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Bulk file can only be initiated by maker,

1. First stage go to main menu and select maker from the drop down arrow, then

close main menu bar by clicking the “x”
2. Then Go to quick links and select file upload
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3. Download bulk file from the system and prepare the file and enter the

required details for file upload transaction

Note: Download Destination Bank short codes to confirm on the

Destination bank when uploading bulk file
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How to upload file and the sample of excel file to be uploaded:
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-

« Please do not include the total debit sum in the file.
e On the column of Payment type in the file, please use only capital letters.

e For internal transfers make sure the name and account number of the beneficiary
in the file appears the same as in the system account.

 Use number format on Excel for amount and account number.

Do not use comas, dots or special characters in the excel file.




Sample of the uploaded file

Beneliciary_Name Amount Heneliciary_Account Payment lype [DEsTination_|Narration OWhrelerence
2 |Said Ally Juma 2450000 12110000929]INTERNAL NMB Jam 20 Salary Jan 20 5alary
3 |I1saya Maulid Kalinimo 1104659 20410044347 INTERMAL NMB Jan 20 Salary Jan 20 Salary
4 Anna Laisi Mkinga 984500 20610044940 INTERNAL NMB Jan 20 Salary Jan 20 Salary
5 |Maulid ally Nyelele 100000 2091004493 7| INTERNAL NMB Jan 20 Salary Jan 20 Salary
6 | Monica Maganzo 100000 20110014160|INTERNAL NMB Jan 20 Salary Jan 20 Salary
7 |ALLY IS5A 30000 324567838|TISS CRDB Jan 20 Salary Jan20 Salary
8 AHMED YUSUPH 50000 713019903|MND TIGOPESA  [Jan 20 Salary Jan20 salary
9 JUMA ALLY 50000 755221213|MNO MPESA Jan 20 Salary Jan20 Salary

After preparing the file then go to file upload transaction on the top left and fill by
filling the required field.

* Select file identifier (pick the one availed)

» Consolidation required select YES or NO (YES will mean there will be one
debit on the statement with the file total amount, while NO will mean the bank
statement will contain single debits for each entry)

* Select account to be debited (take note of the file currency and pick
appropriate account)

e Insert amount, note, then browse the file from desktop and Upload

* Bulk file can only allow TZS transactions and no other foreign currencies

NOTE: Total amount in the file should be exact equivalent to the one inserted on the
upload screen during upload (see below for more details).

File Upload Amount
File identifier ——@ T257,959,945.00
@ 001729054 - SDMC s

Transaction Type

Mixed Payments @ Note

File Farmat Type Sa|ary|

CSV.XMLXLS,XLSX

Approval Type .

File Level FWE N ame

Consolidation Required ®[F Browse File
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Debit Account

. XXX AX006..

Balance : TZS
1,466,480,731.51




5.

After the file is successfully uploaded customer will receive a confirmation note

File

Status

Completed

& CONFIRMATION

Reference Number
2019312008543156

File Reference Id
174897343101

File submitted successfully.

After the file is successful uploaded maker will see its records and status from the
activity log ,under bulk file, Click in progress to see file details

Activity Log Financlal Q,
Accounts (0) Payments (1) Bl Payments (0) Bulk File (2) Bulk Recond (0)

Processed 0 Processed o Processed Processed [ Processed 1]

In Progress. o In Progress o In Progress: . In Progress 2 In Progress a
Rejected 0 Rejectad 0 Rejected Rejected ] Rejected ]

Below you will see file details including status of the file which is In progress await

for checker approval to finalize the file upload transaction

Activity Log Financial Q
Accounts (0} Payments {0} Bill Payments (7] Brulk File {2) Bulk Fecord (0}
Processad 0 Processad 0 Processed ] Processad o Processed 1]
In Progress o In Progress o In Progress a In Progress 2 In Progress 1]
Rejected 0 Rejected o Rejected o Rejected o Rejected [i]
Date Description Transaction Type File Mame File Amount <-  Reference No Status
31 Jan MIXED In Progress
sy soMC orirn test test test 1 xsx TZS 690650000 174897343101 ©) i Prog
31 Jan MIXED o O
1009 AM SOMC Uploaded [es1 test testubsx TZ5 795004500 BOBTA63TIT0N @ o




7.

Bulk file approval by Checker

After the file is successfully uploaded by maker, checker is to approve by login to the
system and go to pending for approval. First step is to ensure that user is on
——section below;
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Your current view Is
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Account Financial Payments Electronic Bill Payments Bulk File Bulk Record
Dale Descriptan Account Detads Amaunt Inftizted By Reference Ko Status
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Click bulk file to approve the transaction by clicking reference number of a particular
transaction

Pending for Approvals Financial hd
0 1 2 10 0
Account Financial Paymoems Electronic Bl Payments Bulk File Bulk Record
o Date Descnption Transaction Type File Kame File amount Initiated By Rederenice No Slatus
31 Jan MIXED In Frogress
T SOMC et test tast test 1 xlsx Tzs690650000  nmtmaker @ 17489738 @ 1
30 Jan MIXED =
In Frogress

948 AN Shmc Unloaded wijmy x5z TZS 621440000  nhif maker 942406733001 (@) i Progre

When reference number clocked, below screen will populate for approval and
verification of file details.

Select Approve to finalize the transaction

Bulk File Approval

File Details

File Karme test test test 1xisx
1748972343101 7

Verified 3101771C81ES
ol idaicon Requined Yes Total Arncurt TZ5 6,506,500.00

1 ° 3 4 5
Uploaded Verified 5
2020-01-31TI049:56
2020-01-31T10:49:56

WVerified({7)

In Ermon(0)

Mixed Funds Transfer

Approved Processing In Progress




After approval customer will receive confirmation note as seen below

Transaction status will change from verified to approved

Transaction

& CONFIRMATION

Transaction submitted successfully.

Reference Numboer
010207C8E8BC

Status
Completed

Uploaded Files Inquiry

Today's Files
Upload Details Type
‘:_‘5:’;’“ Mixed Payments

File Identifier Total Amount

001729054-50MC T25 630,000.00

File Name

riest test test 4 udsx

File Reference Id

8925497330102

File Status

Approved

In case you encounter file error when uploading file

To identify error, MAKER (Initiator) will go to Uploaded Files Inquiry (also
available on home page quick links)

Your current view is

Maker

< File Upload
File Upload

Uploaded Files Inquiry




In case you don't see the file after clicking Uploaded Files Inquiry click the
button below and specify file processing date

Uploaded Files Inquiry
@ A roday's Files
Today's Files .
Upload Details Tyoe Fibe entifier Total Amount File Name File Reterence Id File Status Action
iy Mixed Paymes 001729054-50ME TZ50.00 test est test.xlsx 668178350602 Ervoe
=8ge 1 of T (1ol 1 terma) ﬂ
Once you identify the file with error click file reference id to get the
error report
Uploaded Files Inquiry
File Details
Fiia ama test test testxisx ] Transaction Typs Mixed Payments
Fie Relerence i 668178350802 Rurmoer of Records 8
File-Ratys Emor
v i ian Pegesrd Yes Tatal Amount TZ50.00
.El'crm&cf'. [£1]
1 o 3 2 5
Uploaded Verihed Approved Processing In Progress Processed
Click on the error link and the file will be availed at the left-bottom as
indicated below, open it to view the error report
Uploaded Files Inquiry
File Details
File: arme test test festxisy &) Transaction Type Mixed Payments

Fie Reference ic

666176350802 hermiber of Reconds B

Fig Saanvs Error

Gorsobdalion ivcadrat kS Tounl Amount TZ50.00
Emor Raport . m

Fig yockfiow

1 o 3 4 ]

Uploaded Warified

Processing In Progress Processed

The record detalls are not available since the uploaded file had errors.
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The below file will be displayed with the following error details

 Column A —contains original file row number with error
e Column B- indicates the error found on the row

e Column C —-Indicates the cell content which contains the error

» Column D -Contains specific error that needs to be cleared eg. Row no
3 below has invalid credit account

4 N ] ] [ [ ] I i [ [ o (s o [ ] o e ]
1 [recorn dernoR_peTai FIFLD_VALUF RECORD

2 Transacticn amount should be grester than the minimu allewed amount, L}

1) 1 Irwalid Value Amount Beneficlary_Name.Amount, Beneficiary_Account, Payment type, o on, Dwnreference
4 3 Inwalid credit atcourt. 20101000066 Iava Maulid Kalinamo, 1104669, 210042347 INTERMAL NMB. an 20 Salary,lan 20 5alary

5: 4 lnwalid credit account. 20101000066 Arina Laisi Micinga, 354500, 20610024540, INTERNAL NMB,Jan 20 Salary Jan 20 Salary

[} 3 invalid credit account. 0101000066 Maulid ally Myed 10042337, INTERNAL an 20 n X Salary

Initiator will rectify all the indicated errors on the original file and re upload the file




