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Help Dask for

PAYMENTS. DELIVERED.

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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Working with groups

Groups allow you to categorise your debit orders in order to assist you when working with certain types of clients or specific
dates in your Masterfile. Groups also make it easier to select a number of clients to be added to a batch simultaneously.

The most common groups used are:

Processing date

Service type

Product type

Frequency — weekly, monthly, annually
Division / region — KZN, Gauteng etc

A) Creating groups

netcash”

Accounts Services  Account proffe  Quick lnks

Debit orders Account groups
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B) Managing clients in groups

netcash”

Demo Netcash (51219532679)

SANDRAHOGG -

MAKHADO SAWMILL (PTY) L
MEGAT (P

Apply changes

Copyright © 2019 Netcash. Allrights reserved
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Select Services.

Click on Debit orders from the dropdown menu.
Click on Service profile > Groups.

Click on the Add account group button.

Insert the name of your group and submit.

Your group will now appear in the Group list.

Select Services.

Select Debit orders from the dropdown menu.

Click on Service profile > Groups.

Click on the Manage account groups button.

You are now presented with two boxes:

*  The box on the left allows you to choose clients to
add to a group, they can either be unallocated (not
currently in a group) or they can be an existing group.

*  The box on the right allows you to select the group
that you want to add clients to, note that you can add
one group to another group.

+  Single arrows move one at a time and double arrows
move all items in the box, note that you can move
clients to a group or from a group.
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Managing sections

Sections control which containers will be displayed when working with Masterfiles. If you do not use a particular section, you can
make it inactive and therefore it will not display in the Masterfile capture screen.

netcash”

Demo Netcash (51219532679)

Copyright © 2019 Netcash. Allrights reserved
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Select Services.

Click on Debit orders from the dropdown menu.

Click on Service profile > Sections.

You are now presented with sections in the Masterfile
that you have the ability to make active or inactive. These
include:

+  Contact details

+  Additional details

+  Account notes

By clicking on the Pencil to the left of the group you are
able to select active/inactive and Submit.
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Debit order masterfiles

A) Add a new client to your masterfile

netcash”

Accounts  Services

Account profile  Quick inks

Demo Netcash (51219532679)
‘Add record to debit master file

Account details

Accountreference:

Account name:

Debit amount:

Copyright © 2019 Netcash. Allrights reserved

B) Insert bank account details

netcash”

Accounts  Services

Account profile  Quick inks

Debit orders Debit master fle - Test

Manage debit orders. S

Copyright © 2019 Netcash. Allrights reserved

ook N =

Select Services.

Click on Debit orders from the dropdown menu.

Click on Manage debit orders > Master file.

Click on the Add account button.

Insert a unique account reference.

Insert the Account name, company name or surname
followed by initials.

Insert the Debit amount - Default amount to be collected
each month . (Amounts are editable when creating debit
batches).

Click on Submit.

Expand the Bank account container by clicking on the down

arrow to the right of the container heading.

Payment method - Bank account.

+ Insert bank account name.

+ Insert the bank account number - include leading
Zero's if applicable.

+  Select the Generic branch code from the dropdown
list or type the branch code in the field provided.

+  Click on Submit.

Netcash will now validate the bank account and branch

code and accept the record if successfully validated. If the

account fails validation then the bank account record will

not be added to the Masterfile.

Note:

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

+  Account details and bank account information is the minimum amount of information required in order to create a Masterfile

entry that can be processed in a debit order batch.

Netcash Quick Start Guide - Debit Orders
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Debit order masterfiles

(continued)

C) Insert credit card details

netcash® 1. Expand the Bank account container by clicking on the down
arrow to the right of the container heading.

Payment type - select Credit Card.

Click on Submit card details.

Insert the credit card number, expiry date and name.

Click on Submit.

Card details will be validated, close the window to return to

Demo Netcash (51219532679)
Debit master file - Test

o gk LN

the masterfile.

( a

. Note:
i ; *  Netcash is a level 1 PCI compliant company. This means

Mandate

Contact details

that we are not permitted to retain credit card account

s M o details, and is done in order to prevent fraud. Once the card
details have been entered, the credit card number will be
masked (only the first and last 4 digits are displayed and
the remainder are zero filled).

+  Acard token is generated and displayed below the card
details. Tokens represent card details and can be used to
submit transactions electronically to Netcash. Tokens will
expire when cards expire.

D) Adding your client to a group

Account groupings are used to sort clients and assist you with selecting certain groups of clients for processing. Typically clients
use this for the day on which to run the debit order batch, although you can create any group of your liking and you can add one
client to numerous groups if required.

The account grouping section appears directly below banking details.

Please refer to page 3 of this guide for more information on

creating and managing groups.

, S— 1. Click on Edit.
: e 2. Select the group/groups that you would like to add the
e client to.

Savashan:

3. Click on Submit.

Monthiy 15thh:

Monthiy 15th:
Moniquels:

May 2019 -April 2020:
Investments:

Inactive accounts:

Hayden:

Copyright © 2019 Netcash, Al rights reserv ed
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Debit order masterfiles

(continued)

E) Editing clients in your Masterfile

Accounts  Services  Account profie  Quick links.

Demo Netcash (51219532679)

Debit orders. Manage debit master file
§  FOI975 MC COETZEE R0.00 4

Copyright © 2019 Netcash. Allrights reserved

F) Deleting Masterfile entries

netcash'

Accounts  Services  Account profie  Quick links.

Demo Netcash (51219532679)
Debit orders Debit master file - E BOSCH er il

Manage debit orders. -
Account details

Debitbatches

Service profie e

Reports ¥

Bank account

Account grouping

Notications

Contact detals

Additional details

Copyright © 2019 Netcash. Allights reserved

G) Sorting clients in your Masterfile

netcash”

Accounts  Services  Account profie  Quick links.

Demo Netcash (51219532679)

(== == == | ==
§  FOI975 MC COETZEE R0.00 4

Copyright © 2019 Netcash. All g
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In the Masterfile list view, by clicking on the Pencil on the left of
the Masterfile entry, you are able to edit all information of your
client.

Click on the Pencil on the left of the Masterfile entry to edit the
client. Select the Account details container, click on Edit, tick
the Delete this account box and then click on Submit.

Note:
You can also make clients inactive, which will exclude them
from selection for batches.

Clients in your Masterfile are grouped in grid form on the
Manage Masterfile screen. Each column in the list is sortable
by clicking on the heading. Sorting can be ascending or
decending. Click once for ascending, click again for decending.
By sorting, all pages of your Masterfile are sorted.

Page | 8



Export Options

A) Download Report

netcash”

& FnTr FRAILIFS.
Copyright @ 2019 Neteash, Al rights reserved

1011140776 RO

netcash”

Accounts  Services

Account profile  Quick inks

Debit orders

Demo Netcash (51219532679)

Manage debit master file

Manage debit orders. -

Debitbatches

RayTest001 £805CH RO10

Service profi RayTest002 CASMITH R5000

RayTest003 C SWANEPOEL RO00

Reports 9
RayTesi00s ASEPTEMBER R000
Fovg MOE JAGER R000
Foen LD KoEN R0
Fon7s MC GOETZEE R000
Foee ROEMORNEY R00
Fuzus RIARDINE Ro00
Fooass MG HLOMUKA Ro00
o shBROWN Ao
Fozs14 SSNGUBANE R0
Fuaars EABALEY Ao

Fo2896 HMWELASE RO00

’
’
’
{
’
’
7
’
’
’
’
’
’
’
’

RSN NNERE

FomT7 FRAILIFS, RO
Copyright © 2019 Neteash. Al rights reserved
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The More button allows you to export the data in various export
formats, these include:

. XML

« CSV

+ PDF

+  MHTML
+  Excel

« TIFF

+ Word

To export data, click on the More button and then on the

Export icon. Select the format required and the download will
begin, check the default downloads folder on your computer for
the required report.

The CSV button allows you to download all fields in the
Masterfile, this includes all containers in the edit/add Masterfile
screen. CSV files usually open in Excel and all data will appear
in column 1. Should you require each field to appear in a
separate column, then do the following:

1. Select column A.

2. Click on Data, Text to columns.

3. Click on Next, Delimiters - Tab.

4. Click on Finish.
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A) Filters

Filters allow you to work with specific data in your Masterfile.

netcash”

Accounts  Services  Account profie  Quick links.

Debit orders

Manage debit orders.

Debitbatches
Authoriations
Eectionc mandates
Cord tokenisaton
Senvce profle

Reports

A) Search

Manage debit master file

N
4  RayTesto0) EBOSCH 4051227275
§ FOaag M DE JAGER 4000000000000002
7 Foen LMD KOEN 3802891015
4 Fo2ige R DEMORNEY 4080462232
4  F0289 H MWELASE 62173926414

Accounts  Services  Accountprofie  Quick links.

Debit orders

Manage debit orders

Master fle

Authorsations
Electronic mandates
Cardtokenisation
Service profe

Reports

Debit batch for 12 Dec 2019

RayTest004
Fo1449
ForeTt
Fo1975
Fovies
Fo2ats
Foasse
Fo214
Fozs14
Fo2s79
F02896
Fon77
Fo
F03193
Fo3288

F03391

Copyright © 2019 Netcash. Allrights reserved

R SEPTEMBER
M DE JAGER
LMD KOEN

MC COETZEE

R DEMORNEY
RJARDINE
MGHLOMUKA
SABROWN

S5 NGUBANE
EABAILEY
HMWELASE
ERALLIES
APHILLIPS
sLews
CKMATTHEWS
PMKOPO.

Copyright © 2019 Netcash. Allrights reserved.

Filter by group | Fittr by

Filters and searching

Demo Netcash (51219532679)

Demo Netcash (51219532679)

Last

9090130814
4000000000000002
38028910115
9068255183
4080462232
1928070787
62052286905
1008570121
1658270334
62002864967
2173026814
1040276
60029300758
1084303744
maesT

4084496365

Netcash Quick Start Guide - Debit Orders

RO10
R50.00
RO00
RO00
RO00
RO0D
RO00
RO00
RO00
RO00
RO00
RO00
RO00
RO00

RO

RSN NNERE

View batch

The filter by group button will allow you to work with clients in

a specific group, once selected, click on the down arrow and

select the group from the list provided.

The filter by status button allows you to work with clients in a

specific status, these include:

Active
Inactive
Deleted

The search function allows you to look for a specific

Masterfile entry/entries by inserting the Account reference,

Account name, Bank or Bank account number:

1.
2.

Click on the Search button.

Select the Search where criteria by clicking on the Down
arrow.

Type your search request data in the Is like field.

Click on the Search button.

Page | 10



Creating debit order batches

A) Service features

Recommended for: Recurring monthly debits. Once off or late debit runs.

By 12 midnight 2 working days By 11am on action date and by

Cut-off time: before action date. 11am on a Friday for a Saturday action
date.
Funds available in Netcash account: On Action date. One business day after action date.

B) Creating debit order batches

etah""' —— 1. Select Services.
“‘d i, emtpmie “‘::‘;‘M o e e e 2. Click on Debit orders from the dropdown menu.
— 3. Click on Manage debit orders > Debit batches.
4. Click on the Add debit batch button.
I — 5. Selectthe debit type.
e . o = 6. Select the Action date - this is the day that the client’s bank
S o S account will be debited.
- g /. Click on Submit.
8. Select the clients that you wish to add to this batch. This
= = “fllf?ii;ll = can be done by:
s — e 5 +  Selecting individual clients and clicking on the Add
o c - s = selected to batch button.
A o +  Filter by group, select group and Add selected to batch
button.

«  Search and Add selected to batch button.

Note:
You can select an entire page by checking the Select page box at the top of the extreme right side column.

Netcash Quick Start Guide - Debit Orders Page | 11
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Viewing, editing and authorising debit order batches

A) Viewing and editing debit order batches

netcash”

Accounts  Services  Account profie  Quick links.

Debit orders Debit batch list

Manage debit orders. -

Master fle

Demo Netcash (51219532679)

Add debitbatch

xS
xS
xS
xS
xS
xS
xS
/2

Card tokenisation

Service profie e

Reports ¥

[z
xS
xS
xS
xS
’2
xS
3

28Feb2020
03Feb 2020
180ec 2019
120ec 2019
05Dec 2019
020ec 2019
26Nov 209
21Nov 2019
20N0v 2019
15Nov2019
150w 2019
15Nov 2018
13Nov 2019
11 Nov 2018
11 Nov 2019

09 Nov 2019

Copyright © 2019 Netcash. Allights reser

Two day
Twoday
Twoday
Tiwo day
Two day
Two day
Twoday
Same day
Two day
Two day
Two day
Twoday
Two day
Two day
Two day

Same day.

rved

Date expired

Date expired
Date expired
Date expired

Date expired

Date expired

B) Authorising debit order batches

netcash”

Accounts  Services  Account profie  Quick links.

Debit orders Debit batch list

Manage debit orders. -

Master fle

Demo Netcash (51219532679)

Add debitbatch

xS
xS
xS
xS
xS
xS
xS
/2

Card tokenisation

Service profie e

Reports ¥

[z
xS
xS
xS
xS
’2
xS
3
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28Feb2020
03Feb 2020
180ec 2019
120ec 2019
05Dec 2019
020ec 2019
26Nov 209
21Nov 2019
20N0v 2019
15Nov2019
150w 2019
15Nov 2018
13Nov 2019
11 Nov 2018
11 Nov 2019

09 Nov 2019
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Two day
Twoday
Twoday
Tiwo day
Two day
Two day
Twoday
Same day
Two day
Two day
Two day
Twoday
Two day
Two day
Two day

Same day.

rved

Date expired

Date expired
Date expired
Date expired

Date expired

Date expired

S T o e

10.
11.

Once all clients have been added to the batch, click on the
View batch button.

By clicking on the Download button you are able to export
the batch report into the standard formats.

To edit an amount/s, click on the Pencil to the left of the
client.

To delete a client, select the row and click on Delete
Account.

If you are ready to authorise the batch, click on Batch list.

Click on Services.

Click on Debit orders from the dropdown menu.

Click on Manage debit orders > Manage debit batches.

Check the detail of the batch for accuracy.

Click the Authorise button.

Select Email or SMS notifications if you would like to notify

your clients of the debits to be processed to the accounts.

Release funds to my bank account:

« a) Yes: Netcash will pay the proceeds of the batch
less deductions to your bank account when available.

+ b) No: Proceeds will be credited to your Netcash
account only — this creates an available balance for
salary and creditor payments.

Accept the Terms and conditions - the screen will then

refresh and display and Authorise button.

Click on the Authorise button.

Your batch is now authorised, click Ok.

Your batch will now be displayed with an Unauthorise

button in the Authorisation column - Batches can be

unauthorised for further editing or deletion up until the cut-

off time for that service (2 day or Sameday service) - refer

to page 11 for further detail on cut-off times.
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Managing batches

A) Editing dates/service types and deleting batches

1. In the Debit batches view click on the pencil to the left of
Dermo Neteash (51219532679 the batch.

e 2. Select a new action date if required - Sameday (in red) and

2 day batches (in black) appear in the list. Click on Submit.

ntprofile  Quick links

Curtent action date: 28 Feb 2020
Debittype: (&) Two day debit (1) Same day debit

Action date: | 28 Feb 2020

: 3. Batches can be deleted by clicking on the Delete batch

button.

Copyright @ 2019 Neteash, Al rights reserv ed

Note:

1. There is no restriction to the number of Sameday and 2 day batches which can be created for a specific action date.

2. Single transaction batches will not pay out until 22 working days have elapsed - refer to your Relationship Consultant for
additional detail.

If you have exceeded your line or daily limit, please contact Netcash to arrange a limit increase.

Batches that have exceeded limits cannot be authorised.

Authorised batches cannot be edited (unauthorise first).

Action dates and service types can be edited by clicking on the pencil in the batch list screen.

If you do not see an authorise button, you do not have the necessary permissions. Please refer to your system superuser to

N o o s~ ®

provide them permissions.
8. Authorisation column narratives:
*  Authorise - required to be authorised. Unauthorise - batch is authorised.
*  Co-auth - requires additional authoriser/s.
«  Date expired - batch has passed cut-off and has not been authorised.
«  Transactions required - no transactions/clients have been added to the batch.

Netcash Quick Start Guide - Debit Orders Page |13



Batch reports

Batches that have been authorised will appear in the batch report menu after cut-off time for that service, to obtain your batch report:

netcash’ 1. Click on Services.
I 2. Click on Debit orders from the dropdown menu.
= P 3. Click on Reports > Debit batch reports.
e s — e 4. Alist of processed batches will appear.
I — 5. Click on the Printer to the left of the batch to obtain a
-
M- 6. Choose the Format you require and Download.
G ORe 2017 T Dy DebTBR Gr 20T TG T T RTE000 T AR T 1
Note:

Processed batches that have passed their action date may contain unpaid transactions. These will be displayed in red with a
reason code. For a list of reason codes, click on Reports > Unpaid codes.

netcash”

1. To view additional information on your batch, click on View
batch detail report.

2. Exportin the required format.

Debit orders

19532679)
Wonage dei [
Service profild i i
— =

Auditreport

Unpaid report

ouans

Search by tra

g B GO 017 T ey DeB B TG TR0 RIS T 1

@B Nv2017  TwoDay Debitbatch for 2017-11-30 3 R02 RO00 0

Copyright @ 2019 Neteash, Al rights reserved
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Viewing unpaid reports and managing notifications

A) Viewing unpaid reports you batch report:

The Unpaid report allows you to monitor and manage unpaid clients on your Netcash account.

Accounts  Services  Account profie  Quick links

Demo Netcash (51219532679)
Debit orders Unpaid reports

Consecutive unpaids (@) Total unpaids

A From: (2019125 9 Unpaid count [ 1

There are no records to display.

Copyright @ 2019 Netcash. All ights reserved.

B) Access notification settings

o~ DN

Total unpaids:
1.

Click on Services.

Click on Debit orders from the dropdown menu.
Click on Reports > Unpaid reports, Total unpaids.
Select the From date and insert the Unpaid count.
Click on Show report.

Consecutive unpaids:

1.

o~ DN

Click on Services.

Click on Debit orders from the dropdown menu.
Click on Reports > Consecutive unpaids.
Select the Date range.

Click on Submit.

Netcash will notify you of changes to batch statuses and unpaid information of processed debit orders.

netcash”

Demo Netcash (51219532679)

Inter-system transfer

Netcash lnvoice (¢

Login confirmation

Contact profiles

Redirect advice
Service profiles

System users
Sage connect
Integration tools v PayNow

Rewards.

Copyright © 2019 Netcash. Allrights reserved

M w N =

Click on Account Profile.

Click on My Space > Notifications.

Click on Debit orders.

Select the notifications that you require and Submit.

Note:

Check that your email address is correct by clicking on My Space and Contact details. Edit details by clicking on the pencil to the

left of your title.

Netcash Quick Start Guide - Debit Orders
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Understanding batch statistics
and checking the Masterfile audit report

Batch statistics reflect the volume of transactions processed on your account and, using the percentage of unpaids, calculate the
average unpaid percentage on your account. This will give you an idea of how successful your debit order collections are and will
allow Netcash to calculate percentages required for Unpaid retention.

netcash” 1. Click on Services.

Accounts  Services  Account profie  Quick links.

T 2. Click on Debit orders from the dropdown menu.
3. Click on Reports > Statistics.

01 Aug2019 2 RS0

R50.00 99.98% 5000%

02Aug 2019 4 RS0 5000 9996% 25.00%

06Aug 2019 4 R0

D b i

010012019 1 RN

R20.00 50.00% 50.00%

R000 000% 000%

R11.00 10000% 10000%

12 RN R131.00 659% a67%

Copyright © 2019 Netcash. Allrights reserved

The Masterfile audit report allows to view which clients have been created, edited or duplicated in your Masterfile.

netcash” Click on Services > Debit orders

Accounts  Services  Account profie  Quick links.

Click on Reports > Audit report.
Select the date range.
Select the Result type and click on Submit.

Demo Netcash (51219532679)
Masterfle audit report

From: 20181101 B T (2091126 =]

o M w N =

A list of clients will be displayed that conform to your
request, click on the Pencil to the left of the client to view
audit detail.

Copyright © 2019 Netcash. Allrights reserved

Note:
If you are uploading debit batches the system is unable to determine which user made the change and consequently File upload
will be displayed in the Changed by column.

Netcash Quick Start Guide - Debit Orders Page |16



A) Processing

Checking dates and viewing your statement

date report

This report displays when a debit batch needs to be authorised for a particular action date. Sameday batches are to be authorised

by 11am on the action date and 2 day debit batches must be authorised by midnight 2 full working days prior to action date.

netcash”

Accounts  Services  Account profie  Quick links.

Debit orders

Debit order processing dates

Demo Netcash (51219532679)

27 Nov 2019 (Same Day)

28 Nov 2019 (Same Day)
29Nov 2019
30 Nov 2019 (Same Day)
0200 2019
030ec 2019
04Dec 2019
05 Dec 2019
06 Dec 2019
07 Dec 2019 (Same Day)
09Dec 2019
100ec 2019
1 Dec 2019
120ec 2019
13Dec 2019
140ec 2018 (Same Day)

17Dec 2019

Copyright © 2019 Neteash, Alights ess

erved

27Nov 2019
280y 2019
26Nov 2019
298002019
27Nov 209
28Nov2019
01 0ec 2019
020ec 2019
03Dec 2019
06 Dec 2019
04Dec 2018
05ec 2019
08 Dec 2019
09Dec 2019
10Dec 2019
13062019

11Dec 2019

B) Quick steps to view your statement

netcash”

Accounts  Services  Accountprofile  Quick'

Account

Manage account v

tinks:

Statement from 25 Nov 2019 to 26 Nov 2019

 Cash analysis () This month () Previous mont th - From:

Select account | Demo Netcash

Date Type
22Nov
i Opening balance

25Nov2019  Account verification services
Curent balance
@ 01Dec2019  Service fee retention

Available balance

Rewards

Points value availabe for conversion

Copyright © 2019 Netcash. Allights reser

20161125

rved

Netcash Quick Start Guide - Debit Orders

@) To

Demo Netcash (51219532679)

ez [

Amount Balance
RU4SBESSET R145BESSET
RO R4sessET
RA4SEESSET R14588SSET
RIS RAS89SA
Rigssosea  R145895841
RO @

A w N =

A wnN =

Select Services.

Click on Debit orders from the dropdown menu.

Click on Reports > Processing dates.

A list of processing dates will be displayed including action
date and presentation date. This list is continually updated.

Select Services.

Click on Account from the dropdown menu.

Click on Reports > Statement

Choose the statement you would like to view from the
available options.

Your statement is now displayed showing your available
balance - this is the amount that can be released to your
bank account.

Click on the Printer to the left of the entry to get a
breakdown of transactions.
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Checking dates and viewing your statement

(continued)

C) Statement Download

netcash® Click on Services > Account > Reports

Accounts  Services  Account profie  Quick links.

Click on Service Account from the dropdown menu.

Demo Netcash (51219532679)

Account The statement downloads on this page contain detailed transaction information that may be confidential
for specific users. Access to this page should only be given to users who are permitted to view all system
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Click on Reports > Statement Download.
Note the highlighted message - detailed breakdown of all
transactions.
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5. Choose the statement that you would like to view from the

= = ==
Opening balance R-1458855.87 R-1458855.87 H 4 .
available options:
Current balance R-1458 855.87 R-1458 855.87 1
+  Cash analysis

[ Rrdmesear R14s895641 . This month
+  Previous month

Rewards

Points value avaiable fo conversion 000 ©

+ Daterange
6. Download the statement by clicking on the Download
statement, CSV or XLS buttons.
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How to release funds to your bank account

Paying money into your bank account is simple!

netcash”

ices  Accountprofile  Quick inks
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Account Release funds report Release funds.
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Click on Services.

Click on Account from the dropdown menu.

Click on Manage account > Release funds.

To see a report of previous requests, select the date range
and click on Show report.

To release funds, click on the Release funds button.
Select the preferred action date.

Select Release available balance or Release own amount.
If you're selecting Release own, insert amount.

Click on Release funds.

. Funds are released to your bank account linked to you

Netcash profile.

netcash®

Need more assistance?

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