MNev2019  Sameday 1 R3ISATTS  Dat

Pamentretume Fa 13Nov2019  Sameday 1 RO10  Dar

Unpaid codes sa o 2Nes  sameday 3 25001 Dat
/2 NNov2019  Sameday 5 R104561855  Dat
Fa OTNov201s  Sameday 2 R1058000  Dar
ra oTNevanis  Sameday 0 000 Dat
/2 06Nov2019  Dated 6 20445945 Dat
/2 06Nov201s  Sameday 2 R119350  Dat
s2 oANovais  Sameday 1 ROO1  Da
/2 0ANov2019  Sameday 3 R1246178  Da
/2 800209 Sameday 1 R1248178  Dar
ra 20009 Sameday 1 ROO  Da
sa 24002009 Sameday 3 R000  Da
/2 23002009 Sameday 1 R5200  Date expire

Copyright © 2019 Netcash. Alights reserved.

netcash
Accounts  Senoes Accountproe Qi ks

Payments Confirm batch authorisation

Description Detail
Last date edited 25 Nov 20191549

Last editedby Paul Adant

ice. Sameday creditor payment
Number of transactions 3

Notifcation

Salaries v

your
creditors masterfie or upload fil prior to authorising tis batch.
Send email notifications ¥

Send SMS notifcations.

Credit option

Copyright © 2019 Netcash. Allrights eserved

ok~ N~

Select Services.

Select Payments from the dropdown menu.

Click on Creditors > Creditor batches.

The list of creditor batches will be displayed.

Click on the Authorise button next to the batch that you
would like to authorise.

The Confirm batch authorisation screen is displayed.

This is a summary of the creditor batch including charges,

notifications and a choice of funding options:

*  Use available balance if there is sufficient credit in
your Netcash account

*  Will make bank transfer if you need to fund the
Netcash clearing account for payment

Read and accept the terms and conditions, then click on

Authorise.

Note:

Batches can be unauthorised until 13h00 on the date they are to be processed on the Same day service and by 13h00 one

business day before the payments day for the Dated payment service.

Netcash Quick Start Guide - Creditor Payments
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Authorise a creditor batch

(continued)

Accounts  Servicee.

Payments
Creditors A

Creditor st

Once off payment

Creditor batches

netcash”

Accountprofile  Qu

ik lnks.

Demo Netcash (51219532679)
Confirm batch authorisation

Enter the PIN,

Google Authenticator PIN:

Copyright © 2019 Netcash All rights reserved.

Accounts  Services

Payments

Accountprofile  Qui

ek inks

Demo Netcash (51219532679)
Creditor batch - authorisation

‘The date on which the transfer will be made: | 2019-11-25 =]

Copyright © 2019 Netcash. Alights reserved.

Should you elect to pay using available balance you will
then be re-directed to the Confirm Batch authorisations
screen.

Insert the One Time Pin (OTP) sent to your cell number or
Google authenticator pin.

Click OK.

Your creditor batch is now authorised and will be scheduled
to run on the selected date.

Note:
If you require additional authorisers, please inform them

to authorise the batch before cut-off.

1. If you are paying using the Will make bank transfer option,
you will be prompted to insert the following information:

«  The date when the transfer will be made

+  The Netcash account you will be transferring to

+  The amount to be transferred

+  The extra fields are optional for reconciliation purposes

2. Click on Next.

3. Click on Print report in order to obtain details of the
Netcash clearing that you need to fund.

ote:

f you require additional authorisers, please inform them
o authorise the batch before cut-off.

o

Click Authorise to confirm your bank transfer.

Insert the One Time Pin (OTP) sent to your cell number or
Google authorisation pin.

Your creditor Batch is now authorised and will be
scheduled to run on the selected date.

Note:

One Time Pins are session based, this means that as long as you are logged in into your Sage Pay account, you can use the same
OTP to authorise. Where multiple authorisations are required, only the first authoriser needs to insert the OTP.

Netcash Quick Start Guide - Creditor Payments
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Obtain a post batch authorisation report

Select the Services.

netcash”

Accounts  Sewvices  Accountprofile  Quick inks

Select Payments from the dropdown menu.

Demo Netcash (51219532679)

> wnh -~

Payments Creditor batch reports lick di di b h
s Click on Creditors > Creditor batch reports.
Actiondate | Servie type [R— v«m
#n 2w o v Click on the printer icon to the left of the batch.
Groups BB 18Sep2015  Sameday Payment batch for 18 Sep 2015 1 R1.00
e e
Payment returns BB 304205 Sameday ‘Once off payment for 2015-07-30 (Sage Pay Paynowt 1 R5.00
Unpaid codes BB 09Jin2015  Sameday Payment batch for 09 Jun 2015 2 R1.00
g BB 16Ap2015  Sameday Payment batch for 16 Apr 2015 1 R1.00
BE 17Dec2014  Sameday Once off payment for 2014-12-17 (Sure Finance) 1 RI031027T1
BB 08Sep2011  Sameday Once of payment for 2014-09-08 (TESTSMS1) f R100
BB 19Un2014  Dated Payment batch for 19 Jun 2014 4 RA0D
BB 25Nov203 Sameday Payment batch for 25 Nov 2013 2 R200
BE  08NovZ013  Sameday Payment batch for 08 Nov 2013 1 R1.00
BB 05Nv2013  Sameday Payment batch for 05 Nov 2013 \ 100
BB 27AQ2013 Sameday Payment batch for 27 Aug 2013 1 R1001

Copyright © 2019 Netcash. Allrights eserved

netcash® ¢ 5. Click on the Export icon and select the preferred format to

Accounts  Services _ Account profile_ Quick inks

download your report.

Payments . . . .
= | 6. The batch will automatically start downloading and save in
| o your default downloads folder.
—— e
Groups. 420042015 Same doy R100
B ™
e SR Sy e PayPomont ' R5.00
ol o el
Auorsaion Stetairh o ; -
Searchby traf . b
A 027
+ 07012013 Samecay Payment ateh for 07 Oct 2013 %0
e bl :
e e :
+ 184002012 Same day o
BE A0 Sameday Payment batch for 27 Aug 2013 1 R1001
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netcash®

Need more assistance?

Contact your Relationship Consultant on 0861 338 338
or email us on support@netcash.co.za
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