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Zed Sign Up Process via Mobile
Welcome to Zed! Here's a simple guide to help you sign up, receive your login

details, and even change your pin.

1. Installation:

i.  Open the Play Store on your Android device.
ii. Search for 'zed payments' and click on 'Install.'

iii.  Wait for the app to download.
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2. Sign In:

i.  Once downloaded, open the Zed app on your phone.
ii.  You will be directed to the sign-in page.

iii.  Choose your preferred sign-in method: Google, Facebook, Phone number,
or Email.

iv.  Enter the 4-digit PIN sent to your email and WhatsApp during registration.

—
(W

Let's Sign you in! Let's Sign you in!

ber and PIN to

| Phone Number*

+254 712345678

yAle, |

PIN*

Easy all the way!

clD @

| Forgot PIN?

[ (|

sign up

3. PIN Reset:

i.  After successful login, you will be prompted to change your PIN for
security purposes.
ii. Toreset your PIN:
a. Enter your current PIN as the 'Old PIN.'
b. Set a 'New PIN’ of choice.
c. Confirm the new PIN.

iii.  Click the 'Reset' button.
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Reset your Pin Reset your Pin

Reset your PFin Rasot your Pin

o) (T S

4. Login with New PIN:

i.  Your PIN is now updated successfully.
ii.  Use the new PIN for future logins to the Zed App.

iii.  Now, you can either create or join a business.

% That's it! You're all set to explore and use Zed for your business needs.
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School Set Up in Zed — Mobile

This guide aims to help schools set up their business on ZED by creating their

service categories, adding payment options, parents and students.

Selecting A Business.

i. Open your Zed App and sign in.
ii.  Click on the ‘Create Business’ button.
iii.  Click on ‘Add Business’.

iv.  Choose your business type as ‘School/University/College’, and kickstart the

setup.

Business Type

—y Menu
Search
Select Business Type
E Businesses A
Add Business School/University/College
Requests to Join Business Rental

Approve Join Requests
Barber Shop/Salon and Spa

My Businesses
Branches Pharmacy

Welcome John Doe. Hardware

Liquor shop
We are here to help you create

abusiness and accept Retail sh
payments easily. ctail shop
Wholesale shop

Create Business Today or

Request to Join one

Manufacturer

Suppliers and Vendors

Distributors

Eatery, Bar and Restaurant

Rental
o Vetenary
Settings

Events
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School Details

i.  Inthe list of School Types, choose the one that best describes your
institution:
e University/College
* Secondary School
* Kindergarten/Junior High School
* Primary School
ii.  Click the ‘Start’ button.

iii.  Enter school details, including name, phone number, email, address,
country, and currency.

iv.  Click ‘Next’ and proceed.

Business Types = Set up business

L o Add School Details
University Collage
Secondary o Streams & Grades
!lndcrgur!en.l'Juninr.l'Figh Schaol ’ .
° Create Service Categories
Kindargarten

o Create Services

Primary 5choal

o Payment Options

o Add Parent/Guardian and Students

Page | 7
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Logo

i.  Click the edit icon at the top right to add the school logo
ii.  Use the plus (+) sign to upload from your device.
iii. Click ‘Upload’ and then ‘Complete’ upon successful upload.

iv.  Click ‘Next’ to advance to the next step.

School Details Uplood Logo

[ Set up business

Sat-up your busingss
l 0 Add School Details

Upload your Logo

° Streams & Grodes
Primaty School

Ashton Primary School

e Create Service Categories

r

+2546262556636

ashtonpry@gmail.com o Create Services o

Georgia -]
(-] I
o v B

Xenyo o Payment Options

KES

o Add Parent/Guardion and Students
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Grades & Streams

i. Depending on the school type selected, the system will auto generate the
grade levels associated with it.

ii.  Use the plus (+) sign to add streams. Input the name of the stream and
click ‘Add’.

iii. Add as many as required.

iv.  Click ‘Next’ to advance to the next step.

= Streams & Grades Streams & Grades Add streams

By Streams

[infeault Gresdas
Streams Action

Closs |
Clags 2
Clogs 3
Clagz 4
Class§
Closs
Class 7
Clossd

COMFLETED

No Streams Found, Please Add Streams
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Streams & Grades

Set up business

Streams

Streams Action

West

| i @
NERT
ibicmsny

Service Category

Sat-up your business

@

@

Add School Details
Streams & Grades

Create Service Categories
Create Services

Payment Options

Add Parent/Guardian ond Students

i.  Enter the name and description of the service category.

i Click "View" and ‘Save’.

iii. Add as many as required.

iv.  Click ‘Next’ to proceed to the next step.

Page | 10
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& Add Service Category ¢&  Add Service Category Set up business

Tuitian | it B Werrenes

Sat-up your businass

0 Add School Details

Trarapar Tranapar: Teeriy

o Streams & Grades

o Create Setvice Categories

o Create Services

o Payment Options

o Add Parent/Guardian and Students

ADD ANOTHER VIEW ADD ANGTHER EAVE J

Adding Services

iii.

iv.

Enter the service details including the service type & category, amount
type & price, grade & term, and service description.

Click "View" and ‘Save’.

Add as many as required.

Click ‘Next’ to proceed to the next step.
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Add Service s Add Service

Service Mame®* Class 1 Tarm 1 Faa

vice Category® - Tuition Fees -

- T - Class 1 - Term -

Seryice De
Service Description® rcmss 1Term 1 Feel

ADD ] WIEW(1)

— Add Service Set up business

Tusith +
Clasa 1 Tanmm

Fismel KES 2

Add school Detgils

Streams & Grades

Create Service Categories

Create Services

FPayment Options

Add Parent/Guardian and Students

wn
I
£
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Payment Options

i. Choose from payment options: Cash, M-Pesa, Card, Banks, E-Citizen,
PayPal, and MTN MoMo.
ii.  Click on your preferred option, input required details, save, and click

‘Done’.

Payment Options

Add at wast | poyment method

O

Activate Cash Payment?

Caro ark

Are you sure you want to activate Cash as your payment
mode?

Ecitizen
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Payment Options Set up business

Add ot least 1 paymant method Sat up yaur business

-]
E o Add School Details

o Streams & Grades

o
=

° Credte Service Categories

- MTN Mo o Create Services

o Payment Options

@ Add Parent{Guardian and Students

‘ SKIP ‘ NEXT

Add Parent/Guardian and Students

i Enter parent/guardian details including name, gender, phone
number, email address and physical address.

ii. Click ‘Next’ button.

Page | 14
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iii. Enter student details including:

e Admission number

e Admission date

e Name

e Date of Birth

e Gender

e Grade & Stream

e Term

e Additional information if any
iv. Click ‘Add’ button

V. Follow the same procedure to add more parents/guardians and
students.
vi. Click ‘Done’.

Add Parent | Guardian £ Add Student

2024-04-18 o

B= KE +254 = Eniter Pisone Mumbse

2024-04-18

Page | 15
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Add Student

Set up business

ADO1

Jane 08
wof Birth
2018-04-14
Female
i [
Class 1 b Wesl
| Sehaaling
Term 1 - ( Day Scholar

ADD ANOTHER |

ADD

Add School Details

Streams & Grades

Create Service Categories

Create Services

Payment Options

Add Parent/Guordian and Students

+ Your institution is now set to thrive with ZED.

Page | 16

ed



Invoices (Schools) - Mobile.

Creating Invoices

This guide provides instructions for schools on how to use Zed to generate
invoices and share them directly to parents.

To accomplish this:

i. Log into your Zed account.

ii. From the main menu, select “Parents” then click on the “Invoices™ option,
which will take you to the landing page.

iii. Click the “Create Invoice” button and choose between creating batch
invoices by grades or by students.

i Invoices

Approved

Batch Lisk

Grades & Streams

Stoffs

B

Payrment Set

Reports v

G R %

Configurations

VO &

togout

Page | 17
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To create invoice by Grade:

i. Click “Grades” and select the desired grade and term of the students for
whom you want create invoices.

ii. Click the ‘Generate’ button.

iii. After generating the invoice batch, go to the “Pending Approval” section

to approve the batch.

Create Batch Invoice Generate Invosca Fees
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- e

Pending Aporoval
Ganaratae Invoice:Fees

Class 1 -

('wm 1 -

AzrbanPrrmanys IS X

v.  Tick the action box and click the ‘Approve’ button.

vi.  Select ‘Proceed’ option.

vii.  Batch will be successfully approved and invoices sent to parents/guardians

via email and WhatsApp.
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A

Pemiding & pproeal

Ealth Ha tal b cam | ez dxd Oy Asii
Ambbzrimargd 1 T3 30300

bl |

[ERI. AT

Botch(s) Approval
Total Number Of Invoices 1
By approving thes batchis) ices will De sent to the
respective parent(s)
NOTE: This action connot be reversed.
Do you want to proceed?

becline(l)

Invoices

Approved

Batch List

Banch N

Totat tvaices Imvoice Do

Armcunt Duw

Asntordrimonys
choot_1
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To create invoice by students:

i. Click on “Students”.
ii. Select the student’s name by checking the corresponding box.

iii. Choose the services linked to the student and click on “Generate”.

— Batch Invoices = Batch Involces

Generate Invaice: Select Students
Create Bateh Invoice
™
- o )
Admission ko SOLBETE Maime e
1
D f ] Jone Dom Clony
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«— Batch Invoices Batch Invoices

Generate Invoice: Select Students s
Genperate Invoice: Services

- “d

Service Name wolce Amaunt

Agmission No Student Name Groe

iv. The student’s invoice will be produced;
v. Navigate to the “Pending Approval” section to authorize the invoice.
vi. Tick the action box and click the ‘Approve’ button.

vii. Select ‘Proceed’ option.
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Invoices

Invoices

Pending Ago rosal Pucding Appavl

AarfanPmman s L s M IS
s ranid

AarbanP rmanys L i xi =Tl ]
& rabind
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Invoices

Aporoved
Batch List
Ranch e oz rwaew Tets wne Tatn Cae ZTear ee
A roevtiimanyd ' s 10500
chool _3
AP0 enory ) ' ¥ES 20,008
chact _t

Batch(s) Approval
Total Number Of invoices |

o
By approving this botch(s), invoices will be sent to the —

respective parent(s

NOTE: This action cannot be reversed.
Do you want to proceed?

viii. Batch will be successfully approved and invoices sent to

parents/guardians via email and WhatsApp.
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Requesting Payment for Invoices:

i.  Select and click on the invoice batch number, then click on “Sent” and

choose “Request Payment.”

ii. Choose the desired mode of payment such as M-pesa, Bank Paybill, Banks

or Card.
= Preview Invoice .
INVOICE Unpaid
Date: Invoice No:

10/05/2023:06:20 pm INV_428

Billed to:

Crazy Kennar
njeruglo@gmaileom
+254741144492

Year (G 8] 3

TERM : Term |

GRADE

STUDENT NAME :Noel Mimoh

rical EUR) Ty Tester FLIR)

Reguest Payment

O 0 @ ©

Receive Payment

Mpasa

Bank Paybill

Banks

Card

For M-pesa:

i. Select M-pesa as the mode of payment and provide the mobile number to
receive the payment prompt.
ii.  Then, enter your M-pesa PIN.

Pay Invoice
nvoice No Balonce
INV_428 KES 130,000

Kindly enter your mobile number to receive the payment
prompl and enter you M-Pesa Fin

EE ke +254

Waiting For Payment

Enter Phone Number

[ eck your pl he M)
130,000

Resend Prompt: 57

Waiting For Payment

Do you want to pay Kshs, 130000 to SWEET
ON CIMITED Account no. Sweet On
Limited?

Enter M-PESA FIN:

Page | 25
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For Bank Payhbill:

i.  Select the bank name from the drop-down menu
ii.  Enter the phone number to receive a prompt from KCB or the desired
bank to complete the payment process.

Pay Inveice

Balance

NV _428 KES 130,000

Bank
[— Kee v }
Kindly enter your mekile number te receive the payment
prompt and antar you k-Fasa Fin

Enter Fhone Number

EE KE 4254

130,000

For Card Payment:

Do you want to pay Kshs, 130000 to KCB
Account no, 5915519

SEND

i. Choose “card” as the mode of payment and decide whether to send the
link to the parent/guardian through WhatsApp or Email.

Receive Payment

Receive Payment

Wpesa

Bank Payhil

Banks

0O © O

Card

®

nvaica ho: Balancs

« Receive Payment

njerug18@gmailcom

SEND LINK

e b Balance

INV_429 KES 130,000 NV _429 KES 130,000
Send Link Via* Send Cink Via*
Emall v ] [Emai! - ]
Email Address

Email Addrezs

nle[ua ‘ 9-

SEND LINK

Page | 26
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To Forfeit or cancel an invoice:

Simply click on the three stacked dots at the top of your screen and choose to

forfeit or cancel the invoice.

Preview Invoice

Preview Invoice

Praview Invoice

INVOICE Unpaid
Dote: Invoice Mo:
10/05/2023:06:20 pm INV_4329
Billed to:

Crazy Kennar

njeruB19@gmailcorm

#2504 741144482
STUGENT IC 44-\“”-!_'-.3 i8] 3

STUDEMT MAME ‘Moal Mimor TERM

INVOICE

Date:
12/05/202304:34 pm

Billed to:
Crazy Kennar
njerus1g@gmaileorm

+204741144432
STUGENT IC 44- Year |

STUDEMT MAME Mol Mimo!

Invoice will be forfeited and cancelled successfully.

Subtota
Discount

Tata

CANCEL

Invoice Mo:
NV _ a4

EUR 130,000
EUR 0.00
EUR 130,000

orfeit this

YES

Page | 27
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General Ledger

A general ledger is a financial record that keeps track of all the money coming in and going out of a
business.

Creating a GL Account on Zed App is easy:

i. Loginto Zed and select 'General Ledger Account' from the menu.
ii. Tap the plus (+) sign to enter your account details.

D 2
i S General Ledger Account
Ba Businesses ~
2, Users
= Grodes & Streoms
® Porents v
—'E Generol Ledger Account
o
m nventory ~
\_!C':), Services v
= Payment Set-Up
No records to display.
Nir Poyobles v Add general ledger accounts and view them here
[_‘J Reports ~
@ Configurotions
@ About Zed
E—; Logout
I O <

iii.  Fill in the Name and Classification in the provided fields.
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Add General Ledge Account

Name*

Classification*

Add General Ledge Account

Name*

Bank Loan

Classification®

Expense

zed

Save your changes by tapping the 'Add' button, and your General Ledger account is good to

gol!
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Zed Payables

Payables encompass the school's financial obligations to suppliers, service providers, and various
parties, including unpaid bills and invoices. This guide will walk you through how to use the

payables feature in Zed.

Configuring Payables

i. Access the menu and choose 'Configurations.'

ii. Inthe Configurations menu, find the toggle button for 'Enable Payables.'

Enaible irmneentory

Diector

o
¢

Stock

0e

Enable Raturm by Supansdsor

]
g
§
g
§

Wiww All Busingss Bills & Repornt

® row v
Display Stock Selling Price to customers
H . Sger Account
Creadit Mote Expiry
o - v
Enabile Payabdbes
= v
-
Pyt Sot-L Enable Seling price Less than Buying Price
L._‘, sog -
@ Configurations
O About et
-

Il O < 111 o <

iii. Activate the feature by simply tapping the button, it will turn into a green color.

iv. Go back to the side menu and you will notice a “Payables” menu is availed.
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configs Owrector

Enalble irnnenitonys

Butros e ~

Stock

(O

Enable Return by Supervisor

Grodes & Suecms

Wigwr All Business Bills & Report
Paoreres ~

Display Stock Selling Price to customers
Generct Leoger A

Cradit MHote Expiry

—r nable Payables

Enable Seling price Less than Buying Price

rvernory ~

ServicHs ~

Payrreent Set-Un

DR & OHE

Payobies ~

Repons ~

&

Configurations

About Ted

© &

[_. Logout
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Debit Account Set up

Follow these steps to establish a Debit Account for handling payments to suppliers and service

providers:

i. Navigate to 'Payment Setup' to specify the funding source, which may be your school's bank

account.
ii. Enter your Login Pin to confirm your identity.
iii. You'll receive a one-time pin on both your WhatsApp and email for verification purposes.

iv. Enter the 6-digit code provided for verification.

— Verification « Verification

Eteplof 2 Step 2 of
We need to Confirm Verify One-Time PIN
That It's Youl

] L
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£~ Verification

Btep 20l 2

Verify One-Time PIN

v. Click on the 'Banks' button and select your bank from the list provided (for example, KCB).
vi. Opt for 'Debit Accounts' to configure the account specifically designated for handling

payments.
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Payment Options

Auckd at least 1 poyrment rmethod:

Add at least | payment method

KCB
> Inaciive

> InGctg

Dt Acoounts

Equity

Cooperative

vii. Click the plus (+) sign, and then provide the necessary information, including Name,

viii.

Company Code, Account Number, Bank Key, and Secret Key.

Once you've entered the details, save your changes by clicking the 'Add' button.

Page | 34
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KCB Bank Debit Accounts 2 Add KCB Bank Debit Account

Mame
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Adding Suppliers/Vendors

To include your suppliers and service providers, those who provide goods or services to your

business or school, simply follow these steps:

i. Access the menu and select 'Payables,' then choose 'Suppliers/Vendors.'

ii. Click the plus (+) sign and specify the Supplier/Vendor Type.

John Doe B
® Date Created 12th May 2022 SUPP||9r/V9nd0r Type

2. Users ~
select Supplier / Vendor Type
EE] Businesses v
New Supplier / Vendor
>
= Grades & Streams .
\-f@ Service Charges hl supplier / Vendor in ZED
>
®  Parent Accounts ~
v Payables ~

suppliers/vendors
Other Payments
Approvers

Transactions

Reports ~
=2 Payment Setup

@ Configurations

@ About Zed

E—) Logout

iii. To add a new Supplier/Vendor, please provide the following information:
e Input their Name, Phone Number, Email Address, Location, Bank, Account Number,
and Description.

iv. Save the details by clicking the 'Add' button.
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<~ Add New supplier/vendor <« Add New Supplier/Vvendor

Supplier/Vendor Name* Supplier/Vendor Name*

Fast Suppliers Limited

Mobile Number* Mobile Number*
+254 +254 +26478907745
Email Addresss”™ Email Addresss™*

info@fastsuppliers.com

Location* Location*
[1n1] State Building, Kangundo Road (1]
Bank* Bank*
KCE BANK
Account Number™® Account Number~
0743848U4393494
Description Description

Stationery Supplier

v. To add Supplier/Vendors in Zed, search for them by their name and include them in your list.
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Other Payments (Petty Cash)

Here, you can input information for billers paid through petty cash and other internal transactions,

helping you manage and track these payments effectively.

i. Go to the Menu and select 'Payables,' then click 'Other Payments.'
ii. Use the plus (+) sign to add payee details.
iii. Fill in the payee's Name, Phone Number, Email Address, Bank, and Description.

iv. To save the details, simply click the 'Add' button.

Other Payments , Add Payes

John Doe
Date Created 12th May 2022

2. Users v .
i BB KE +254 ~
Eﬂ Businesses v
:: Grades & Streams .
E@; Service Charges v
-
® Parent Accounts v
Niv Payables S

suppliers/vendors
Other Payments
Approvers

Transactions

Reports v
@ Payment Setup

5_:'? Configurations
I:—) Logout
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Led
Approvers

To manage Approvers, who are responsible for requesting and approving payments, follow these

steps:

i. Access the Menu, then choose 'Payables' and select 'Approvers.' Click the plus (+) sign.

ii. Set the Range and define the Approval Levels as needed.

— Approvers Listing — Approvers & Inputers

Select opprovol Rangs

iii. When choosing a range, you're setting the exact monetary limits that an inputter or approver
will handle.

iv. In the Approval Level, you decide how many levels you want to create for the process.
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<« Approvers <~ Approvers

Assign approvers who will allow payments made from

Assign approvers who will allow payments made from

your business to suppliers, vendors or petty cash your busines spliers, vendors or petty cash.

Select approval Range select approval Range

Select range* Select range”

Approval range levels Ksh1-1000,000

Select approval levels®

To proceed with the next steps:

v. Click the plus (+) sign to add user details at each level.
vi. Enter the user information and confirm by clicking the 'Add' button.

vii. After adding users at all levels, save the information by clicking the 'Confirm' button.
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Apprc'mrs & rnputqrs

Select oppenval Rangs
[ 1=1,000,000 v

Level 2 v

Add User

First Name* Last Name*
June Sisley
Username*

JunesSis

Email*

Janesisley@gmail.com

Phone Number*

+254 709876543

Role*

Merchant

Approvers

Assign appro
your busines

o suppliers

Select approval Range

Select range®

Ksh1-1,000000

Select approval levels™*

2

Add Inputters

Phone

Inputer

John Doe

John Doe 2

sors who will allow payments made from
vendors or petty cash.

Level 1
Approvers
Name Phone Staitus
John Doe 323 nal
John Doe 2 Mandatory
John Doe 2 078 Super approver
Level 2
Approvar:
Name Status
John Doe ormal

John Doe 2

John Doe 2

Mandatory

Super approve

How to Pay Suppliers/Vendors

zed

@

Action

®

®

Action

ONCH

®

Action

Cancel

Approver added successfully!

Confirm

NOTE: Not every user can raise a Payment, it has to be an “Inputter” or “Super Approver” user

level who can be able to raise a Supplier Payment.

A. For Inputters:

i. Loginto Zed Payments.

ii. From the menu select 'Payables' and choose 'Suppliers/Vendors.'

iii. If you had already created the Suppliers, Click the 'Raise Payment' button.

iv. Select a supplier from the list and click 'Add Invoice.'
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v. Enter the Invoice Due Date and click “Add ltem”.

vi. After adding items, preview the invoice.

vii. Finally, click 'Add Invoice' to initiate the payment.

zed

Approvers will receive a notification to let them know about the request that needs their

attention.

Suppliers/Vendors Pay Supplier/Vendor

Pay Supplier/vendor

Select supplier/Vendor

Name Type Mobile Number Action
N Joseph Suppliers

Joseph Suppliers New +254712345678 s KCB Bank

Hannah & John Supplies New +254712245633 / Hannah & John Supplies
Equity Bank

Supplies Bora Limited n ZED +25474567789 /‘ o
Supplies Bora Limited
ABSA Bank

Fast Suppliers Limited In ZED +25478907745 /‘

folse Payment @

Ksh100,000.00

3 Invoices

Ksh 400,000.00

1Invoice

Ksh 10,000.00

1Invoice

Select Supplier/Vendor

Joseph Suppliers Ksh 100,000.00
“ @ ph Supp!
KCB Bank 3Invoices
v 0 190 sh 4 00
N’ 1921 Ksh 00
v
0 190! Ksk 00

@ Addinvoice

Hannah & John Supplies Ksh 400,000.00 v
Equity Bank 1Invoice
Supplies Bora Limited Ksh10,000.00

ABSA Bank 1Invoice
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&« Add Invoice suppliers/vendors

Invoice Details

Invoice From*

oseph suppliers Name Type Mobile Number Action
) Joseph Suppliers New +264712345678 Ve
Invoice Date*
jannah & John Supplies New 254712245633 Va
-
Invoice Iterms supplies Bora Limited In ZED 25474567789 Va
e Total: KES 0.00 ast Suppliers Limited n ZED +2547800774E Va

Add items to invoice
and preview them here

@ AddItems

Attach an image or file Upload File

Cancel

Payment request raised successfully!

B. For Approvers:

Once a payment request has been raised, approvers complete the process by either approving or

declining the payment. Here are the steps for approvers:

i. Loginto Zed Payments.
ii. Click 'Payables' and select "Transactions.'

iii. Under 'Suppliers/Vendors,' you'll find the payment request listed under the 'Pending' column.

iv. Click on the specific transaction to preview it.

v. After reviewing the details, click the 'Approve' button to approve the payment.
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JAS,

John Doe
Jate Created 12th May 2022

Payable Transactions (— Preview Payable Transaction

. suppliers/Vendors

Users h Status: Awaiting 3 Approvers
Pending Approval

Businesses hd
Request ID: 123456
2023-03-10 11:00
Grades & Streams .
Transactions Select Al supplier Details
Service Charges e . R
1D: 123456 o BadShUmG < Payment To: Joseph Suppliers
03-10 11:00 KSh 20,000.00 : Amount: Ksh 90,000.00
Parent Accounts v To Bank: KCB Bank
ID: 123456 To Jamaa Supplies -
2023-03-10 1:00 Ksh 20,000.00
Payables ~ Transaction Details
suppliers/vendors '?; '?3455( » To {Qm‘T“yS“P)’"ies | v Transaction Type: Internal KCB Bank Transfer (IF)
2023-03-10 11:00 Ksh 10,000.00
Other Payments Debit Account: KCB Bank 01234567890
Description: Jose supplier may payments
Approvers
Transactions
Attachments
Reports ~v Receipt12341241xxa.pdf & Download
Payment Setup Approval History 3 Pending
None

Configurations

About Zed

roeest :Dec“ne l

. Upon clicking 'Approve, enter your Login Pin for confirmation.
ii. A 6-digit verification code will be sent to the approver's email.

Input the received code into the designated field for verification.

. Click the 'Verify' button to confirm.
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Verification Verification

Steplof2 Step 2of 2
We need to Confirm Verify One-Time PIN
That It's You!
Wwe've sent a 4-digit One-Time PIN to your email
Enter your Login PIN below joh****doe@gmail.com & WhatsApp 0723***** *667
*k * *k *
Show PIN
Didn't get the code? Resend

x. After clicking 'Approve,' a pop-up confirmation message will indicate that the approval has

been successful. A notification of the same will be sent to other approvers.

xi. From the Approval History an activity log will show you have approved the transaction and
it will wait for others to approve.

xii. When all approvals are done and the payment process is complete, the status changes to
'Approved' and Awaits Disbursement.

Xiii. The transaction will be received in the bank for Funds disbursement.

Xiv. If successfully disbursed, transaction moves to “Disbursed” Tab.
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Payable Transactions supplier/Vendor Invoices

Suppliers/Vendors
Paid Invoices

Disbursed

20 invoices Total: KES 160,000.00
Transactions
Supplier/vendor Amount Due Status
1D: 1234586 David Shuma Digsburaed ~
2023-03-10 11:00 1234678900
James Supplies 50,000.00 *aiic
INVOOD& 03-06-2023 One-off
Inputter
)06 2.08.2022 10:00
L) GUE 120820221000 John & John Company 20,000.00 aid
INVOODS 03-06-2023 One-off
Level 1 Approval Complete
Joan 006 Approved Joseph suppliers 20,000.00 paid
Simor 002 Approved INV0004 03-06-2023 One-off
Level 2 Approval Complete
i Retro Boom Enterprises 15,000.00 Qic
Japheth 02 Approved INVDOD3 03-06-2023 one-off
Level 3 Approval Complete
Joseph 022 Approved Jambo Jama Compda... 15,000.00 Paid
INV0002 03-06-2023 Ona-off
ID: 123456 David Shuma . Hannah & John Supplies 15,000.00 Paid
Disbursed
2023-03-10 11:00 1234678900 INVOO0OI1 03-06-2023 One-off
1D: 123456 David shuma :
Disbursed -~
2023-03-10 11:00 KSh 10,000.00

e Transaction completed and Funds disbursed to Supplier’s account.

How to Pay Other Payments

NOTE: Not every user can raise a Payment, it has to be an “Inputter” or “Super Approver” user
level who can be able to raise a Supplier Payment.
A. For Inputters:

i. Login to your Zed App.
ii. From the menu select 'Payables' and choose 'Other Payments’.

iii. Click the ‘Raise Payment’ button.
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yAsle,

old
Director — Other Payments
Activee
E Businesses W
Search
= Usars Q L
Hame Mobda Numibas Action

Grodes & Stracms

Stoffs

B

Porgnts L

Ganarol Ledgaer ACcount

Irvantory L]

G om e

'6@ Sarvices W
=3 Payrment Set-Up
iy Poryalie ~

Ralse Payment
sSuppliers 'vendors
Oiher Payrments
Appirovers
Transoctions

Supplier inwolces

RAISE PAYMENT e

i O < I O <

iv. Select payee and fill in payee details.
v. Click ‘Preview Request’ button and click ‘Raise Payment’.
vi. Approvers will receive a notification to let them know about the request that needs their

attention.
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JAS,

Other Payment Request Other PFayment Request

Fayee Details PFayee Detalls

Opee Minnie Mousea

d To® - Send to Phone-MPESA(+25471234546789) -
y Nt 1000
Transaction Detalls Transaction Detalls
ansaction Type™® - MOBILE MOMNEY {MO) -
Account to Debit* . KCB: 1291666699 -

Description®

Transport

Cancel Cancel Preview Re

FPreview Other Payment Request Preview Payable Transaction

Payes Details

Poyee:

i . Regueest ID: FTIS0
Marge Simpson 12/08/ 202352 am
Sand To

Supplier Details
MPESA(Z547087E3016)

Amount: Payrment To: kMange Sinpson
KES LODO Aamount KES 1,000

To Bank:  mull

ToAfC: 2S4TOBTSI0NG

Transaction Detalls
Transaction Details

Transoction Type:

MOBILE MONEY (o) Transoction Typa:
mMobile Monay

Debit Account:

woB{Power Acadermy]

1291666699

Deabit Account:
Bonk Name: KCB

Description: AfC 1290666699

Transporn

e

Transport

ription:

Approval History

- 2032 2
Judly has created o Payes Payrmant tronsoction [FTasol fos
amount {Ksh1ooa}
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B. For Approvers:

yAsle,

Once a payment request has been raised, approvers complete the process by either approving or

declining the payment. Here are the steps for approvers:

i. Loginto Zed Payments.

ii. Click 'Payables' and select ‘Transactions’.

iii. Under 'Other Payments' you'll find the payment request listed under the 'Pending' column.

le

G m ®

B %

i

Direcior

Businessas W

Usars

@rodes & Straams

Stoffs

Pargnts L)

Ganaral Ledgar Account

Irvantory w

Sarvices )

Paymant Set=Up

walse Payrmant

suppliers vendors

Other Payrmants

Approvers

Transoctions

Supplier wolces

Perding

Q, Search

FT350

O
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iv. Click on the specific transaction to preview it.
v. After reviewing the details, click the 'Approve' button to approve the payment.

vi. Upon clicking 'Approve, enter your Login Pin for confirmation.

Transactions

Verification

it heesr Paymeents

Steplof2

Perding
We need to Confirm
Q. Search ThatIt's You!

L]

FT350 Toddange Simpson

DECLINE (1) APEROVE (1)

vii. A 6-digit verification code will be sent to the approver's email.
viii. Input the received code into the designated field for verification.
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Verification Verification

Step20f 2 Step20f 2

Verify One-Time PIN Verify One-Time PIN

B R EEREE

N\

ix. A pop-up confirmation message will indicate that the approval has been successful. A

notification of the same will be sent to other approvers.

x. From the Approval History an activity log will show you have approved the transaction and

it will wait for others to approve.
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B Mew Funds Transfer The funds transfer Payee Payment F Praview Pﬂ'}"ﬂhlﬂ Transaction

Oithesr Payrments

Pendirg Hequedt iD: FTIS0
12/08/ 2023152 am

CL, Search Supplier Details

1350 Toddarge Simpson v Paymant Ta: Marge Simpson
Amount: KES 1,000
ToBank: null
ToAfC: 254708753016

Transaction Details

Transoction Typ:
Mokile Monay

Dabit Account:
Bk Mame KCB

AJC120BEEE99

Description:

Transpart

Approval History

L ¢
Judy has created 0 Payes Paymmant fronsaction {F' 3'.1!:I} [{+
omount {Ksh 1000}

® 20231
Judy O Super opprover has opproved a Poyae Poayment
transacton FTI50 lor omownt Ksh 1000

L ]
Your o CAMCEL REQUEST lo Bank
BUCCEES

1] @) < I O <

xi. When all approvals are done and the payment process is complete, the status changes to
'Approved' and Awaits Disbursement.

xii. The transaction will be received in the bank for Funds disbursement.

Once successfully disbursed, transaction moves to “Disbursed” Tab.
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Transactions

1D: 123456
2023-03-1011.00

1D: 123456
2023-03-1011:00

1D: 123456
2023-03-1011:00

Payable Transactions

Other Payments

Disbursed

To Shamra Steve
KSh 20,000.00

To Layman Loe
KSh 20,000.00

To Layman Loe
KSh10,000.00

Disbursed v

Disbursed v

Disbursed v

(_

Transactions

1D: 123456
2023-03-10 11:00

Inputter

Ann

Level 1 Approval
Joan

Simon

Level 2 Approval
Japheth

Level 3 Approval
Joseph

ID: 123456
2023-03-1011:00

ID: 123456
2023-03-1011:00

zed

Payable Transactions

006

006
002

021

022

Other Payments

Disbursed

To Shamra Steve

Ksh 20,000.00

To Layman Loe
KSh 20,000.00

To Layman Loe
KSh 10,000.00

Pending A

12.08.2023 10:00

Complete
Approved
Approved

Complete

Approved

Complete

Approved

Disbursed v

Disbursed v
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