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Zed Sign Up process via web
Welcome to Zed! Here's a simple guide to help you sign up, receive your login details, and even
change your pin.

How to Sign Up:

i.  Access the Zed web portal via http://web.zed.business.
ii.  Once on the website, click on the 'Sign Up' button to be directed to the sign-up page.
iii.  Select your preferred sign-up option (Google, Facebook, or Email).

yAsle,

Let’s Sign you in!

G Sign in with Google

o Sign in with Facebook
\. Sign in with phone

Sign in with amail

[C==—N—
%
]
Don't have an account? Sign Up.
- I
' a
imi
O )
a2

Let's Sign you up!
s Sign up with Google
0 Sign up with Facebook

sign up with email

Already have an ascount? Login
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http://web.zed.business/

Enter your name, username, email, and phone number.

Click 'Create Account' when you are done.

zed

Create Account

First Name* Last Name*

usernama®

Email*

Phone Numbar*

KE +254

By Procesding, you agres to Zed Payment's Terms of Service and Privacy Policy.

Already have an account? Login

Create Account

First Name* Last Name*

John Doe

Username*

Doe doe

Email®

Doe@gmailcom

Phone Number*

KE +254 709876542

By Proceeding, you agree to Zed Payment's Terms of Service and Privacy Policy.

Create Account

Already have arfliccount? Login

yAsle,
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vi.  Upon successful registration, a confirmation message will pop up with instructions on what
to do next.

Zed

Create Account

First Name* Last Name*
° - » B
O - - oy Jsonn ooe
Username-
=M
& - x Doe doe
o Email®
x EDGr b
Srm— PRS-
3

Phone Numbsr®

+254 703876542

By Procsading, you agres to Zad Payment's Terms of Service and Privacy Folicy.

A
Create Account

Already have an account? Legin

How to Change Pin:
i.  Your login credentials will be sent to your email and WhatsApp after successful registration.

ii.  Return to the homepage and choose your preferred sign-in option (Google, Facebook, Phone,
or Email).

Let’s Sign you in!
G sign in with Google
€) sign in with Facebook
R Signin with phone

B4 sion inwith email

Don't have an account 2 Sign Up.

iii.  Provide your login credentials and click 'Login'.
Page | 5
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Q "
< Back
Login
[ E x Ermall Address™
iud‘vul‘ly(‘)&‘ﬂZ@gma\l.cum
‘i‘ Pin
- T o
(€= — ‘{q
CEIIITEED Forgot Pin?
v
= >—Q
A » New User? Signup
iv.  Upon logging in, you'll be prompted to change your pin.
Reset Pin
Lad .
o n OneTime Pin
_ (o]
3 2
) (o]
O "‘_
CEEIT D g Genfirm Pin*
(o]
(o]

v.  Enter the 'Onetime Pin' sent during registration.

RESET

vi.  Set your 'New Pin' of choice, confirm, and click 'Reset'.

Page

ed
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zed

Reset Pin

oneTime Pin

New Pin*

Confirm Pin*

RESET

vii.  After successfully changing your pin, log in again.
viii.  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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Creating A School in Zed.

This user guide will walk you through the five-step process of setting up their school on ZED.

Log In.

i.  Open your web browser.

i.  Use https://web.zed.business to login into the zed portal.
iii.  Enter your log in credentials.

iv.  Select and click on ‘dashboard’

A L b

Welcome John Doe.

We are here to help you create a business and
accept payments easily.

Create Business Today or Request to Join one

Join Business

Create Business

v.  Click on ‘Create business’
vi.  Select ‘School/College’ and then select the ‘School Type’.

Page | 8
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yASle,

oo
o+

Dashboard

o Join Busi
Appro

My Bu

pat

Eatery, Bar and
Restaurant

Wholesale

Shop

«B

Hotel

Manufacturer

Create your business Today!

Select your business type

B

Service Station
(Gas station)

Suppliers
and Vendors

Pharmacy Hardware
ia e
] -y

N

Distributors school/College

A

Liquor Shop

Ll

Rental & Housing

Page | 9
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= R

Dashboard | School Type

Select School Type
Please select the type of school you want to setup

School Types

University/College

Secondary »
Kindergarten/Junior/High School )
Kindergarten

Primary School

Rows per page: 100 1-50f5

School details:

i.  After selecting the school type, Enter school details.

RIQ B
{  Create Business

My Business “ 3 A i 5
2 3

& ros School Details Grase

@ AboutZED

@ Llogout
School Tpe School Neme

Copyright ©2023 Zed. All rights Director

reserved. Prone Numoer
|- 254
Emall’ Locaton
Select Country

oty * currency”
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ii. Select the school type, i.e., primary, secondary, college and university.

iii.  Enter school name, director, phone number, email, location, country, and currency

2)(8) (>
< Create Business
Dashboard © School Datails
(1] 2 3 a 5 6
School Details Grades & Streams Service Categories Senvices Payment Options Parent/ Guardians & Students
Set-up your business details.
School Type School Name
Trinity Educational Centre
Director”
Phone Number
FrofMinch EE - 254123456789
Email Location
trinityec@gmmail.com Mairobi
Kenya -
Country Currency”
Kenya KES

o “

iv.  Select and click ‘done.’

Page | 11



Logo:

i.  Click inside the outline of the logo at the top right to add the school logo.

< Create Business

Dashboard + Schocl Details

o 2 3

School Details Grades & Streams Senvice Categories

4 5

Services Fayment Options

School Summary

‘Your Logo

School Type I

Kindergarten/Junior/High School

School Nome

Trinity Educational Centre

Director

Prof Mineh

Grades

vear (Grade) 1, Year (Grade) 2, Year (Grade) 3, Year (Grade) 4, Year
(Grade) 5, Year (Grade) 6, Year (Grade) 7, Year (Grade) 8, Year (Grade) 9,
vear (Brade) 10, Year (Grade) 1), Year (Grade) 12, BRI, PR2, Flaygroup,

ii. Browse your computer for the logo image.

iii.  Select the image and upload it.

Email

zZpaymentsltd@gmail.com

yAsle,

AL B

6

Parent/Guardians & Students

Location

Nairobi

Country

Kenya

Currency

KES

Fhone Number
+26476%9607456

Page | 12
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R) Q) (>
@ Open X
“« > SR PN > Pictures v (&) Search Pictures »
Organise « Mew folder O~ [@ o I 3 £
5 o OneDrive - Pers: jces Payment Options Parar jfians & Students

& Downloads iy

63 Documents 4 Carmnera Roll Saved Pictures Screenshots J@gmail.com

& DocumentsE 4

1% Camera uplo #

P4 Pictures »

) Music »

B e -

File name: ~| Image Files ~

Open Cancel

vear (Grade) 1, Year (Grade) 2, Year (Grade) 3, Year (Grade) 4, Year
(Grade) 5, Year (Grade) 6, Year (Grade) 7, Year (Grade) 8, Year (Grade) 9,
Year (Grade) 10, Year (Grade) 11, Year (Grade) 12, PRI, P2, Flaygroup,

iv.  Upon successful upload, click ‘Next’ to advance to the next step.

A Q =
< Create Business
Dashboard © Schocl Details
(1] 2 3 4 5 6

School Details Grades & Streams Payrnent Options Parent/ lians & Students
School Summary

Your Logo Email
zpaymentsitd@gmail.com
Location
Nairobi

school Type

Kindergarten/Junior [High School Country
Kenya

School Name

Trinity Educational Centre Currency
KES

Director

Prof Mineh Fhone Number
+254765607456

Grades

Year (Grade) 1, Year (Grade) 2, Year (Grade) 3, Yoar (Grade) 4, Year
(@rade) 5, vear (Grade) 6, Year (Grade) 7, Year (Grade) 8, Year (Grade) g,
vear (Grade) 10, Year (Grade) 1), Year (Grade) 12, PRI, PF2, Playgroup,
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Grades and Streams:

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

A 48 Bk

<{ Create School

Dashboard Grades & Streams
© — © :
School Details Grades & Streams Service Categories Services Payment Options Parent/Guardians & Students
Requests to Join B
Approve Join Requests Grades Streams

My Businesses

Branc

Default Grades

PP1 Grade 4 Grade 9
PP 2 Grade 5 Grade 10
Grade 1 Grade 6 Grade 1
Grade 2 Grade 7 Grade 12

Grade 3

A & b

<{ Create School

PSRBT Dashboard Grades & Streams
° ° 2 2 5 6
Ad e School Details Grades & Streams Service Categories Services Payment Options Parent/Guardians & Students
Requests to Join Busin:
Approve Join Requests Grades Streams

My Busine:

Branches

Add streams and track them here

Do you have stream name? If no, enter grade

name as your stream

2 Zed. All rights d. Version10.
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ii.  Input the name of the stream and click ‘Save’.

iii.  You can add as many as you require.

< Create Business

Doshboard Grades & Streams

o 2] 3

School Details Grades & Streams Sarvice Categories

Red

CANCEL SAVE

Trinity Educational Centre
< Create Business

Dashboard Grades & Streams

v 2] 3

school Details Grades & Streams service Categories

Streams Grades

Q

Streams
fed

Blue

iv.  Once done, click ‘Next’ to proceed.

services

senvices

ACTION
/2 tdit | Delete

2 cait | oelete

5

Payrment Options

B
.

Fayment Options

yAsle,

6§

Parent/Guardions & Students

(¥ stream Added Successfully X

6

Parent/Guardians & Students

ADD STREAM

1-2ef2
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Service Categories:
i. To create a service category, enter the name and description of the service category and click

"Preview".

Trinity Educational Centre
< Create Business

Dashboard « Service Cotagories

School Details

Trinity Educational Centre

< Create Business

Dashboard + Service Cotegories

School Details

Grades & Streams service Categories Servicas

Create a Service Category
Category Mome Category Type

Service

Caotegory Description

SKIP CAMNCEL

Grodes & Streams Service Categories Services

Create a Service Category
Category Name Category Type

Tranzport Charge Service

Caotegory Description”

School Transport Charge

SKIF CANCEL PREVIEW (2)

yAsle,

(¢ School details added successfully. X

5 6
Payment Opticns Parent/Guardions & Students
R Q>

B 6
Payrment Opticns Parent/Guardians & Students

ii. To add more Service Categories, click ‘Create category’ on the far right and follow the same

procedure.
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Trinity Educational Centre

< Create Business

Dashboard « Service Categories

school Details
Service Categories
Category Name

Feos

Transport Charge

Grodes & Streams

o g

Service Categories Services

Category Description
School Fees

School Transport Charge

iii.  Click the 'Next' button to proceed

Adding Services:
i.  Enter the service details including the service name & category, amount type & price, grade &

term, and service description.

< Create Business

Dashboard  Services

School Details

Grades & Streams

Service Name

Grade | Term | Fee

Amount Type

Fixed

Selact Grode

Year (Grade) 1

Servica Description

Grade | Term | Tuition Fee

Service Categories Services

Create a Service
Service Category

Fees

Amount

20000

Tarm

Term |

SAVE

yAsle,

24 =

5 6

Payrment Opticns Parent/Guardians & Students

CREATE CATEGORY

Action
REMOVE
REMOVE

Rows perpage: 5 = 1-2of2

5 6

Payrnent Options Parent/Guardians & Students
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zed
ii.  Click the ‘Save’ button.

iii.  To add more Services, click ‘Create Service’ button at the top right and follow the

same procedure.

< Create Business

Dashboard © Services
O © o (4]
School Details Grades & Streams Service Categories Services Fayment Options Parent/Guardians & Students
List Of Services
! eries CREATE SERVICE
Sarvice Name Service Category Price Type Amount Grade Term Service Description Action
Grade 1 Term | Fee Fees Fixed 20000 Year (Grade) 1 Term 1 Grade 1 Term 1 Tuitio... REMOVE

Rows perpage: 3 v 1-1ofl

iv.  Click 'Next' to continue.

Payment options:
Once all services have been added, choose the preferred payment method(s) for your school. The

available options are: M-Pesa, Cash, Banks, Card, PayPal, eCitizen and MTN MoMo

For M-Pesa option:

i. Choose payment method as M-Pesa.

ii. A pop-up window will appear to the right asking if you have Mpesa Daraja set up. Click ‘YES’.

Page | 18



V.

< Create Business

Dashboard « Payment Options
school Details Grades & Streams Service Categories Services Payment Options

Add at least 1 payment method.

@ Mpesa Not Set < Mpesa Setup

@ Bank Mot Set

@ Card Mot Set
YES
6 Cash Mot Set

a MTHN MoMo Not Set

Do you have Mpesa Daraja set up
for your business?

'@_} Ecitizen Not Set
@ Paypal Mot Set
SKIP NEXT

Type in the M-Pesa Daraja information as provided by Safaricom.
Check the box below to accept the terms and conditions.

< Create Business

Dashboard © Payment Options

School Details Grades & Streams Service Categories Services Payment Options Parant/c

Add at least 1 payment method.

@ Mpesa Not set < Mpesa Daraja Setup
Business Name Business Shortcode ™
5
@ Bank Mot set Trinity Educational Centre 12345

@ Card Mot Set Consumer Key
9 Cash Mot Set

o

ardians & Students

6§

Consumer Sacret’ Account Referance’
a MTN MoMo Mot Set P — 12345
Poss Key
Y Ecitizen Mot Set
=
@ Faypal Mot Set
By ticking, you are agreeing to the terms and conditions.

Click ‘Activate’ button to finish updating the M-Pesa Daraja details.

Page

ardians & Studonts
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For Bank Option:

e Choose and click on “Bank” and then select the specific bank.

a) Mobile Money:

< CreateBusiness

Dashboard © Payment Options
o o o o © -
School Details Grodes & Streams Service Categories services Payment Options Faren ians & Students

Add at least 1 payment method

(_ Banks

@ Bank Not Set | _ KCB Bank -

Mobile Money Not Set
@ Card Not Set_

Bank Deposit Mot Set |
e Cash Not Set._ Debit Accounts Mot Set »
6 MTN MoMo Notset Equity Bank COMING SOON v

Co-operative Bank COMING SOON v

Ecitizen Mot Set._
® Paypal Not Set,
SKIP NEXT

i. Choose Mobile Money and input your till number.

Add at least 1 payment method.

@ Mpesa @) ¢ Banks

@ Bank Not Set
KCE Bank A

hobile Money Not Set
@ Card Mot Set
Bank Deposit Mot Set
e Cash Mot Set Debit Accounits Mot Sat >
@ MTH Moo Not Set Equity Bank COMING SOON -
Co-operative Bank COMING SO0N w
. Ecitizen Mot Set

@ Paypal Not Set
Setup Mode "
SKIF
KCE MOBILE MONEY

voama Till -

Woorna Till Ne.
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ii.  Verify the till number and save details.

iii.  Details will be updated successfully.

< CreateBusiness

Dashboard « Payment Options

School Details Grodes & Streams

Add at least 1 payment method.

Ecitizen
@ Paypal

SKIP

b) Bank Deposit:

Service Categories Services

Fayment Options

Active D & Banks

-
NotSet(_ KCB Bank
Mobile Money
Mot Set._
Bank Deposit
Not Set__ Debit Accounts
Not Set_ Equity Bank COMING SOON
Co-operative Bank COMING SOON
Mot Set. _
Not Set__
NEXT

i. Click on “Bank”, select the specific bank and choose ‘Bank Deposit’.

Add at least 1 payment method.

@ Mpesa
@ Bank

Ecitizen
® Faypal

SKIP

scive @) € Banks

Mot Set

KCB Bank
Mobile Money
Not Set._
Bank Deposit
Not Set._ Debit Accounts
Not Set_ Equity Bank COMING SOON
Co-operative Bank COMING SOON
Not Set._
Not Set_
ACCOUNT Name
MNEXT

Account Mumber

yAsle,

5]

1ns & Students

~
Mot Set .

Not Set »

~
Active D
MNotSet

Mot Set 3

SAVE

Page | 21
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ii. Enter the Account Name as well as Account Number and click ‘Save’ to update the details.

Card Payment Set Up:

i.  Click on the card option and enter the merchant’s details, l.e., ID, Key and Secret Key.
ii. Click ‘Save’.

iii.  Card details will be added successfully.

Trinity Educational Centre 28 B

< Create Business

Dashboard Poyment Options
] o o o e}
School Details Grades & Streams Service Categories Services Payment Options Parent/Guardians & Students

Add at least 1 payment method.

@ Mpesa active @ & Card Setup

@ Bank Mot Set
Card Mot Set
9 Cash Mot Set
®
6 MTN MoMo Mot Set

L) Ecitizen Not Set ©
@ paypal Not Set
SKIP NEXT

eCitizen Setup:

i. Click on the eCitizen option.
ii. Fill in the eCitizen Account ID, eCitizen Key and the Secret Key.
iii. Click ‘Activate’ and the details will be added successfully.
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Trinity Educational Centre
< Create Business

Dashboard « Poyment Options

school Details

Grades & Streams

service Categorias

services

Payment Options

Add at least 1 payment method.

active @)

Ecitizen Setup

@ o Not Set Ecitizen Account 1D
@ Card Not Set, _
e Cash Mot Set._ Ecitizen Kay
a MTN MoMo Not Set, _
Ecitizen Not Set._
® Paypal Not Set__
SKIP MEXT

PayPal Option:

i. Select ‘PayPal’ and enter the Client Id and Access Token.
ii.  Click on the check box to accept the terms and conditions.

iii.  Select the ‘Activate’ button to update the details.

< Create Business

Dashboard © Payment Options

school Details

Grades & streams

service Categories

services

Payment Opticns

Add at least 1 payment method.

@ Mpesa

Active D & Paypal Setup

@ Bank Mot Set client ID
*************

@ Card Mot Set__

e Cash Mot set_

Pending._

b Ecitizen Active
=,

@ Faypal

SKIP MEXT

By ticking, you are agreeing to the terms and conditions.

Cancel Activate

yAsle,

R4 >

=]

Parent/Guardians & students

6

Parent/Guardians & students
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MTN MoMo:

i. Select MTN MoMo as payment method.
ii.  Enter the Merchant Name, Subscription Name, Consumer Key and Pass Key.
iii.  Click on the checkbox to accept the terms and conditions.

iv.  Select the ‘Activate’ button to update the details.

< CreateBusiness

bDashboard « Payment Options
@ @ @ @ © °
school Details Grades & Streams Service Categories Services Payment Options Parent/Guardians & Students

Add at least 1 payment method.

@ Mpesa active @ < MTN MoMo Setup

Marchant Mams "
@ Bank Mot Set
@ Card Mot Set Subscription Nama

9 Cash Not Set
By ticking, you are agreeing to the terms and conditions.

a MTN MoMo Pending .
- Cancel Activate

‘A ecitizen active @

@ Paypal Not ser )

SKIP MEXT

v.  Click ‘Complete’ then ‘Next’ to proceed to the final stage of business setup.

Trinity Educational Centre 2a) (=
< Create Business
Dashboard - Payment Options
o (] o @ {5 s
scheol Details Grades & Streams service Categories services Payment Options Parent/Guardians & Students

Add at least 1 payment method

@ Mpesa active @D
@ Bank Mot Set

@ Card Mot Set

6 Cash Mot Set

a MTN MoMo Not Set
Ecitizen active @D
@ Paypal Not Set

SKIP MNEXT
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To Add Parent/ Guardian & Student:

i. One can choose to either drag and drop CSV File or;
ii. Select and click on “Browse Files”

Trinity Educational Centre 2Rk

< Create Business

Dashboard Parent/Guardians & Students
School Details Grades & Streams Service Categories Services Payment Options Parent/Guardians & Students

Add at least | Parent/Guardian

& DOWNLOAD CSV TEMPLATE

Drag and drop your CSV file
here

or

BROWSE FILES

SKIF STEP l l ADD PARENT [GUARDIAN

iii. Select the excel file from your computer's saved files.
iv. Click on Add Parent/ Guardian and save your information.

i @ Oper 2Q B
B <« Onboardin.. * Schools ~ &) Search Schools pel
Organise » New folder =E- O 0
~
5 @ OneDrive - Persi Mame Date modified Type 9 o e
~ . Igories Services Payment Options Parent/Guardians & Students
@ Campus_Student_Template_data.6aedf36...  26/04/2024 10:08 Microsoft
& Downloads @ ILKERIN GARDENS NAROK-Zed Payments Microsoft | Add at least 1 Parent/Guardian
&1 Documents @ Introduction Letter (Schools) Microsoft
& DOWNLOAD CSV TEMPLATE
%~ Documents £ @ Parent-Student-Template Microsoft
1€ Camera uplo @ Project Completion Form for Schools Draft Microsoft
Pictures @ Project Completion Form for Schools Microsoft
~
& Musi @ Taita Taveta University System agreement...  27/10/2023 12:17 Microsoft
usic
—_ Drag and drop your C5V file
9 o here
File name: ‘Parent-StudEnt-TemplatE ~ | AllFiles ™ or

Open Cancel
BROWSE FILES

figuration l

saging Service

SKIP STEP l [ ADD PAREN1fGUARDIAN l

The information will be uploaded successfully to your school’s Zed account.
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Generating Invoices on Zed Portal

ZED assists both the parents and the school in tracking payments. They can view the payment history and be

confident in the amount paid to the school. This has the potential to reduce fraud and dishonesty.

Creating Invoices:

i. Go to the main menu and select ‘Parents Accounts’, then choose ‘Invoices’.

ii. Once you're redirected to your dashboard, click on ‘Create Invoice’ located in the upper right corner.

2= Grades & Streams Trinity Educational Centre A I [

Q Bank Staterments

Invoices [ETTCETNS M CREATE INVOICE
Student Promotion

Staff

PENDING APPROVAL DECLINED

Paren

Parents/Guardians ; .
/ Batch List || Q schoel Type - EXPORT }

Students

Batch No Approved On Total Invoices Total Amount Paid Invoices Paid Amount Invoices Due Amount Due

I

Receipts

Services

Transactions

2] Reports

B Messaging Service

% configuration

Rows per page: 10 = 0-0of0

a)

When generating batch invoices by grade, choose the grade, term and click the ‘Generate’ button.
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== Grades & Strearmns

Bank Staterments

Student Prormnotion

Par unts

Parents/Guardians

Students

Invoices

Receipts

Services
Transactions
Reports
Messaging Service

Configuration

Copyright 2024 Zed. All rights
reserved.

Trinity Educational Centre

Generate Invoices

Dashboard nwvoices Generate Invoice

Generate Invoices:

Crade
Select Grade -
Tarm

Select Term -

yAsle,

s— Grades & Streams
Bank Statements
Student Prornotion

Staff

Parents/Guardians
Students
Invoices
Receipts
B services

E Transactions

£l Reports

Trinity Educational Centre

Generate Invoices

Generate Invoices:

Grade
e 3
Year |(Grade) |

Tenm

yashboard nvoices Generate Invoice

Term

GEMERATE (2)

Batch invoices for the grade and term selected will be created successfully.
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Navigate to the ‘Pending approval’ column to approve the generated invoices.

Trinity Educational Centre

Invoices
Dashboard nvlces
APPROVED PENDING APPROVAL DECLINED
Batch No Created On

TrinityEducationalCentre 1 May 23, 2024 11:00:19 AM

Total Invoices

R & >

UPLOAD BALANCES CREATE INVOICE

School Type - EXPORT
Total Amount Action
p @®

Rows per page: 10 « 1-1cfl

Select the approval tick. The batch will then be automatically sent to parents/guardians via email

and WhatsApp.

Trinity Educational Centre

.
Invoices
Dashboard - Invoices
APPROVED PENDING APPROVAL DECLINED
Batch List - Q
Batch No Approved On Total Invoices
IrinitykducationalCentra 1 May 23, 2024 1:02:50 AM

Total Amount

(¥ Batch Approved Successfully, invoice(s) Sent X
UPLOAD BALANCES CREATE INVOICE

School Type v EXPORT
Paid Invoices Paid Amount Invoices Due Amount Due
o s KES 40,004.00

Rows per page: 10 1-1ofl
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b)

i. To create an invoice by student(s), select their grade level.
ii.  Then, choose the student(s) by clicking the checkbox next to their name.

= Grades&Streams v Trinity Educational Centre 28>
Bank Statements

Generate Invoices

Staff

Generate Invoices:

[+
® student Promotion
5
2]

Pare its

O crade @® student

Parents/Guardians

Select Grade -
Erchae ° -

Invoices P
Admission No Student Name Grade

Receipts

select Grade to View Student
Services
Transactions

:l Reports

Messaging Service

5 Configuration

Copyright ©2024 Zed. All rights !
reserved.

MEXT »

Trinity Educational Centre 2Q B

Generate Invoices

® student

° oo orece) )

[0  admission No Student Name Grade
002 Bart Simpson Year (Grade) |
001 Mickey Mouse Year (Grade) 1
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iii.  Click ‘Next’ button.

iv.  Choose the service by clicking its corresponding checkbox.

Trinity Educational Centre 20 B
Generate Invoices
Dashboard nvoices Generate Invoice
Generate Invoices:
O Grade ® student
Service Nome 'J:‘::!ipll:' Grod ‘erm Amount
Picno Lessons Piane Lessons .
O swimming Lessons swimiming Lessons 1
Skating Class 1
O zone 1 Transport zome | fransport .
| row seected Rows per page 5w 1-4of 4
v.  Press the ‘Generate’ button and student’s invoice will be created.
vi.  Navigate to the ‘Pending approval’ column to approve the generated invoices.
RQ =

Trinity Educational Centre

Invoices
Dashboard nveoices
APPROVED PENDING APPROVAL DECLINED
Batch No Created On

TrinityEducationalCentre 2 May 23, 2024 11:38:58 AM

Total Invoices

School Type

Total Amount

UPLOAD BALANCES CREATE INVOICE

EXPORT }

Action

©®

Rows perpage: 10 « 1-1ofl
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vii.
email and WhatsApp.

Trinity Educational Centre

Invoices
Dashboard nveices
APPROVED PENDING APPROVAL DECLINED
Batch List || &

Total Invoices Total Amount

Batch No Approved On
TrinitykducationalCentra_2  May 23, 2024 11:54:31 AM
TrinityeducationalCentra 1 May 23 2024 0250 AM

Select the approval tick. The batch will then be automatically sent to parents/guardians via

(+) Batch Approved Successfully, invoica(s) Sent X

School Type

Paid Invoices Paid Amount

KES 0.00

KES 0.00

* To view the invoices created, click on Approved invoices.
* Select the batch you want and click on the Invoice number to view the specific invoice details.

Trinity Educational Centre

Invoices

Dashboard

APPROVED PENDING APPROVAL DECLINED
Batch List - Q,
Batch Mo Approved On Total Invoices Total Amount

TrinityEducationalCentre | May 23, 2024 T:54:31 AM 1

TrinityEducationalCentre . May 23, 2024 M:0Z50 AM

School Typ

Paid Invoices Paid Amount

o KES 0.00

o KES 0.00

(]

UPLOAD BALANCES

Invoices Due

CREATE INVOICE

EXPORT §

Amount Due

KES 200

KES 40,004.00

AR o B

UPLOAD BALANCES CREATE INVOICE

Invoices Due

Rows perpage: 10 =

EXPORT $

Amount Due

KES 40,004.00

1-2of 2
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Trinity Educational Centre

Invoice Batch

Dashboard Invoices Invoice Batch
Batch No: Status: Invoices: Total Amount: Amount Paid:
TrinityEducationalCentre_1 APPROVED 2 KES 40,004.00 KES 0.00
Q
Invoice No Admission No Student Name Grode Term INvoice Armount Discount Amount Amount Paid
INY_1686 002 Term1 KES 20,002.00 KES 0.00 KES 0.00
INV_1687 oo Term1 KES 20,002.00 KES 0.00 KES 0.00

Trinity Educational Centre

« Preview Invoice

RQ >

Amount Due:
KES 40,004.00

EXPORT }

Amount Dug Deiivery Status

KES 20,00200  Sent
KES 20,00200  Sent
2L B

REQUEST PAYMENT RESEND INVOICE &, E

Unpaid

Date: — .
Thursday, May 23rd, 2024 = Invoice No:
INV _1689
From: Billed to:
Trinity Educational Centre HOTer Simpson
Naircbikenya homergyah ?ifoh
zpaymentsitd@gmail.com +254445567388
+2b6454769607456
STUDENT 1D:002 STUDENT NAME: Bart Simpson GRADE:Year (Grade) 1 TERM:Term 1
Description Price (KES) Qty Total (KES)
Grade 1 Term | Fee KES 20,000.00 KES 20,000.00
O Apply Discount Subtotal KES 20,000.00
Discount KES 0.00
Total KES 20,000.00

Accepted Payment Methods

-
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Student Promotion

This guide explains how to move students from one school year or term to the next.

How to Promote Students on Zed

i.  Access the Zed web portal via http://web.zed.business

ii. Login to your account.

zed

¢ Back

Login

Phone Number*

Enter Pin

LOGIN

New User? Signup

iii.  On the menu, click 'Student Promotion.'

iv.  Click the 'Promote Students' button.

yAsle,

Page | 33
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£E

Bango Primary School AR L bk

Student Promotions

Dashboard Student Promotions

Student History

Service Ch

No Activity

Bank Statements

Promote students and track
Parent Accounts the activities here!

Promote Students

Elite Educational Centre @ Ca R~ T

Promote Students

rd « Student Prom,

Business
Zed Pocket Money Grade - o ’
Payment Set-up

Search Students
Grades & Streams

admission e Stutont Name
B Forents Accounts
1B General Ledger Account

E Services

g Inventory

Product Categories
Product [Services

Stock Rows per pogs: 10 = 0-0oft0

Promaote to Next Grade Promate to Next Term

& ros

B Transactions
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v. Decide if you're promoting by grade or term.
vi.  Specify the grade or term where you will be promoting students.
vii.  Pick the students to promote by checking the boxes next to their names.

/ed Elite Educational Centre =R
-

Promote Students

2§ Dashboard

DoshBoord - Student Promotion -+ Promota Student
At Users
1 Business Grade
B zad Pockat Money Grox
Year (Grade) 2 - Year (Grade) 3
[ payment Set-up
= Grodes & Streams Search Students
&8 pank statements Q
®N student Promotion
Admission o Student Name
O Farents Accounts v
oo
@ General Ledger Account
o3
E Services v
0
& inventory ~
B oo
Product Categories =

Product [Services
Stock

Rows per pags: 10 ~ I-acfa
& ros

B Transactions Fromote to Next Grade Promote to Next Term

Promote Students

‘ :( shBoar Student Pr fon omate Studen
/_ DashBoard tudant Promati Promaota Student

1§ bashboard ferm

Year (Grade) 2 - Term |
Business

Zed Pocket Money Term 2

Paoyment Set-up
Search Students
= Grades & Streams

o)

M Bank Statements )
udent Pro Admission No Student Name
Farents Accounts L 004 tares &
@ General Ledger Account — Emma Hamis
& services L - .
= Inventory ~ -

Product Categories
Product {Services

Stock Rows per page: 10 = T-dof4

Promote to Next Grade Promota to Next Term

B ros

B transactions

viii.  Click either 'Promote to Next Grade' or 'Promote to Next Term,' depending on your
promotion destination.
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Bango Primary School v 2 L B
. Students promoted successfully! )(
Student Promotions . .
Promote Students

Dashboard Student Promotions

Previous Activity Student History

Previous Activity

Service Char

L Grade 1Students Promote to Grade 2
23 Students in Grade 1 were promoted to Grade 2 by Jane Joe.

Parent Accounts 16-05-2023 1:00am

Grade 3 Students Promote to Term 2
50 Students in Grade 2 were promoted to Term 2 by Jane Joe

16-05-2023 11:00am

Grade 1 Students Promote to Grade 2
23 Students in Grade 1 were promoted to Grade 2 by Jane Joe.
16-05-2023 11:.00am

Grade 3 Students Promote to Term 2
50 Students in Grade 2 were promoted to Term 2 by Jane Joe

rations 16-05-2023 11:00am

ix. A confirmation pop-up will appear upon successful promotion.

The students will be successfully promoted to the next level.
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Zed Payables
(Web)

Welcome to Zed! This guide is here to make handling your school's financial obligations a

breeze. Payables cover everything from unpaid bills to invoices and payments to suppliers and

service providers. Let's dive into how to use the Payables feature in Zed.

Configuring Payables

e Visit http://web.zed.business and log in to your Zed account.

e From the menu, select 'Configurations.'

e Look for the 'Enable Payables' toggle button in the Configurations menu.

Enable Payables?

L
e _@
\ e / Enabling payables will allow your business to pay suppliers, vendors
. and track internal payments through petty cash

|:l Assign one or more approvers to transactions
made from the business.

1 Pay directly to suppliers and vendors from the app

® Make petty cash payments and track them.

cance!

e Click 'Enable' in the pop-up that appears.
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yAsle,

e Once done, a confirmation will appear, and the Payables button turns green.

d Bango Primary School v A L =
~C
- - ayables configured successfully!

Configurations ‘ - ‘

Dashboard Configurations

Dashboard

Users

Busi

Service Charges

Enable Zed Accounting
Parent Accounts

Enable Inventory

Payables

Enable Payables o
Reports

Sms

Payment Setup

Configurations
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Bango Primary School A L

Configurations

Dashboard - Configurations

Busir
Service Charges

Enable Zed Accounting

Parent Accounts
Enable Inventory

Enable Payables [ @]

©2022 Zed, All rights

e Return to the side menu, and voila! You'll see the newly added "Payables" menu.

Debit Account Set up

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

providers:

e Head to 'Payment Set-up' to specify your funding source, like your school's bank

account.

e Enter your Login Pin for confirmation.
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< Verification

Dashboard - Suppliers/Vendors - Edit Supplier/vendor - Verification

Stepl1of 2

We need to confirm that it's you

Enter your login PIN below.

Show Pin

cancel
Payment <y _

Configura

e Get a one-time pin on both WhatsApp and email for verification.

e Enter the 6-digit code for verification.

1 Dosnboard Power Academy @ HQYE
&% Users

& Businass < Verification

Dashboard * Payment
step20f 2
= Grades & Streams
& pank statements
© student Promotion We've sent a 6-digit One-Time Pin to
9 Paraniz Accoints ) our email jud*****12@gmailcom & WhatsApp 254888%**** T

9 Payables v
B General Ledger Account

E Services v
Resend

B inventory

8 ros
B rransactions

] Reports

& Configuration
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%5 Dashboard Power Academy BErek
& Users
s < Verification
step2of2
= Grades & Streams
- Bank Statements
© student Promotion We've sent a 6-digit One-Time Pin to

nail jud*****12@gmail.com & WhatsApp 254888*****T

O Fparents Accounts

9 Payables v

LE General Ledger Account . . . . .
ﬁ Services 2
& inventory Resend
& ros

B Transactions

9 Reports

i configuration

e Click 'Bank' and select your bank from the provided list (e.g., KCB).

e Opt for 'Debit Accounts' to set up the account for handling payments.

Power Academy @ 20 [

Add at least 1 payment methad.

@ Mpesa t [ ) (— Banks
= Grades & Streams
@ Bank hot Set | _ .
M Bank statements KCa Bank ~

P Mobile Money Not Set
¥ student Promotion Card Not Set

Bank Da Not Set | _
9 Parants Accounts
Cash bJ Debit Accounts Mot Sat »

9 Payables w Equity Bank COMING 5001
@ MTN MoMo Not Set Co-operative Bank SO

B ceneral Ledger Aceount

B services ® Paypal Not Set

| Inventory

@ Pockat Money Setup Not Set
8 ros

B transactions
2 Reports

%4 Configuration
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AL bk

yAS e,

B2 pashboard

<{ Create School

Dashboard Payment Options

o o @ o :

school Details Service Categories Services Payment Options Parent/Guardians & Students

Add at least 1 payment method

@ Mpesa Not set < Add KCB Bank Debit Account
Name* Company Code*
@ Bank Not set
Account Number*
@ Cash Not Set
@ MTN MoMo Not set KCB Key
® Paypal Not Set KCB Secret®
@ Good/Services Not Set

Zed. All rights

e Enter details like Account Name, Company Code, Account Number, Bank Key, and

Secret Key.

A o =

< Create School

Dashboard Payment Options

° ° ° ©

School Details Service Categories Services Payment Options parent/Guardians & Students

Add at least 1 payment method

@ Mpesa Not Set < Add KCB Bank Debit Account
Name* Company Code®
@ Bank HOHS e suppliers Debit Account ool
Account Number®
@ Cash Not Set
012345678910
O oo Kcs Key-
® Paypal Not Set KCB Secret®
@ Good/services Not Set

caneel I “

e Click 'Add Account' to save your configuration.
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AR 4 bk

Dashboard - Payment Options

© o @ o |

School Details Service Categories Services Payment Options Parent/Guardians & Students

yAS e,

EE Dashboard

Add at least 1 payment method

@ Mpesa Not Set < KCB Bank Debit Accounts

Setup you KCB Bank Debit accounts and pay your suppliers, vendors
Bank Not Set and other payments!

Suppliers Debit Account §
Cash Not Set _ ) Edit Remove
012345678910

MTN MoMo Not Set

Add Account
Paypal Not Set
Good/Services Not Set

®®»e 0 o6

ed. All rights

e A confirmation pop-up will assure you of the successful setup.

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:

e From the main menu, click on 'Payables,' then select 'Suppliers/Vendors.'

e Hit 'Add Supplier' and choose 'New Supplier.'
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Dashboard Power Academy @ R @B
Usars

- supplior e
Payment Set-up Dashboard » Suppliers

= Grades & Streams
Active  Suspended

d Bank Stotements

Q
Q

Student Promotion
Farents Accounts

Mome Mobile Phone Emnail Location Actions

Raise Payment

Other Payments

No rows
Approvers
Transcations
Supplier | Vendor Invoices
2] General Ledger Account fousperpogs S e
% Dashboard Power Academy ERreR

ML Users
B busions < Suppliers

@ poyment Set-up Dashboard » Suppliers » Edit Supplier
i= Grades & Streams

Select Supplier Type
& Bank Statements
New Supplier

B Student Promotion
9 Parents Accounts v
ﬂ Supplier in 7ED

Raise Payment

Suppliers/Vendors

Other Payments

Approvers

Transcations

Supplier [ Vendor Invoices

B eneral Ledger Account

e Fill in the necessary information: Input the supplier/vendor Name, Phone Number,

Email Address, Location, Bank, Account Number, and Description.
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Dashboard Power Academy F‘ RN
Mt Users
P < Suppliers
[ payment Set-up Dashboard > Suppliers > Add Supplier
= Grades & Streams

Supplier Name

&d Bonl

) student Promotion

9 Parents Accounts

Raise Paymant

Suppliers/Vendors

Othar Payments

Select Bank Name -
Approvers

Transcations

Bank Account Number

Supplier | Vendor Invoices

@ General Ledger Account

E Services

E Inventory

< Add supplier/vendor

Dashboard - Suppliers/Vendors -~ Add Supplier/vendor

Select Supplier/vendor Type

@ New Supplier | vendor Supp\lerf\/endor in ZED

Supplier Name*

Fast Suppliers Limited

Phone Number* Email Address*
+254 712345678 info@fastsuppliers.com
Location®

State Building, Kangundo Road

Bank* Account Number*
KCB Bank 0743848U4393494
Description*

Stationery Supplier

Paymen

Configurat Cancel ‘ “

. All rights

e Once all details are entered, click 'Add' to save.
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Other Payments

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

helping you manage and track these payments effectively.

e Navigate to the Menu and choose 'Payables,' then click on 'Other Payments.'

Bango Primary School v AR a [=
yAS
L
Other Payments
Dashbeard Add Payee

Dashboard Other Payments

Users

Active Suspended

Businesses

Name Mobile No. Email Action

No records to display
Add payees and view them here

Payment Setup

Configurations

ed. All rights reserved. Version 1.0.
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Click 'Add Payee' to input information for billers paid through petty cash and other internal

transactions.

Fill in the payee's Name, Phone Number, Email Address, Bank Account, and Description.

yASle,

Dashboard
Users

Businesses

Parent Accounts

Payables

Payment Setup

Configurations

©2022 Zed. All rights re

Bango Primary School v

<{ Add Payee

Dashboard Other Payments Add Payee

Add Payee Details

First Name*

Phone Number*
+254

Bank(Opticnal)

Verify Account Number*

Verify Account Number

Last Name*

Email Address*

Account Number*

Account Number

Description

Cancel

A L bk
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yASle,

Dashboard
Users

Businesses

Service Charges

Parent Accounts

Payment Setup

Configurations

Bango Primary School v

<{ Add Payee
Dashboard Other Payments

Add Payee Details

First Name*

John

Phone Number*

+254 7123456789

Bank(Optional)
KCB Bank

Verify Account Number*
12345678910

A L B

Add Payee

Last Name*

Doe

Email Address™

john.doe@mail.com

Account Number*
12345678910

Description

Canee! | “

Once you've filled in the details, click 'Add' to save.

Approvers

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

these steps:

e Go to the Menu, select 'Payables,' and click on 'Approvers.' Look for the plus (+) sign.

e Define the Range and set Approval Levels according to your needs.

Page | 48



yAsle,

Bango Primary School v & N [

Approvers

Dashboard
Dashboard Approvers

Users
Assign approvers who will allow payments made from
your business to suppliers, vendors or petty cash.

Businesses

Select Approval Range*®

Service Charges

Select Approval Levels*

Payment Setup

Configurations

» Range: Specify the monetary limits for inputters or approvers.

e Approval Levels: Decide how many levels you want for the approval process.
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Bango Primary School AR L [

Approvers

Dashboard - Approvers

Assign approvers who will allow payments made from
your business to suppliers, vendors or petty cash.

Select Approval Range®

Ksh 1-1,000,000

Select Approval Levels®

2

Payables

Inputers (@ Assign inputer

Mo inputters added yet

Level 1 Approvers (@ Assign Approver

No inputters added yet

Paymant Setup

Level 2 Approvers (@ Assign Approver

No inputters added yet

Cancel

To proceed with the next steps:

e For each level, click the plus (+) sign to add user details.

e Enter user information and click 'Assign' to save the details.

Bango Primary School 2 my =

Inputters added successfullyl X
Approvers
Dashboard Approvers

ign approvers who will allow payments made from
your business to suppliers, vendors or petty cash

select Approval Range*

Ksh1- 1,000,000

Select Approval Levels®

2
Inputers (@ Aassign Inputer
John Doa +254 712 345 678 m
June sisley +254 712 345 678 m
Level 1 Approvers @ Assign Approver

No inputters added yet

Level 2 Approvers @ Assign Approver

No inputters added yet.

cancel

e After adding users at all levels, save the information by clicking the 'Confirm' button.
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Bango Primary School ~ AR 2 [
Approvers
Dashboard - Approvers

Assign approvers who will allow payments made from
your business to suppliers, vendors or petty cash.

Select Approval Range™
Ksh1-1,000,000

Select Approval Levels®

2
Inputers (® Assign Inputer
John Doe +254 712 345 678 \m]
June Sisley +254 712 345 678 \m]
Level 1 Approvers (@ Assign Approver
, > +254 712 345 878
Faym John Doe 254 712 345 678 Normal \m]
June Sisley  +254 712 578 Mandatory o]
Configurati
Level 2 Approvers ([ Assign Approver
John Doa +254 712 Super Approver |

d. Al rights 1 —_—
Cancel Confirm

Bango Primary School v AR L B
Approvers added successfullyl X
Approvers
Add Approvers
Dashboard - Approvers
Range Levels Inputers Approvers Action
harges
Ksh1- 250,000 1 5 5 P
Parent Ac
Ksh1- 500,000 2 2 3 s W
mplzeliiEniag Ksh - 1,000,000 3 1 3 Vs |
Other Payments
Ksh 1- 5,000,000 3 2 4 Z W

ayment

All rights re:

That's it! You've successfully managed Approvers in Zed.
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How to Pay Suppliers/Vendors
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.

For Inputters:
e Loginto Zed Payments.

e From the menu select 'Payables' and choose 'Raise Payment.'

Power Academy @ 2) (@) (@

< Raise Supplier/vendor Payment

Dashboard + Supplier/Vendors - Raiss Payment
_ Select Supplier/vendor
B Business
O Diff General Suppliers KES 0.00
D 75d pocket Money KCB Bank Olnvoices

[ poyment Set-up

= Grades & Streams
& Bonk stataments
& Student Promotion
9 Parants Accounts

0 ro

Suppliers/vendors
Other Paymants
Approvers
Transcations

Suppiier | Vendor Invoices

e Select a supplier from the list and click 'Add Invoice.'

e Enter the Invoice Date and Click ‘Add ltems’.
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ed Power Academy R

f— < Raise Supplier/Vendor Payment
1AL Usars Dashboard « SupplierfVendors - Rais
_ Select Supplier/vendor
B Business

Diff General Suppli KES 0.00
) 7ad Pockst Monay ® enson Ppliors D bovioes
(8 Payment Set-up
Invoices ©add Invoices

== Grades &Streams
) No Invoices
&d Bonk Statements

® Student Promotion

g Parants Accounts

Suppliers/Vendors
Other Poyments
Approvers
Transcations

Supplier [ Vendor Invoices

Power Academy

e

Add Invoice to Supplier/Vendor

Dashboard - Supplier Payments - Raise Payment - Add invoice
Businass invoice Details
Zed Pocket Money rwic e
08/12/2023 o]

[ payment set-up

Grades & Streams Invoice ftem °
&d Bank Statements Items -0 Total: KES : KES 0.00
© Student Promotion
O rarents ccounts Add iterns to invics and previsw them hers!

Suppliers/Vendors
Other Payments
Approvers
Transcations

supplier { Vendor Invoices

e Select the products, indicate the quantity and click ‘Add’.

e Click ‘Preview Invoice’.

Page | 53



£E

Progress Group of Schoools 20 B

< Add Item
Dashboard - Supplier Payments - Raise Payment « Add Invoice - Add ftems
My Business

Request To Join
Business

Approve Join Raquast
Products 2 Total KES 80.00
&d Bank statements Stationary <

1 student Promotion PRODUCT NAME BUYING PRICE TOTALPRICE

QUANTITY
B staft Penci 2 r

© Porents Accounts ~ Ad Execiss Book 20 a0

(= I

Trow selected Rowsperpage: 10 v 1-20f2
Suppliers/Vendors

Other Payments

Approvers

cancel | add

Transcations

Supplier [ Vendor Invoices

Progress Group of Schoools RG>

Add Invoice to Supplier/Vendor

Dashboard Payments
My Businass Invoice Details
Request To Join mvoice Dol
Business 06/12{2023 o]
Approve Join Request
Invoice item © Add ltems
&d Bank statements
Items -2 Total KES : KES 400.00
€ Student Promation
B st Fenci 20 [}
O rarents Accounts v -
Ad Execiss Book 20 [ ]
R

Suppliers/Vendors
Other Payments
Approvers

Transcations

Supplier { Vendor Invoices

e Click ‘Pay Now’ to initiate the payment.
e Approvers will receive a notification to let them know about the request that needs

their attention.
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Progress Group of Schoools RQ B

« Preview Invoice &
INVOICE Unpaid
Date:

Invoice Number

My Business

. 06/12/2023 16:08:37
Request To Join

Business
B From:
Approve Join Requast Progress Group of Schooals
mifled 100
Nairobi, kenya zed Gen suppliers
& Bank Statsments udyaliyos@gmail.com juaymwinia@zed busingss
+25454708753016 254708753016
© student Promotion
B staff Description Price (KES) aty Total (KES)
O rPorents Accounts Fenci xS 2000 10 xes 20000 B
A4 Execise Book KES 20.00 0 xes 20000 B
Suppliers/vendors ADD PRODUCTS
Subtotal KES 400.00
Other Payments Tatal KES 400.00
Approvers
Accepted Payment Methods
Transcations =
M-PESA Ic
Supplier [ Vendor Invoices Card
M-Pesa Credit Balance

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:

e Login to Zed Payments.
e C(lick 'Payables' and select "Transactions.'

e Under 'Suppliers/Vendors,' you'll find the payment request listed under the 'Pending

Approval' column.

Page | 55



yAsle,

Bango Primary School v A L &

Payable Transactions

Dashboard Transactions

Suppl rs/Vendors Other Payments

Pending Approval Disbursed Declined Failed
Servic
Parent Accc
Payabh Request ID Date Requested Payment To Amount (KES) Status Action
Suppll . ,
123456 2023-03-10 11:00 David Shuma Enterprises 20,000.00 © (3]
123456 2023-03-10 11:00 Jamaa Supplies 20,000.00 © ®
123456 2023-03-10 11:00 Jamaa Supplies 10,000.00 @ ®
123456 2023-03-1011.00 Jamaa Supplies 10,000.00 @ ®
Sms
123456 2023-03-10 11:00 David Shuma Enterprises 10,000.00 @ ®
Payment Setup
123456 2023-03-1011:.00 David Shuma Enterprises 10,000.00 @ ]
Configurations
123456 2023-03-1011:00 David shuma Enterprises 20,000.00 ©
Show Entries Showing 1to 8 of 20 entries Previous 1 2 . 8 9 Next
Al rights re
Bango Primary School ] L >
Payable Transactions
Dashboard - Transactions
suppliers/vendo Other Payments
pPending Approval Disbursed Declined Failed
Charges
Parent Accounts
Request ID Date Requested Payment To Amount (KES) Status Action
123456 2023-03-10 :00 David Shuma Enterprises 20,000.00 ® ®
Inputter
Ann 006 2023-03-10 1100
Level 1 Approval
Level 2 Approval
Level 3 Approval
Configurati 2023-03-10 11:00 Jarmaa supplies 20,000.00 © €3]
2023-03-10 N:00 Jamaa Supplies 10,000.00 @ ®
3-10 11:00 Jamaa Supplies 10,000.00 ® ®
2023-03-10 N:00 David shuma I'r"\VC\'r!r’is:r‘!: 10,000.00 (Z; (s:cj
Il rights reserved. v
2023-03-10 1:00 David Shuma Enterpris 10,000.00 © ®
2023-03-10 I:00 David Shuma Enterprises 20,000.00 @ ®
Show Entries showing 1 to & of 20 entries Previous 1 2 - 8 E) Next

e Click on the specific transaction to preview it.

e After reviewing the details, click the 'Approve' button to approve the payment.
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Bango Primary School v & N [

< Preview Payable Transaction

Dashboard

Dashboard Transactions Preview Transaction
Approval History 3 Pending
Request ID: Requested On None
sanvcs Shargss 123456 2023-01-02 T1:00

Supplier Details

Payment To: David Shuma Enterprises
Armount: KES 90,000.00
Bank KCB Bank

Transactions Transaction Details

Reports Transaction Type:  Internal KCB Bank Transfer (IF)
Debit Account: KCB Bank 01234567890
Description: May payments
Payment Setup
Attachments
Configurations " ) 3
Receipt1234124ixxa jpg © Preview

pecline }

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

< Verification

Dashboard Suppliers/Vendors Edlit Supplier/vendor Verification

Stepl1of 2

We need to confirm that it's you

Enter your login PIN below.

Show Pin

cancel

Paymen

configurations

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

e Click the 'Verify' button to confirm.
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5§ Doshboard
M Users

M Business

*= Grades & Streams
& Bank Statements

¥ Student Promotion

9 FParants Accounts

9 Payoblas
B General Ledger Acc:
E Services
- Invantory
& ros
B Tiansactions
) Reports

Configuration

yAsle,

Power Academy @ 2) (@) (@

¢ Verification

Doshboard + Payment Setup

step 2of 2

We've sent a 6-digit One-Time Pin to

Your emall jud*****12@gmailcom & WhatsApp 254888%****11

Resend

o 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.

Configurations

Bango Primary School ~ A o b

N Transaction approved successfully!
Payable Transactions

Dashbodrd Transactions

suppliers/Vendors Other Payments

Pending Approval Disbursed Declined Failed
Request ID Date Requested Payment To Amount (KES) Status Action
123456 2023-03-10 .00 David Shuma Enterprises 20,000.00 Approved
123456 2023-03-10 11:00 Jamaa supplies 20,000.00 @ ®
123456 2023-03-10 11:00 Jamaa Supplies 10,000.00 @ 5]
123456 2023-03-10 11:00 Jamaa Supplies 10,000.00 @ G
123456 2023-03-10 1:00 David Shuma Enterprises 10,000.00 ® ®
123456 2023-03-10 .00 David Shuma Enterprises 10,000.00 ® ®
123456 2023-03-10 1:00 David Shuma Enterprises 20,000.00 ® @
Show Entries Showing 1to & of 20 antries Previous 1 2 - a8 9 Next

e From the Approval History an activity log will show you have approved the transaction

and it will wait for others to approve.

Page | 58



yAsle,

Bango Primary School v & A [

Payable Transactions

Dashboard .
Dashboard Transactions

Users

suppliers/Vendors Other Payments
Bu ) I
Pending Approval Disbursed Declined Failed
Service Charges
Parent Accounts
Request ID Date Requested Payment To Amount (KES) Status Action
123456 2023-03-10 1:00 David Shuma Enterprises 20,000.00 Approved
Inputter
Ann 006 2023-03-10 .00
Reports Level 1 Approval Completed
Joan(You) 007 Approved

Sms
Level 2 Approval

Payment Setup Level 3 Approval

Configurations

123456 2023-03-10 11:00 Jamaa Supplies 20,000.00 © ®
123456 2023-03-10 1:00 Jamaa Supplies 10,000.00 @ &
123456 2023-03-10 1:00 Jamaa Supplies 10,000.00 ©@ @
123456 2023-03-10 N:00 David Shuma Enterprises 10,000.00 © )]
Show Entries Showing 1 to 8 of 20 entries Previous 1 2 8 9 Next

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

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

If successfully disbursed, transaction moves to “Disbursed” Tab.

Transaction completed and Funds disbursed to Supplier’s account.
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Bango Primary School v A L &

Payable Transactions

Dashboard

Dashboard Transactions
Suppl ers/Vendors Other Payments
Pending Approval Disbursed Declined Failed
Request ID Date Requested Payment To Amount (KES) Status Date Disbursed
123456 2023-03-10 11:00 David Shuma Enterprises 20,000.00 Disbursed 23-03-10 11:00
123458 2023-03-10 11:00 Jamaa Supplies 20,000.00 Disbursed 2023-03-1011:00
Transactions
123456 2023-03-1011:00 Jamaa Supplies 10,000.00 Disbursed 2023-03-10 11:00
orts
123458 2023-03-10 11:.00 Jamaa Supplies 10,000.00 Disbursed 2023-03-10 11:00
123456 2023-03-10 11:00 David Shuma Enterprises 10,000.00 Disbursed 2023-03-1011:00
123456 2023-03-1011:00 David Shuma Enterprises 10,000.00 Disbursed 2023-03-1011:00
123456 2023-03-1011:00 David shuma Enterprises 20,000.00 Disbursed 2023-03-10 11:00
Show Entries Showing 1to 8 of 20 entries Previous 1 2 . 8 9 Next
Bango Primary School v A 4 >

< Preview Payable Transaction

Dashboard
Dashboard Transactions Preview Transaction

Status: Disbursed

Approval History 0 Pending

Request ID: Requested On Amount disbursed successfully.
123456 2023-01-02 .00 2023-11-2023 13:00

Joan 008 approved the transaction request.
Supplier Details 2023-11-2023 13:00
Payment To: David Shuma Enterprises Isaac 008 approved the transaction request.
Armount: KES 90,000.00 2023-11-202313:00
Bank KCB Bank

Transactions Transaction Details

Transaction Type:  Internal KCB Bank Transfer (IF)

Debit Account: KCB Bank 01234567890

Description: May payments

Attachments

Receipti2341241xxa.jpg ® Preview
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How to Pay Other Payments

yAsle,

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.

For Inputters:

e Visit http://web.zed.business and log in to your Zed account.

e From the menu select 'Payables' and choose 'Other Payments’.

e C(Click the ‘Raise Payment’ button.

Dashboard

Users

Busine

Service Charges

Parent Accounts

Payables

Configurations

Zed. All rights re:

e Select the payee and the account to pay them to.

Bango Primary School v
Other Payments
Dashboard Other Payments

Active Suspended

Name

John Doe
Maricin Ann
Simple Joe
Mary L

Tom Sam
Mathew Tom

Kate Lui

Mobile No

+264712345678

+254712245633

+254712245633

+264712245633

+254712245633

+264712245633

+254712245633

Show Entries showing 1 to 8 of 20 entries

AR Lo Bk

Add Payee Raise Payment

Email

johndoe@mcil.com

marian.ann@mail.com

simple.joe@mail.com

mary.li@mail.com

tom.sam32@mail.com

mathewtom@mail.com

kate.lui@mail.com

Previous 1 2

Action
V-
s &
V-
/ (="}
V-
/ (DZ
V-
8 9 Next
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http://web.zed.business/

Dashboard

Parent Ac

Payabl

Configurations

e Click ‘Add ltems’, select the products,

Bango Primary School
< Raise Payment
Dashboard Other Payments

Payee Details

select Payee*

John Doe

Invoice Items

Raise Payment

Send To*
KCB Bank (00112233445568)

(® Additems

Add items to invoice and preview them here!

| Attach animage

e C(lick ‘Add Invoice’.

Dashboard

Payment Setup

Configurations

Upload File

[ Cancel

Bango Primary School

<{ Add Item

Dashboard Other Payments

Raise Payment Add Item

Select category to display products

Cocktails

Beer

Stationery

Gin

Vodka

Whisky

Wine

Pure Drinking Water

Products: 1

Product Name

A4 Maths Books

Ad Writing Books

Bic Red Pen

Bic Blue Pen

Bic Black Pen

HB Pencils

Staples

Stapler

Price (KES)

yAsle,

AL @

indicate the quantity and click ‘Add’.

AR Lo B

Total: KES 2,000.00

Quantity Total (KES)

2000

e |
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™ Business

D 76d Pocket Monay

[ payment Set-up

= Grades & Streams
Bank Statements

) student Promation

B suoff

9 Parants Accounts

a

Raise Payment

Suppliers/Vendors

Approvers
Transcations
Supplier | Vendor Invoices

B ceneral Ledger Account

B Business

B 7ed Pocket Money

[ payment Set-up

= Grades & Streoms
Bank Statements

& student Promation

B swff

9 Farents Accounts

(2]

Raise Poyment

Suppliers/Vendors

Approvers
Transcations

Supplier [ Vendor Invoices

@ General Ledger Account

E Services

Power Academy

Raise Payment

d « Other Paymants

Payee Details

tPayes !

Marge Simpsan KCB 1279287799 .
Invoice item © Add items
tems:1 Totak KES : KES 1,600.00

Flour 1500 i
Attach an Image upload File

Power Academy

Raise Payment

Dashboard « Other Payments ransaction [
Payee Detnils
Payment To : Marge Simpson
Amount KES 1600.00
Payment Mode KCE 1278287739
Transaction Details

Transcation Type

Select Transaction Type -
Account To Debit

Select Account To Debit -

Description

R AYMENT

Fill in the Transaction type, Account to Debit and Description.

Click ‘Raise Payment’.

£E

@QQD

@Rm[..
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Bango Primary School R Lo =

<{ Transaction Details

Dashboard Other Payments Raise Payment Transaction Details

Payee Details

pPayment To: John Doe
Amount: KES 6,000.00
BRI AR pPayment Mode KCB Bank (00112233445566)

Parent Accounts
ot Acee Transaction Details

Transaction Type*

Internal KCB Funds Transfer (IF)

Account To Debit*

KCB Bank: 01234567890

Description*

John Doe

roments cancel

Configurati

All right:

Bango Primary School v AR o [

t request raised successfullyl X

Other Payments

Dashboard Other Payments

Raise Payment

Active Suspended

Name Mobile No Emil Action
Parent Accounts

John Doe +254712345878 jehndoe@mail.com 7 2
Payables (=

Marian Ann +2654712245633 marian.ann@mail.com v &

simple Joe +254712245633 simple joe@mail.com s 5%

Mary Li +054712245633 maryli@mail.com V=N

Tom Sam +254712245633 tom.sam32@mail.com s %

Mathew Tom +254712245633 mathewtom@mail.com v &
Payment Setup

Kate Lui +254712245633 kate.lui@mail.com s 5

nfigurati
Show Entries sShowing 1to 8 of 20 entries Previous 1 2 . 8 9 Next

ed. All right;

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

their attention.
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yAsle,

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:

e Visit http://web.zed.business and log in to your Zed account.

e Click 'Payables' and select ‘“Transactions’.

e Under 'Other Payments' you'll find the payment request listed under the 'Pending’

column.

B Business Power Academy @ JACH -

5 7ed Pocket Money

@ payment Set-up Payable Transactions

Dashboard ransoctions
i Grodes & Streams

& Bonk Statements

B student Promotion

Pending Disbursed Declined Falled
Approval
B stofi
9 Parents Accounts -
Q
a
P — Request ID Date Requasted Payment To Amount (KES) Status
Suppliers/Vendors 0 v ms 13122023 16124 Marge Simpson KES 150000
Other Payments
v F1350 08/12/2023 115226 Marge Simpson KES1,000.00

Approvars
ons Rows par page: 10 = n-20f2 ¢

Supplier [ Vendor Invoicas

e Approver can preview the transaction by clicking on it.
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http://web.zed.business/

Business Power Academy

Zed Pocket Money

Payment Set-up

Das d

Grades & Streams

Bank Statements

Request ID
€ student Promotion FT3s0
B stoff
Payes Detnils
© parents Accounts
Name
[«
. Amount
Raise Payment
Bank Name -

Suppliers/Vendors

Other Payments Transcation Details

Approvers Transaction Type:

Transcations Dabit Account:

Supplie -
Supplier [ Vender Invoices Desecaipion:

@ General Ledger Account
= Attochment
B services

E Inventory

ransactions © Praview T

£ Preview Payable Transactions
ar

Request On

08/12/2023 15226

Marge Simpsan

KES 1000

254708753016

Mobile Money

KCE 1291

Transport

yAsle,

T

Activity History

Judy has created a Payee Payment transaction {FT350} for
amount {Ksh 1000}

Your transaction request has been submitted to Bank
successfully

e After previewing, tick the checkbox and click ‘Approve’.

Business Power Academy

Zed Packet Monay

Payable Transactions

Payment Set-up

Grades & Streams

Supplie

M Bank statements

€ Student Promotion Pending

Disbursed Declined
Approval
B suoff
O parents Accounts -
9
Roise Payment o uasted
Suppliers/Vendors v s 13122023 167124
Other Payments
v F1350 08/12/2023 115226

Approvers

Supplier / Vendor Invoices
a General Ledger Account

E Services

-] Inventory

Failed

Payment To

Marge Simpson

Margs Simpson

@QQB

Amount (KES) Status
KES1,600.00
KES1,00000
Rows perpage: 10 = N-20f2 <

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

Dashboard

< Verification

Dashbodard suppliers/vendors Edit Supplier/vendor Verification

Steplof 2

We need to confirm that it's you

Enter your login PIN below.

Show Pin

caneel

e A 6-digit verification code will be sent to the approver's email.

e Input the received code into the designated field for verification.

5 Dashboard Power Academy @ HQE
2% Users
ol AL < Verification
Dashboard + Fayment Setup
step 20f 2
*= Grades & Streams
& pank Statements
© student Promotion We've sent a 6-digit One-Time Pin to
9 — . four email jud***** 12@gmail.com & WhatsApp 25488811

9 Payables v
B8 General Ledger Account

E Services
Resend

- Inventory

8 ros
B Transactions

2 Reports

@ Configuration

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

notification of the same will be sent to other approvers.
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yAsle,

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

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

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

If successfully disbursed, transaction moves to “Disbursed™ Tab.

® Business Power Academy @ IR -
Zed Pocket Money

Paymant Set-up Payable Transactions

~ Grades & Streams

Supplie

Bank statements

Student Promotion Pending Approval Disbursed Declined Failled
Staff
Q Search business
Parents Accounts et search business
Request ID Date Requested Payment To Amount (KES) Status Date Disbursed
Raise Payment
v 353 13/12/2023 16124 Margs Simpsan KES 1600.00 Disbursed 13/12/2022 16:1:24
Suppliers/Vendors
Other Payments Rowsperpager 10+ T-lafl ¢
Approvers
Supplier { Vendor Invoices
@ General Ladger Account
E Services ~
Business hd Power Academy @ Rle B>

Zed Pocket Monsy v

£ Preview Payable Transactions
Paymant Set-up

Dashiboard * Transactions © Preview Transactions
= Grades & Streams Status * Transaction procassed and funds disbursed to the account Activity History
successfully
Bank Statements Judy has created a Payee Payment transaction {F1353} for
amount {Ksh 1600}
. Request ID Request On e s
Student Promotion 3/12/2023 16M:24
FTIsS3 1Bhiz{2023 164124
stoft Judy a Super approver has approved a Payee Payment
transaction FT353 for amount Ksh 1600
af 3 16:23:26
Parents Accounts v Payee Details
‘Your transaction request has been submitted to Bank
s A Name Marge Simpson ssfull
Raise Payment
Amount KES 1600
Your transaction hos been processed and Funds disbursed ta
Suppliers/vendors R unt successfully.
Bank Name KCB 1279287799 5

Other Payments
Transcation Details
Appravers

Transaction Type Intemal KCE Funds transfer
Transcations

Debit Account:

Supplier [ Vendor Invoices

Dascription: Payment
B General Ledger Account

B s Attachment
Services ~

& inventory v
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yAsle,

General Ledger

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

*  This is for those who are using the Zed Accounting module.
Creating a GL Account on Zed's web portal is straightforward:

i. Loginto Zed, then select 'General Ledger Account' from the menu.
ii.  Click the 'Add New' button.

/_ed Zambeto High School 'E=Q| AR E

53 Doshboard

Branch:
# Business
D) Zed-Payit New Total Students with Paid Unpaid
Students Students Balances Invoices Invoices N
Payment Set-u
(1Y) Gt 1 8 8 KES 163.00 KES 4,802.00
Grades & Streams 1 4 1 44 Invoices 87 Invoices
Parents/Guardians Parents/Guardians Parents/Guardians
& Bank Stotements
Transaction Summary Last 7 Days
£ Student Promotion Calender {2023 »
No Payment Data
@ Porents Accounts v sanuary sten Fabruary ot Moreh ot april
|B Genaral Ladger Account
KES 0.00 KES 0.00 KES 0.00 KES D.00
B services
Recent Invoices
‘B Inventory
May ot June July ata August
B ros o h o
& Transoction: KES 0.00 KES 0.00 KES 5.00 KES 1200
soctions
Reports
Seplember ol October November ot December
‘Configuration Ao L t AmnoL
KEST9.00 KES 276.00 KES 0.00 KES 0.00
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Zambeto High School B * @B

General Ledger Account

# Business Dashboard -~ General Ledger Account Add New
B Zed-Payit

Q
[E Payment Set-up
= Grades & Streams

Category Name Classification Action
hd Bank Statements

P ~

o . adminlstrativa Exponses (Epenzal arpanza
0 Student Promotion “
(@) Bermlessn R — covees 7
2] Tution r
B services Tuion (incama) revsun 7
B rentory S s
£ pos P — - 7 v

B Transacti
) Reports

3 Configuration

iii.  In the provided fields, enter the Name, Code, and Classification for your GL account.

Zambeto High Scheol

RGN

Dashboard - General Ledger Account - Add Account
Dashboard

¢ Account Details
Business

]
B Zed-Payit Hame*

[E] Payment Set-up

Code*
*= Grades & Streams

Bank Statements ~
Classification -

£ Student Promotion

@O Parents Accounts

2]

B services

@ Inventary
B ros

B Transactions
) Reports

&} Configuration
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/ed zambeto High School R

Dashboard  Generol Ledger Account ~ Add Account
53 Dashboard

£ Account Details
# Business
Hame

D) Zed-Payit Bank Loan
[ Payment Set-up

i= Grades & Streams

= Ciass Meation
& Bonk Statements
Expense

€ Student Promotion

@ Parents Accounts

B Ge

B services

B nventory
B pos

B Transactions
) Reports

82 Configuration

iv.  Save your changes by clicking the 'Add' button, and your General Ledger account will be
created successfully.
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