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INTRODUCTION

The First MicroFinanceBank — Afghanistan (FMFB-A) Bank, Online Banking application is an online banking
solution for customers that have accounts with us and whom would like to manage their accounts, initiate
money transfers, payments, manage their day to day banking activities etc.

This document is prepared to guide our customers for Local Online Banking Services. If this document could
not help you out with your problem, you could always contact our helpdesk, from 9:00 AM to 04:00 PM
during weekdays, and from 9:00 AM to 01:00 PM on Thursdays.

All the information that are present in the screenshots do not represent real values, entities, people etc.
Customers are responsible for every transaction they execute through the system and they are responsible
to make sure that this document is up to date. FMFB-A does not accept any responsibility by offering this
guide to its customers and keeps its rights to change this document anytime without informing any of the
customers.

IMPORTANT BEFORE YOU START

To start using FMFB-A Online Banking platform, you should have completed the necessary forms in order for
login Username (your Customer ID Number or a 9-digit long humber) to be registered for Online Banking, a
Onetime Password (OTP) to be generated, and to be sent to your email address registered with the bank. If
you did not fill in the forms yet, please contact FMFB-A helpdesk or visit your nearest branch in order to get
the forms filled.

If you have received your login Username, and Onetime Password (OTP), you should login (activate) within
30 days. If you would not do so, you would need a new OTP generated for you. After your first login
(activation), you would determine your own password. Please do not share your login details with anyone,
FMFB-A does not accept any responsibility for such problems that might occur because of login details. If you
think your account information is used by someone else, immediately contact FMFB-A helpdesk.

It is important for the following activities to take place before you can access our Online Banking services:
e You have opened at least one Corporate/Business Account with FMFB-A,
e You have completed the Online Banking application form for Corporate/Business Customers,
e You have an active and registered email address with FMFB-A,
e And you have received an email that contains your Login Username and Onetime Password (OTP).

1. FMFB-A ONLINE BANKING

You can visit The First MicrofinanceBank — Afghanistan Online Banking by entering the below URL directly in
your browser:

https://ebanking.fmfb.com.af/

Or
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Visit The First MicrofinanceBank — Afghanistan public website and click on the ‘Online Banking’ link/tab as
illustrated in the given image below:
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AT FMFB-A WE VALUE OUR CUSTOMERS
AND STRIVE FOR EXCELLENT SERVICE!

Recently FMFB-A established Complaint Management Unit to enhance service
quality in order to deliver best quality services and address customer grievance,
complaints and financial disputes.

Clients can share their complaints, arievances. and suaaestions throuah

Click on “ONLINE BANKING” button on the top-right-corner of the screen as shown in the above figure, then

you would face the online banking home page:

ﬁmebaﬁkingfmfb.com,af_»-‘m.w.‘u e=home ® @ ¥ 0 :
X

— | Connection is secure Login \/

Your information (for example, passwords or credit

card numbers) is private when it is sent to this site,

Learn more

@ Location Block -

- Certificate (Vafid)
— r
S Cookies (2 in use)
r-r ey
A
I Site seltings

Tools & Calculator

For the security of your account and information, Online Banking is running on Secure Sockets Layer and all
communications are encrypted between the client and the server. Login to the application only if the browser

is having the green bar and running on https which is an indicator that the site is safe and secure. You can

check this by clicking on the icon as show in the above figure.
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2. FIRST-TIME LOGIN/ACTIVATION

If you’re logging-in to the Online Banking Application for the first time, you would be required to complete
a few extra steps compared to users who completed activation before.

— 16 A% MarcFrensaticns
= e S s b STy ) Login v/
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b“@ry-_v'g‘_ . — -
! e — =

L S — ~-L-«uu*‘~~ .
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Tools & Calculator
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LOANS TERM ELIGISILITY FOREIGN

DEPOSITS EXCHANGE

Locale a Branch

About TMIR-A egal Hedpful | ks

Subrsl

Copyright 45 2006. 2017.The First MicrarinanceDank Afghanisian, All Aights reserved. | Securtty Information | Tenme and Conditions:

Click on “Login” button on the top-right-corner of the screen as shown in the above figure, then you would
face the Login window:

The First MicroFinancesank
5258 o 4m A S Gl

henk with a sockal mission’

Fergat Userrame | Forgot Password

After registering for our Online Banking application, a Username will be created for you and also a Onetime
Password (OTP) sent to your active and registered email address that you provided to the bank.

As shown in the above figure, enter your Username and Onetime Password accordingly and click on
to proceed. if it is your first login, then you would face the following pages to activate your account:
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Login »
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YO Haseword can ;
~ Have 8 to 15 characters
~ Have uppercase (Minimum 1 mandatory)
~ Have lowercase (Minimum 1 mandatory)

~ Have numbers (Minimum 1 mandatory)

~ Have special characters (Minimum 1
mandatary) {Allowed characters are @ #.5)

> Not comtain consecutive characters more than
2

> Not contain identical characters more than 2

~ Mot be a common password

Copynaht © 2008, 2017, 1Rt Frst Mico-mancobank, Alghanistan. All ighis rescrved. | Scounty Infermeaben | fenmes and Condrions

You will be asked to replace your Onetime Password with a new one. Please read the password instructions
at the right side of the screen as a guideline on setting up a new password. To generate a new password, you
must enter your Onetime Password in the “Current Password” field followed by “New Password” and “Re-

enter Password” fields as shown in the above figure. Once entered, click on then you would face the

following page:

— T ArT Wicofnarceans
S gk main Sy el
bl v

Login-»r

Change Password

Meass rlick balow ta lngin

P [

CopyTight 1 2006, 2017.The Irst pICroFInance Bank Afghankian. Al ants rescncd, | Scoorty Infematon | Tenms and Conditons

. . Logi o
The success message will appear, click on to complete the rest of the activation stages:
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Happy Banking!!!
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Please read “Terms and Conditions” carefully and then proceed by scrolling down and click on ,
then you would face the following page:

Happy Banking!!!

User Security Question

SECUATy quostieng may b
awhenticaton far

nuastions can b

Minynu want to set tham wp now?

Note

Swcuriny queshions works ws e gddsd laya ol
5 prolacliog your acoounl againgl

* ANEWRIT, That arn dthon s o ol

“h yoas have nod
o social media sites

For the security of your account, you are required to answer a set of security questions. Click on
as shown in the above figure, you would face the following page:
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It is mandatory to fill all 5 security questions. Please select a question for each field that you find appropriate
to answer. Make sure that you remember your answers word for word as this will be required for the verification

and security of your account when needed. After you fill the empty fields, proceed by clicking on as
shown in the above figure, then you would face the following page:

Happy Banking!!!

_ ] Lvwnicad Hrolic
B =

Persansl Informatan

s At ]

Cantact Infarmation

[EET e ey TR &
1 Ml -
Azl Murids (b ko o

—) [

Copyright € 2006, 2017, The First MicroFinanceBank. nfghanistan. All ights reserved. | Sacuity Information | Temms and Condhions

The above page is for the confirmation of your contact details. If you find your contact information

4

missing/incorrect, then you can edit and fill out the details by clicking on icons as shown in the above

figure. Confirm by clicking on . At this stage you have successfully activated your Online Banking
Account.
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3. HOME PAGE/DASHBOARD

“‘Dashboard” is your first landing page that you view after logging in. It displays the summary of all your
accounts in a single screen. It also allows you to access the various functions quickly without going into the
toggle menu.

3.1DASHBOARD HEADER

In the upper side of the main screen you can see the following icons which will remain throughout your Online
Banking session. The icons/functions main modules are explained in detail in the following chapters.

Shows your most recent
activities

p— The First MicreFinance3ank w
—| i it P elcome, q!
e | RS gl a8l Q E‘q Last login 02 Sep 12:48 P .

‘b wil'1 o seoial msson’

Click down arrow
Click this icon to search the icon to see the

transactions. following options:

Click the Toggle
Menu to access the
transactions menu.

dh Fofle . ~lick this

Click this icon to go to

: — : _ icon to go to your
Click this icon will the Mailbox screen. account profile.
always take you to the
main screen/dashboard. @ togat . Slick this

icon to logout from
the application.

3.2VIEWER DASHBOARD

Viewer Dashboard service provides the top management of any corporate with a consolidated and easy to
understand view of their business immediately after logging in. This helps them to take speedy and accurate
decisions to meet their short term and long-term business goals. To access Viewer Dashboard please follow
the following steps:

The: First MicoFnonceRank
— Ha b by
=& Tha

wak

Dashboard

Financial Overview Position
Net Worth
AFN23,678,234.78 |
Assets AN -
W Cunrent & Savings
larm lleposits uso Il

B Loans ard Finances

B Currenl B Savitngs Gyer ral

Current & Savings Term Deposits

2 Total

Click on the toggle menu or — icon to open the menu as shown in the image given below
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|&% File Upload »
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T Help
(D About

Click on the dropdown menu or icon to open the menu and select “Viewer” from the list as shown in the
above image. By doing so, your Viewer Dashboard screen will appear as shown in the image below.
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Qe st I
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atmty L [ Q
P E—— P T e
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ity bl e ' &ty oz 1 e o
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w b I
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3.2.1 Viewer Dashboard Widgets

Financial Overviews Widget — The section provides a graphical representation of the distribution of assets
and liabilities across the Current and Savings Accounts, Term Deposits & Loans accounts held with the bank.
It also displays the total amount of assets, liabilities and the Net Worth. Account types displayed in the section
include CASA, term deposits, and loans.

Position by Currency Widget — The section displays currency wise position of user’s assets and liabilities
in the form of a bar graph. Each bar represents one currency.

Account Summary Widget — Click Download to download the account summary of Current and Savings/

Term Deposit/ Loan accounts. Click < : K, > or Mo navigate across page of account summary.
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Reports Widget — The latest reports mapped and generated under a party/ parties mapped to the logged in
user are listed in this section. Click View All to view all the reports generated.

Activity Log Widget — The latest activity logs are displayed on the viewer’s dashboard. It is divided into two
fields broadly: Financial / Non-Financial.

The logged in user can view the transaction summary with respective statuses and details.

o Financial: This displays the financial transactions initiated by the maker.
e Non-Financial: This displays the non-financial transactions initiated by the maker.

3.3MAKER DASHBOARD

Maker Dashboard is designed to cater to the corporate users who are the transaction executors. An option
of Quick Links has been provided on the Dashboard for an easy access to some of the more commonly used
features in the system along with the few important features like account details, activity log etc.

IMPORTANT: This feature is only available for those accounts with dual/multiple signatories assigned to their
account - To access your Maker’s Dashboard you need to login into your Initiators/Makers account user.

l The First timmFnons =Rark

= g8 sl e 38U, sl

Dashboard

Financial Overview Paosition
Net Worth
AFN23,678234.78 |
Assels AFN -
W Cunrenl & Savings
larm Lieposits usD Il

W | 0ans and Finances

B Currenl & Savirugs Cver Diall

Term Depasits

Your current vicw is

Maker

rgL Accounts >

Paymenis >

El

3

% Fite Ugload 3

Reports >

Account Selinus >

Rzl Do >

ATMiDranch Locator

Tclp

Q@ @ M & @

About

Click on the dropdown menu or icon to open the menu and select “Maker” from the list as shown in the
above image. By doing so, your Maker Dashboard screen will appear as shown in the image below.
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3.3.1 Maker Dashboard Widgets
Account Summary Widget — Click Download to download the account summary of Current and Savings/

Term Deposit/ Loan accounts. Click < , K, > or Mo navigate across page of account summary.

Work Snapshot for Today Widget — This section displays the work snapshot of the current day of the logged
in user along with the count of transactions with specific statuses (processed, In-progress, Rejected).

The widget displays the count of transactions as on the current system date as per their status as follows:

e Processed: Displays the count of transactions that are approved as on the current system date.
e In Progress: Displays the count of transactions that are initiated as on the current system date.
e Rejected: Displays the count of transactions that are rejected as on the current system date.

Notifications Widget — The notification section allows the corporate user to view latest four notifications sent
by the bank. Click View All to view all the notifications sent by the bank. Also, total count of unread notifications
is shown on the screen.

Last 5 Payments Widget — The section displays the last five payments initiated by the corporate user with
the respective statuses on the dashboard.

Quick Links Widget — This widget gives you a quick access the following transactions:

Own Account Transfer

Adhoc Payment

File Upload

Funds Transfer Domestic Payments
Issue Draft

Uploaded Files Inquiry

Bulk File Upload Widget — The section allows the user to upload a bulk file directly from the dashboard.

Activity Log Widget — The latest activity logs are displayed on the viewer’'s dashboard. It is divided into two
fields broadly: Financial / Non-Financial.
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The logged in user can view the transaction summary with respective statuses and details.

o Financial: This displays the financial transactions initiated by the maker.
e Non-Financial: This displays the non-financial transactions initiated by the maker.

3.4APPROVER DASHBOARD

This dashboard is available for corporate users whose significant responsibility is of approving the
transactions. Approver has the responsibility to ensure correctness of financial or non-financial transaction as
per the bank and corporate mandate, to ensure speedy and accurate processing.

IMPORTANT: This feature is only available for those accounts with dual/multiple signatories assigned to their
account - To access your Approver’s Dashboard you need to login info your Approvers account user.

l The: First IimoFmans =Rank

= s e Sl

O Al 5 bR Y R

Dashboard

Financial Overview Position

Net Worth
AFN23,678,234.78
Assels AFN
B Cunenl & Savings
larm Daposits usp

B Loans and Finances

B anenl & Savinggs Cwer [hall

Term Deposiis

Click on the toggle menu or = icon to open the menu as shown in the image given below

Ther F st MicinFinancaRonk
e e e S
Tk whh e o

Your current view is

Approver

‘Qp Accounts
E) Paymenis
[E% File Upload
Repors

@ Account Settings

iy

Mail Box

<@

ATM/Branch Locator

®

Help

(D About

Click on the dropdown menu or icon to open the menu and select “Approver” from the list as shown in
the above image. By doing so, your Approver Dashboard screen will appear as shown in the image below.
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3.4.1 Approval Dashboard Widgets

Notifications Widget — The natification section allows the corporate approver to view last four notifications
sent by the bank. Click View All to view all the notifications sent by the bank. User can also click on the specific
notification to see the details.

Pending for Action Widget — This section displays the summary of all the Financial and Non-Financial
transactions that are pending for approval by the corporate approver user in a graphical form. The transactions
are grouped by module name and provides a quick view of transactions that are needed to be approved.

Quick Links Widget — This widget gives you a quick access the following transactions:

Own Account Transfer

Adhoc Payment

File Upload

Funds Transfer Domestic Payments
Issue Draft

Uploaded Files Inquiry

Pending for Approval Widget — This section displays the details of transactions that are initiated by the
maker and are pending for approval. It is briefly classified into two broad categories a) Financial and b) Non-
Financial. User can click each tab to view the details of transactions that are pending for approvals.

Click the reference number link to view, approve or reject the transaction. User can also select multiple records
from the summary and approve or reject the transactions.

My Approved List Widget — This section displays the details of transactions and their status that have been
approved by the approver user. Click each tab to view the snapshot of transactions already approved.

Click the Reference Number link to view the detailed transaction.

Click Download to download the summary of transactions approved by the approver user.
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Account Summary Widget — Click Download to download the account summary of Current and Savings/

Term Deposit/ Loan accounts. Click < : K, > or Ao navigate across page of account summary.

4. ACCESSING ACCOUNTS

4.1 ACCOUNT OVERVIEW

Account Overview provides a summary of the accounts. The dashboard displays the consolidated balance
available in all accounts. It also displays the total number of accounts available to the user.

4

E 52 E:. :-:'smt-:rl::i."rfnmﬁﬁﬂnrk % ;;d?:,r’,ﬁ“?’
- Your current view ks
Dashhoard s
Financial Overview Position
Met Worth 8, Accounts
AFN23 678,234,783 |
Assets AFN - & Payments
I Cunrenl & Suvings 4 .
lerm lleposits ush il o
ERLETTE
@ Account Selttings
B [oans ard Finances
W Canenl & Savinegs Cwen [nal & Mail Box
@  ATMEranch Locator
Curmrent & Savings Term Deposits @ Hele
2 Total Accounis )
(:) About
Click on the toggle menu or = icon to access Accounts - menu consists of sub menu items like
your accounts. Current and Savings, Term Deposits and Loans and

Finances accounts. To navigate to the respective
account related transactions, click on “Accounts”.

Trax Frat MicrosironceRank Thiez Firsl WBCoFinorcoBork,
b4 e le s S 0

X Sa gl sl da d S w

ik it o et

Your current view is Your current view is

= Viewer
Viewer

< Currentand Sa...
Accounts

Overview
Current and Savings >
Chegus Slatus Inguiry
Term Deposils >
Chegus Book Requasl
Stop/Unblock Chequa
Request Statament
To see your account overview, click on “Current Click on “Account Overview”, as shown in the
and Savings” menu as shown in the above above figure, to proceed to the following page:

figure. The same function applies for your “Term
Deposits” and “Loans and Finances” accounts.
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na Fie Mco-nancsBank Py
— £ e A o il Welcome)|
== T a E"g L2t logn D9 Apr 01 15 Ph

Savings & Current

Ouick Links Forax Calculator
= E a;' AFD ~ AFN o
Cheque Status StopvUnblock
nyuiry Chague B Calculate Rate
-, Amount
»—:-:|I
= AEDT.00
Cheque Book Request Statemant B 1ALC=CATN
Request
Accounts Summary
Party Namz Account Number Azcount Type “at Ealance
I Surent £omorate Account Current Account AFNG1,579.52
KRNI KNH
Current Corporata Account o
| 2 4 r
[ | Current Ascount $310,786 12
Page 1 of1 (1-Zof 2 items) 1 Download

Copynght @ 2018, Tha First MicroFinancaHank Afghanstan All nghts resarviad | Securty Information | Tarms and Condrions

3.4.1 Account Overview Widgets
Quick Links Widget — This widget gives you a quick access the following transactions:

e Stop/Unblock Cheque
e Cheque Status Inquiry
e Request Cheque Book
e Request Statement

Forex Calculator Widget — This section allows users to calculate foreign exchange conversion rates.
Accounts Summary Widget — This section displays summary of all accounts. The application fetches details

for all accounts linked to the logged in user. View account details such as party name, account number,
product name, and net balance in the summary of accounts.

4.2 ACCOUNT DETAILS
This page provides basic information about the accounts, as well as balances and limits in the accounts. To

access your account details, go to your Account Overview page. To access this page, follow the instructions
provided in section 4.1 of the manual.
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na Her MicionnanceBank
— i 8 i § B
S—— o W @ Ho0 T

Q, Mﬂ Welcome,

I -
Last lagn B Apr 01 5 PH

Savings & Current

Cheque Book

Request Statemeant

W1ALC=CArY

Quick Links Forax Calculator
== e = AED w AFN w
5 gi E@l
Cheque Status StopvUnblock
nyity Chague B Cakulate Rate
-l = Amount
= f I_E AED1.00

Request
Accounts Summary
Party Namsz Account Number Account Type “at Ealance
| Current Cerporata Account Currant Ascount AFNG1,579.52
soeoooooo il
_ Curreni Corporate Account T . i
ST~ Current Ascount $310,786 12
Page 1 of 1 [{1-2of 2 items) 1 Download

Copynght @ 2048, Tha First MicroFinancaRank Afghanistan All nghts resarviad | Securty Information | Tarms and Condrions

To see your account details, click on one of your accounts highlighted in blue text from “Account Number”
column as shown in the above figure. The same function applies for your “Term Deposits” and “Loans and
Finances” accounts. You will face the following page:

The First MicroFinarzeRard

— O R S T Q gﬂ Wiluome,

Lzet lagin 0% Apr 0115 PM

Account Details

Seloot Account
, prraseretteet | ~
Balance : AFNG1,579.52

Freduct Mame

Current Corporate Account

v (—:i—) Add Nickname

Account Info Balances Limits

Leneunt Typo Ayailable Nalance (e | irnit

Current Account AFMNE1,579.52 AFMN0.00

Swccanl Currsney sl T mroe Autvanee Against Lbclssed Dunds | imil
AFN AFNE1,579.52 AFMO.00

Meeean! Braneh Aamizand Cn el ey AT W bl

Commercial Branch Shahre-Maw, Anzari AFNC.O0 AFMNO.00

Square, Dpposite Mar Mar Hotel, Zone 4, : i

Afghanistan Unclearss saance Minirmum Salance lequires

AFNO.0D AFNS,000.00

Secount Btaius

Active

From the above image, you can set nicknames for your accounts from the “Add Nickname” (highlighted in
blue-box) option after clicking on @ icon as shown below:

Add Nickname

Example B X . .
Once you enter the name click on ™ icon to save the name for your selected account.
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You can also jump between different account details by clicking on the » icon from “Select Account” option
highlighted in blue-box in the above image.

4.3 STATEMENTS

This guide explains how to view or request (download) your Account Statement via our website. You can
access your statement through your Accounts menu.

4.3.1 View Statement
The “View Statement” feature allows the user to keep track of all transactions made in his account through
a statement of account. Follow the steps given below to successfully view your account statement:

l The: First bizoFnonceRonk M@ Pt Micichnancedan

= g A e B S o x S o o

ork il v 2 vl v igsion”

Your cament view ks

Dashhoard S
Financial Overview Position
Net Worth 8, Accounts >
AFN23,678,234.78 |
e AFN & Payments >
I Cunrenl & Suvings E: Fils Uplcac 5
lerm lleposits usD il
B Repors v
@ Account Settings ¥
B | pans ard Finances
W Currenl & Savings Cver Dial & MailBox >
@  ATMEranch Locator
Current & Savings ,  Term Deposits IS) e
2 Total Accounis
C:) About
Click on the toggle menu or = icon to access Accounts - menu consists of sub menu items like
your accounts. Current and Savings, Term Deposits and Loans and

Finances accounts. To navigate to the respective
account related transactions, click on “Accounts”.

Trax Frat MicosironcaRank The Firs| bl oo ooBorik
x S el de b S b4 e gle dus BRI

ik vt o1 iyl sy et Wit s misee

Your current view is Your current view is

= Viewer
Viewar

< Currentand Sa...
Accounts

Overview
* Current and Savings >
Chequs Slatus Inguiry
Term Deposits g
Chegus Book Requasl
Stop/Unblock Chegue
Request Statement
To view your account statement, click on “Current Click on “Account Overview”, as shown in
and Savings” menu as shown in the above figure. the above figure, to proceed to the following
The same function applies for your “Term page:

Deposits” and “Loans and Finances” accounts.
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na Her MicionnanceBank
— i 8 i § B
S—— o W @ Ho0 T

Q, Mﬂ Welcome,

I -
Last lagn B Apr 01 15 PH

Savings & Current

Page 1 of 1 [{1-2of 2 items)

[#]

Quick Links Forax Calculator
— el AED o AFN w
1 =0
Cheque Status StopvUnblock
nyity Chague B Cakulate Rate
—a|. = Amount
—= ==
= f I_E AED1.00
o Son
Cheque Book Request Statemeant WI1ACC =CArY
Request

Accounts Summary
Party Namsz Account Number Account Type “at Ealance
I ANt OIS REcAU Currant Account AFNG1,579.52
piivisriviani
“ Current Corporata Account & z ey
ol Current Ascount $310,786 12

Download

Copynght @ 2048, Tha First MicroFinancaRank Afghanistan All nghts resarviad | Securty Information | Tarms and Condrions

To view your account statement, click on one of your accounts highlighted in blue text from “Account
Number” column as shown in the above figure. The same function applies for your “Term Deposits” and
“Loans and Finances” accounts. You will face the following page:

Aeecunt Detailz

Seoz Accour
e P s
Oslance: 3710 706.12

17T DT ARnniE

(T) annnackearms

Aneninfinfy

Ralanaer 1 imits

ESLIERE s

Hinmum Boiamoz NEquiid

#100.20
Duich Links
p— i —
#-—ﬁ lm =] | |E‘
Chue St Shepblck Chsue Buck g
R Cheasr [usiiey Pl St v
Tz saelivns ‘
Ooerng Ealinza $379,53672 lzuing Ex ance 533E,836.12 m
Came Ecacrpien Referenze Ho AU Ealne:
0 N CANI AN 1E MK AL TAL 1AW | T ERRITE H
05ty 2012 CATH AT TC MR SHMAD JANAD .| 30000 00D $34985.12
Paze 141

{22l T |I|

R Pre-Eene sied Sialemenl

Uogyright 2004, 1he | wat hcrl sancelionk AiGhemstan. &3 ngfits reaervsd. 1 Siecunty informaban | berma and Gordimara

yel

Click on the
following page:

icon as shown in the above figure to view your accounts’ statements. You will face the
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Transactions

Select Account
soccooooccoo N v

Balance : §310,786.12

Search By
Current Month v
Reference Number Transaction Type
All N
Amount From Amount To

<
Opening Balance $379,836.12 Closing Balance $338,836.12

Date Descriplion Reference No Amount Balance
10 Nov 2018 _ _ $11,000.00 Dr $338,836.12
' 05 Nov 2018 ] I $30,000.00 Dr $349,836.12

Page 1 of 1 (1-2of 2items)
B Pre-Generated Statement E-Statement

From the above figure you need to fill the highlighted fields and submit your request to view your account
statement in real-time.

Field Description:

Field Name Description
Select Account From the list, select the account for which you want to view its account statement.
Search By Select the transaction period from the range of options.

Reference Number Reference number of transaction (if any).
Transaction Type  Select the transaction type from the range of options.
Amount From Enter the from amount range to narrow the search for transactions.

Amount To Enter the to amount range to narrow the search for transactions.

Q, Search
Once you have entered the values into the fields, click on - to view your statement below the
search button.

€3 Reset
To restart the process again or to view your account statement for a different period click on
button to proceed with your request.

e
To go back to the previous page, click on button.
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4.3.2 Download Statement

From the “View Statement” page, you can download a PDF version of your statement on your PC or Laptop
as shown in the given figure below:

IMPORTANT: The maximum period to download your statement cannot be greater than 90 days. To request
a statement over 90 days or no greater than a period of one year please refer to section 4.3.3.

Transactions
Select Accourt

wxocecococ il e

Balance : AFNDT,5 /U 52

searh Ry

current Morth b

keferance Mumber |rarezcton lype

Al s

&mourt Frem Amount To

=1 £ [

Opering Dalance ATM55,419.50 Closing Dalarce ATN62,214.52 A

Dats Des-:rlpl!ar Referenca Mo Amourt p‘jf

15 Nav 2013 _ T AFNG0,760.00 Cr AFNGY,214.52
04 Nov 2013 [ ] L] AFNIA1108Dr AFNE,454 52
U4 Moy U135 ] ] AFN70,551.00 Or AFNUEE5 60
04 Hov 2013 ] L] AFN25,002.00 Cr AFNE0,419.60

Page 1 of 1 (1-doldilems) III

: . load _

From the above figure, click on button and then click on Pl button to get your statement
downloaded in PDF format. If you are using Chrome for browser, then you should access the PDF file from
the bottom of the page as shown in the image below (for other browsers, go to your ‘Downloads’ folder):

Opening Dalance ATN35419.50 Cioging Dalance ATNE® 214,52
Date Descripticn Rererance N2 Amount Calance
14 Nov 20TE _ ] AFRRILTRG O0 - AFRWEST A8
04 ov 2016 T | AT AT1.08 D APNG.454.52
U4 Now 2010 | L AINIU 584 00 AINY.UE5 60
04 Hov 2078 ] ] AFIZ5,000 00 C- AFNBO.419 60
Poge 1 of1 (14 ol &ilems) ES

B Pre-Generatad Stetement

i E-Smtement

Copyight © 2019, The First MicioFinanceBank Alghaniatan. Al tghis reserved. | Security nfomation | Teme and Conditions

‘ »

| W 505603194455 pdf nl Show all =

4

To open your statement, click on the PDF file downloaded at the bottom of your browser as shown in the
above figure. For the privacy of your personal information, your statement is password protected, you need
to enter your password to access the file (statement). The instructions are shown in the given figure below:
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Passwaord required

Thiz document is password protected. Please enter a password

Your password is a combination of first 4 letters of you first name (in capital letters) followed by your date of

birth (in MMDD format). After you entered your password accordingly click on
PDF version of your statement.

to open and view the

4.3.3 Request Statement

‘Request Statement” option allows you to generate a statement for a period of over 90 days. The maximum
range of your statement cannot be more than a year. Follow the instructions below to generate a statement
for more than 90 days. If you hold an account with dual/multiple signatories assigned to it, then you need to
switch to your corporate initiator or maker user account.

IMPORTANT: This option does not allow you to generate a statement for a period of more than one year.

‘ e i ;‘ = : :‘ x @ @ Fist MicAnancedont

JE 2T ST E RV

“Your cument viaw ks

Dashboard

Financial Cverview Pasition

Net Worth Accaunts
AFN23,678,234.78
Assets AFMN . B Payments
Cunrenl & Suvings B File Uploac
larrm 1eposits usc
ERLETTE >
@ Account Settings
B | pans and Fnances
Cunrenl & Savings Cwer nal & Mail Box
@  ATMTranch Locator
Current & Savings Term Deposits A2}
2 Total Accouniz ué @ A
-ﬁL - About
Click on the toggle menu or = icon to access Accounts - menu consists of sub menu items like
your accounts. Current and Savings, Term Deposits and Loans and

Finances accounts. To navigate to the respective
account related transactions, click on “Accounts”.
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Tra Frat bicmnsironceRank
X Sa gl gl da d S L

ok it o i

Your current view is

Viewar

Accounts

* Current and Savings >

Term Deposils >

To request your account statement, click on
“Current and Savings” menu as shown in the
above figure. The same function applies for your

“Term Deposits” and “Loans and Finances”
accounts.

e Firs! Micresnancelark
= S S e S Bl

TR Wit £ Fin mion

Reguest Statement

Thez Firs! beBeCrofinor ooBork,
X e la A B ST

Your cumrent view is

Viewer
< Currentand Sa...
Overview

Chequa Slatus Inguiry
Chegus Book Requasl

Stop!Unblack Chegue

Request Statement

Click on “Request Statement”, as shown

in the above figure, to proceed to the
following page:

Q 54D Weloome

Lastlogin 17 Apr 3347 MM

i n
= rount Numbs

* soocooocoooo R

Balance : 3310,786.12

Copyright & 2019, The First MicroFinanceBank Afghanistan. All rights resarvad. | Security Infarmation | Termes and Caonditians

As shown above, select your desired account from the “Select Account Number” field, enter the date range

in the “Date From” and “Date To” or click on the icon. It should not be more than a year. Click on

button to proceed and then you would face the following page:
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The Fist MicroFnanecedonk
—_— Saf daem doS Y Q, R@ Welcorme,
DCrk wT Q 932K risson )

Last logm 11 Apr 0347 FM

Request Statement

) REVIEW
You initiated a request for Account Statement. Please review details before you confirm!

Account Number

sonoococoooo

From Dete
11 Apr 201%
ToDate

11 Apr 2020

Copyright & 2019, The First MicroFinanceBank Afghanistan. All rights resarved. | Sacurity Information | Terme and Canditlans

Review your initiated request for Account Statement before you confirm. If you want to bring changes to your

request click on , it will take you to the previous page, and to cancel the request click on .

s . ©c
To initiate your request, click on to see the success message:

na Fiis” Miciobnanc stank

= S 5k S Q, @ Welcome|

Last login 17 Apr (347 PW

Request Statement

&) CONFIRMATION
Your request has been initiated successfully,

Releience Mumib
]
Stofus

Pending far Approval

Acceunt hurber

wonccooouc Il

11 Apr 2014

TaTat=

10 Apr 2020

What waould you like to do next?
I

Go To Dashbosrd Go To Acocounl Details

Copyright © 2019, The First MicroFinanceBank Afghanistan. All rights reserved. | Security Information | Tenme and Conditions

You should receive a confirmation message as shown in the above figure. If you hold an account with
dual/multiple signatories assigned to it, you need to switch to your corporate approver user account/s to

approve your “Request Statement” request from your Approver’s Dashboard as described in section 3.4 of
this manual.
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The First MicroFinancefank
— S S e i 3 S3L
—

‘mank with o saciol mission

Dashboard
Notifications o Pending For Action Financial v
06 Apr greetings
6:28 PM
B Accounts
B Payments
Bulk File
B Bulk Record
View All
Pending for Approvals Non Financial %
Financial
2 0 0 0
vAccount Non Financial Biller Maintenance Payee Biller Non Financial Bulk File Nl e
[m] Date Description Account Details Initiated By Reference No Status
[m] 1_133%\'1 Request Demand Deposit Statement xaoooaoocooo I @ In Progress
L o7apr - (O i—
o 10:19 AM Request Demand Deposit Statement xoooooocoo« I I
Page 1 of1 (1-2 of 2 items)

You can approve your statement request from “Pending for Approvals” widget available on your Approver
Dashboard. To view ‘Pending for Approval’ items list, click on “Non Financial” transaction and then click on
“Account Non Financial” tab as shown in the above figure.

Pending for Approvals Non Financia v
2 0 0 0 0 >
Account Non Financial Biller Maintenance Payee Biller Non Financial Bulk File Non Financial Bulk Record
<=

] Dale Descriplion Accourl Delails Initialed By Ralzrence No Slalus

v 7 1_E3ST_IM Request Demand Deposit Statement woccoocox i T @ In Mrogress

=
(‘:()}:\;)I:AM Request Demand Deposit Statement woooonox < T @ In Progress

Page 1 of 1 (1-2 of 2 items)

To approve your Statement Request, click on O (checkbox) from the list and then click on button
to procced to the following window:

Approval Comment ol T0 approve your Statement Request, click on

-
Accounts Transactions Approval button or click on button to

Sedeictsd Transdedans (1) cancel the request. After approving the

Rirmaiks [Oplional e request, you should receive the following
confirmation message on your “Pending for
Approval” widget:

,
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Pending for Approvals Non Financial e

1 0 0 0 0
Account Non Financial Biller Maintenance Payee Biller Non Financial Bulk File Non Financial Bulk Record
* 1 Transaction(s) successfully approvedddd
O Date Description Account Details Initiated By Reference No Status
=] ?g?g:&m Reguest Demand Deposit Statement woccococoof D T e @ In Progress

Page 1 of1 (1of 1items)

The above confirmation message indicates that your request has been successfully approved. Now to
download your requested statement go to “View Statement” screen as described in the section 4.3.1 of this
manual and follow the following steps to successfully download your requested statement:

Transactions

loet Accourt

ooonecocoo w

Ralznes $310,786 17

Zesrch Dy

Current Month

Transaction Type

Al h'a

Reference Mumber

Arnourt krem

Opering Balanve $370,836.12 Closing Balance 533883612

Datc Description Reference No Amount 3zlance
10 Nov 2013 cast 2210 To vr. | NN I $11,000.00 Dr $338,836.12
05 Nov 70713 casH 2ain 7o rr [ NG ] £30,000.00 Dr §349836 17

Mage 1 of 1 (12072 tcms) m
? B Pre-Genersted Statement E CStatement

From “View Statement” screen you can access your requested statements by clicking on “Pre-Generated
Statement” as show in the above figure and the following window will popup:

Pre-Generated Statement

Select a period to download your pre-generated Statements.

Year Month
Select v Select v Q, Search

Enter the “Year” and “Month” in the “Select a period to download your pre-generated Statements.” field

and then click on button to download your desired statement as shown in the given figure below:
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Pre-Generated Statement )

Select a period to download your pre-generated Statements.

v 2020 o AllMonths . Q Search

Statement Number From To Download

" roat PRI 3
v 2020 2020 POF

The list of the statements for the searched period will be displayed on the screen as shown in the above
figure. Click on “PDF” to download your desired statement. Your downloaded statement will become available
at the bottom of your browser if you are using chrome (for other browsers please go to your download folder)
as shown in the figure below:

anze S37T8,036.12 Ciasng Balance $330,035.12

Dare Descrigticn Reference No AMoUrT
10 N PETE ] S17,00H1010 1 S A 1Y
| | £30,000.00 Dr £340 436,17

05N 7018 ]
o I

B Pre Genes aled Slatomonl

CopyTight B X0, The | irst Mscrol inanceuianik Alighanistan, Al fights reservec. | Sscufity information | |&ms and Conditons .

~ I Show all x

To open your statement, click on the PDF file downloaded at the bottom of your browser as shown in the
above figure. For the privacy of your personal information, your statement is password protected, you need to
enter your password to access the file (statement). The instructions are shown in the given figure below:

Passwaord required

This document is password prolected. Please enter a pessword.

Your password is a combination of first 4 letters of you first name (in capital letters) followed by your date of

birth (in MMDD format). After you entered your password accordingly click on
PDF version of your statement.

to open and view the
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4.3.4 E-Statement
This feature allows you to receive your monthly statement via your registered email address. To subscribe or

activate this feature please go to your “View Statement” screen and follow the following steps:

Transactions

Select Account
xxoxxoocoo v

Balance : $310,786.12

Search By

Current Month W

Reference Number Transaction Type
All A
Amount To

Amount From

Opening Balance $379,836.12 Closing Balance $338,836.12

Date Descriptlon Reference No Amount Balance
10 Nov 2018 I ] $11,000.00 Dr $338,836.12
05 Nov 2018 I ] $30,000.00 Dr $349,836.12

Page 1 of 1 (1-2of 2items)
B Pre-Generated Statement B EStatement

From the above figure click on button then the following window will popup: to successfully
subscribe to monthly email statement service. The following wind

E-Statement

You will recaive monthly statements for your account

wooococox I by cmail at G h.com &

B Subscribe

From the above figure click on to successfully subscribe to monthly email statement service.
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5. CHEQUE BOOK REQUESTS/INQUIRY

If you are out of cheque leaves, follow this convenient way from your online banking to request bank to issue
you cheque books, inquire status of your cheque, and stop/unblock a cheque.

5.1 REQUEST A CHEQUE BOOK

Request a cheque book allows the user to request for a new cheque book online. This feature will be enabled
only for those accounts for which cheque book facility is enabled. Follow the below instructions to initiate a
successful request. If you hold an account with dual/multiple signatories assigned to it, then you need to

switch to your corporate initiator or maker user account.

l The: First bz oFnons=Rank

= g8 e § S0, ol

Tork wil 1 0 soiad g

Dashhoard
Financial Overview Position
Net Worth
AFN23,678,234.78 |
Assels AFN -
I Cunrenl & Suvings
lerrn Deposits ust

B | pans ard Finances

W Cunrenl @ Savings Cwer Dial

Current & Savings
2 Total Accounis

Term Deposits

Click on the toggle menu or = icon to access
your accounts.

Tra Frat Moo= iranceRonk
b4 Sa S gls doda i S

it il 1 sl miasiery

Your current view is

Viewar

Accounts

* Current and Savings >

Term Deposits >

To initiate your Cheque Book Request, click on
“Current and Savings” menu as shown in the
above figure. The same function applies for your
“Term Deposits” and Cheque Book enabled
accounts.
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@ Pt MccRnancedoni
* Sad s S oy

Your current view ks

Viewer

Accaunts >

ba

Paymentz »

E& Fila Uploac >
B Reports >
@ Account Settings ¥
£ Mai Box >
@  ATMEranch Locator

(Z) Help

(:) About

Accounts - menu consists of sub menu items like
Current and Savings, Term Deposits and Loans and
Finances accounts. To navigate to the respective
account related transactions, click on “Accounts”.

The Firs) BlCoFinoncoBork
¥ € sl A B S

Your cument view is

Viewer
< Currentand Sa...
Overview

Chequs Slatus Inguiry

Chegus Book Requast

Stop/Unblack Cheque

Request Statement

Click on “Cheque Book Request”, as
shown in the above figure, to proceed to the
following page:
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Q  pd® Welcome, I .

Laktiogin 14 Agr 1235 PM

Cheque Book Request

prose | e o
Bslance : AFHE1 579 52
Hurnberor Cl e Books

Cheque books can ba collected from your neareat branch
wihir lwe woorking dhays alter placing your request

There iz & chame of AFW 15.00/U80 0.2 per leaf.

MNote

Cheque books are zvallable with diffarart numboer of
Ipaves Ploase moke 2ure 10 snleat the right nember of
laaves from the menu on the left side of the screen,

Copyfight © 2079, The Fitst MicroFinanceBankAfghanistan. All rights re:

While requesting for cheque book, you can specify your preferences such as the number of cheque books
required, and leaves per cheque book. You can specify the location for delivery of the new cheque book.
You can request the cheque book to be delivered at a specific branch or provide a personal address. From
the above figure you are required to fill the highlighted fields to submit your Cheque Book request.

Field Description:

Field Name Description

Select Account From the list, select the account for which the cheque book is to be
requested.

Number of Cheque Books In the empty field, enter the required number of cheque books.

Number of Leaves per Book From the list, enter the required number of cheque books.

Delivery Location i. In the Delivery Location field, select the Branch Near Me option.
ii. From the Select City list, select the appropriate option.
iii. From the Select Branch list, select the appropriate option.

Once you have entered the values into the empty fields, click on button to initiate your cheque
book request. You will then face the following page:

—
Or, to go back to the previous page, click on button.
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na fire Mo inanceBank it
= a0 Q, @ Welcome|

s i @ oo T Ll lugin T4 Apr 0F 7B B

Cheque Book Request

0 ReviEW

Yau nitiated a request for Cheque Book, Please review details before you confirm!

Accourt Nambsr

wocoooooooo I

Deirizry Location

Cammercial Branch
Shahr-e-Naw, Ansari Square
Dpposite Mar Mar Hotel, Zone 4
Kabul, Afghanistan

Mghanistan

=3
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& Confimm

Verify the details, and click to procced to confirmation message page as shown below.

¢ Back

Click to cancel the transaction. And, if you want to bring changes to your request click on -

na Fits Miciobnanc stank

e RO TR Q& @ Welcame,

o Wit Last login 14 &pr 0618 PR

Chegue Book Reguest

& CONFIRMATION

Your request has been Initiated successfully.
Refersnce Mumbss
]

Sratus

Pending for Approval

ACCOUNT kumber

XKKKMXI#.M)‘-

Mumber of Leaves per Sock

25

What wauld you like 1o do naxt?

Go To Dazhboard Go To Account Details
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You should receive a confirmation message as shown in the above figure. If you hold an account with
dual/multiple signatories assigned to it, you need to switch to your corporate approver user account/s to
approve your “Cheque Book” request from your Approver’s Dashboard as described in section 3.4 of this
manual.
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Dashboard
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B Accounis
B Payments
Bulk File
B Bulk Record
View All
Pending for Approvals Men Finanzial v
Financial
2 0 0 0 ‘
v;\xuuni Noen Financial Billar Maintenance Payee Biller Non Financial Bulk File Non Finf non Financial
(] Date Description Account Details Initiated By Reference No Stalus
| =4
o ;"éj?g:m Cheque Bouk Requesl jeesssseees | ] ] @ In Progress
(=] {I}g?grAM Request Demand Deposit Statement xooooocooocd I I @ In Progress
Pagz 1 of 1 (1-2 of 2items) 1

You can approve your Cheque Book request form “Pending for Approvals” widget available on your
Approver Dashboard. To view ‘Pending for Approval’ items list, click on “Non Financial” transaction and
then click on “Account Non Financial” tab as shown in the above figure.

Pending for Approvels Non Financial N

2
| Account Non Financial Biller Ma?menance Payegailler Mon I'-inancgal dulk File Non I—inanciaE: Bulk Racord Irade:
T
! a Date ~s Descrigtion Account Details Initiated Dy Reference No Status
v # ‘;SSE‘;KM Cheque Jook Requast soonooaccc I @ InProgrese
=] ﬁla:ﬁ‘giﬁm Request Demand Deposit Slalement sooonoooe el I @ In Prograss

Page 1 of1 (12 otitems)

To approve your Cheque Book Request, click on O (checkbox) from the list and then click on
button to procced to the following window:

Approval Comment = .

Click on button to approve your
Accounts Transactions Approval .

request or click on button to cancel

Snlected Transactions (1)

the request. After approving the request, you
should receive the following confirmation
message on your “Pending for Approval”

vEa ot
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Pending for Approvals Non Financial ~

1 0 0 0 0 (
Account Non Financial Biller Maintenance Payee Biller Non Financial Bulk File Non Financial Bulk Record Trade f >
1 Transaction(s) successfully approvedddd
O Date Description Account Details Initiated By Reference No Status
O ?SﬁgrAM Request Demand Deposit Statement xooooccoooood Il ] ] @ In Progress

Page 1 of 1 (1o0of1items) m

The above confirmation message indicates that your Cheque Book Request has been successfully
approved and will be ready for collection to the delivery address/branch you selected while initiating the
request.

5.2CHEQUE STATUS INQUIRY

“Cheque Status Inquiry” allows you to inquire status of the cheques issued to you at any point of time. The
customer can inquire status of a single cheque by providing a cheque number or a series of cheque by
providing cheque range. Follow the instructions below to successfully inquire status of the issued cheques. If
you hold an account with dual/multiple signatories assigned to it, then you need to switch to your corporate
initiator or maker user account.

l The: First bz oFnons=Rank T8 FisT McIcRnencedon

= S s S Xk =ed Syl o
B Your current view ks
Dashhoard Viewer £
Financial Overview Position
Net Worth & Accounts »
AFNZ23,678,234.78 |
Assets AFN - Il 3 Paymenls >
Cunrenl & Suvings 4 .
lermm Deposits ush il o ’
B Repors v
@ Account Selttings ¥
B | pans ard Finances
Carrenl & Savings Cver [ial & Mail Box >
@  ATMEranch Locator
Cument & Savings Term Deposits @ Hele
2 Total Accounis 5
C) About
Click on the toggle menu or = icon to access Accounts - menu consists of sub menu items like
your accounts. Current and Savings, Term Deposits and Loans and

Finances accounts. To navigate to the respective
account related transactions, click on “Accounts”.
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ok wit=, o sl miaskery hiont wih nissni misen

’ - : Your cumrent view is
Your current view is &

= Viewer
Viewar o

< Currentand Sa...
Accounts

Overview
Current and Savings >
Chequs Slatus Inguiry
Term Deposits >
Chegus Book Requast
Stop/Unblock Cheque
Request Statement
To make a Cheque Status Inquiry, click on “Current Click on “Cheque Status Inquiry”, as
and Savings” menu as shown in the above figure. shown in the above figure, to proceed to the
The same function applies for your “Term following page:

Deposits” and Cheque Book enabled accounts.

Ina Hrs™ Misrorinancesiank

— RESU S A BT [+ Mm Wi ::Um-'.[.
o Wit 200

b
a5t login 18 Apr 1 2:20 FM

Cheque Status Inquiry

e oo ST b

Balance ; 30942412 ( .)
Search Cheque by

®  hurnber
Tips
Chegue Mumber Always ensure that you have a record of cheque serial
numbers for cheques you have issued.

I'he more payments you meke 2n Onling BEanking the fewer
cheques are likely to go astray and need stzpoing.

v
v

Copyrighl & 2019, The First MicroFinanceBank, Alghanizsan. Al fghts meserved. | Secarity Information | Tenms and Conditions:

From “Select Account” menu, select the account that you want to make the cheque inquiry for. From

the “Search Cheque By” options, select the ® Humber option. In the “Cheque Number” field, enter the

. &) Submit .
cheque number. Click on - to see the following result:
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Cheque Numoer

2047861

Always ansure that you have a record of chaque serial
numbers for cheques you have issuad

Tha maore payments vou make on Online Banking the fewear
cheques gre hikely to go aslray end need stopping

Chague Number

204781
Page 1 of1 (1of1items)

Slatus

Not Used

[1]

Amount

AFND.OC

Back to Dashboard
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The result for the cheque status inquiry will appear under the button in a table form with columns
for cheque number, status, reason and amount as shown in the above figure.

5.3STOP/UNBLOCK CHEQUE

It is likely that you might want to block payment in case of theft or misplace the cheque issued to the payee.
Hence it is critical to provide an option to stop such cheques so that they cannot be utilized for making payment
or cannot be misused. Stop/Unblock cheque feature allows customer to stop or unblock a cheque issued for

making payment.

Follow the instructions below to successfully inquire status of the issued cheques. If you hold an account with
dual/multiple signatories assigned to it, then you need to switch to your corporate initiator or maker user

account.

I The: First bz oFnons=Rank

o g S s 3y o

Tork wil 1 0 soiad g

Dashboard

Financial Cverview

Current & Savings

2 Total Accounis

Click on the toggle menu or

your accounts.

Net Worth
AFNZ3,678,234.78

Assets

I Cunrenl & Suvings

lerrm Deposits

B | pans ard Finances

W Currenl & Savings Cver Dial

Term Deposits

Pasition

AFH

uso

icon to access
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@ Pt MccRnancedon:
b'e JE X PP i e

Your cument visaw ks

Viewar

Ba

Accaunts >

Paymenls »

E& Fila Uploac >
B ;
@ Account Settings ¥
E Mail Box >
@  ATMEranch Locator

(Z) Help

C:) About

Accounts - menu consists of sub menu items like
Current and Savings, Term Deposits and Loans and
Finances accounts. To navigate to the respective
account related transactions, click on “Accounts”.
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y : : Your cumrent view i
Your current view is Your current view is

= Viewer
Viewer

< Current and Sa...
Accounts

Overview
Current and Savings >
Chequsa Slatus Inguiry
Term Deposits >
Chegus Book Requasl
Stop/Unblock Chequa
Request Statement
To Stop or Unblock a Cheque, click on “Current Click on “Stop/Unblock Cheque”, as
and Savings” menu as shown in the above figure. shown in the above figure, to proceed to the
The same function applies for your “Term following page:

Deposits” and Cheaue Book enabled accounts.

na Fiis” Miciobnanc skank

— g ke S 2 Q, @ welcome NN -.-

i Last login 15 Apr 12247 P

Stop/Unblock Chegue

sifect Aocount Mumbey

soccoooco < Rra . £
Dalance : 530947412 @'
Exlord At

& Stop irolock

You ean now stop a chegue or unblock already
glocked! stzpoed cheque by specifying Lhe cheque

St P number on the left sice of the screen.A valid reason for
Bas: SAsk stopping or unblacking a cheque shoule be provide by the
usern

Note
There is na charge for blank lost or stzlen cheques.
Please immedialely iniliate o block reguest for o

complete cheque serles/bockiin case it has baen lostor
misplaced, by visiting our branch

= =3

From the above figure, you can stop or freeze a cheque issue for making a payment or you can unblock a
stopped cheque issued for making payment by selecting the appropriate option. Follow the instructions to
successfully stop or unblock an issued cheque for making payment:

Copyright @ 2019, The Firat MicroFinanceBank Afghanistan. All rights reservad. | Sacurity Information | Tenms and Conditions
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5.3.1 Stop A Cheque
You can stop cheque by specifying the cheque number. It is an online transaction and on initiating the stop

cheque transaction, cheques status will be immediately changed to stop/block. Stopped/Blocked cheques
cannot be used for making cheque payments.

The Fisl MicoFinoneoBonk,
—_— gl la e B S0y ol

B 1A & S P e

Stop/Unblock Cheque

Select Acoount Mumber
oo w

Calance - AFMNSTF 762.02

Heleul Acluon

® Sup Urblack

Specity Reazor

Stop

s Dhesies Delzis

® umbar

Uhanue Mimbar

196043

Il:al S.“t”rlil

11111

Copyright © 2019, The First Mien

From the above figure, in the “Select Account” menu, select the account that you want to make the Stop

Cheque request for. In the “Select Action” options, select ® Stop option. In the “Specify Reason” field,
fill-in the reason for stopping the cheque. In the “Cheque Number” field, enter the cheque number you want

to stop. Click on el 1,.,t0n to initiate the stop cheque request, and you would face the following page:
= &b RRTES Qs yidcor M.

Stop/Unblock Chegque

0 rEiEW
You initiated a request for Stop/unblock Chequefs. Please review details before you candirm!

Accourt Humber
wocoosocoooc
Aticy
STOP
Specify Reasor
Stop

Chague Number

196045

€3 Confirm

Copyright & 2019, Tha Firet MicroFinanceBank Afghanistan. All rights rezerved. | Security Information | Tarme and Conditions

Verify the details, and click to initiate the Stop Cheque request to go to the confirmation page as

® Cancel

shown below. Click to cancel the transaction. And, if you want to bring changes to your request click

on .
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Stop/Unblock Chegue

@ CONFIRMATION

Your request has been initiated sucoessiully.

Relerenoe Mumbe

Blalus
Pending far Appraval
ACTch

sTOP

Speci’y Reason

Stop

Dhocun Mumibor

196045

What would you like to do next?

Go To Nashboard Go To Acaount Detalls

[]
|'t||| !
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You should receive a confirmation message as shown in the above figure. If you hold an account with
dual/multiple signatories assigned to it, you need to switch to your corporate approver user account/s to
approve your “Stop a Cheque” request from your Approver’s Dashboard as described in section 3.4 of this
manual.

The First MicroFinanceBank
— S8 sla da B SSL

bank with a social mission’

Dashboard
Notifications () Pending For Action Financial v
06 Apr greetings
6:28 PM
B Accounts
B Payments
Bulk File
M Bulk Record
View All
Pending for Approvals Non Financial ~
] 0 0 0 Financial ‘
vACCOUHt Non Financial Biller Maintenance Payee Biller Non Financial Bulk non Financial
o Date Description Account Details Initiated By Reference No Status
m] lsog'gM Stop/Unblock Cheque xooocooooo T ] ] @ In Progress
Page 1 of 1 (1o0f1items)

You can approve your Stop Cheque request form “Pending for Approvals” widget available on your
Approver Dashboard. To view ‘Pending for Approval’ items list, click on “Non Financial” transaction and
then click “Account Non Financial” tab as shown in the above figure.
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Pending for Approvals Non Financial v

1 0 0 0 0
Account Non Financial Biller Maintenance Payee Biller Non Financial Bulk File Non Financial
<=2
L4 Date Description Account Details Initiated By Reference No Status
v @ oA, Stop/UnblockCheque xccoccocooiEl NN I (© 0 Progress

Page 1 of 1 (10f1items)

To approve your Stop Cheque request, click on U (checkbox) from the list and then click on button

to procced to the following window:

Approval Comment

Accounts Transactions Approval

Selected Transactions (1)

Remarks (Optional) Stop Cheque

Approve

. Approve . Cancel
Click on button to approve your request or click on - button to cancel the request. After
approving the request, you should receive the following confirmation message on your “Pending for

Approval” widget:

Pending for Approvals Non Financial v
0 0 0 0 0
Account Non Financial Biller Maintenance Payee Biller Non Financial Bulk File Non Financial
o
= Date Description Account Details Initiated By Reference No Status

No data to display.

Page 1 (0 of 0items)

The above confirmation message indicates that your Stop Cheque request has been successfully approved.
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5.3.2Unblock A Cheque

This feature allows you to unblock stopped cheques. It is an online transaction and on initiating the unblock
transaction, cheques status will be immediately changed to unblocked. Unblocked cheques can be used for
making cheque payments.

— The Firs™ MizreFinonceRonk
— Sen f gle dm @B el
ok it o i o

Stop/Unblock Cheque
Account Details View Statemant Cheque Book Requast
Ancaun Ml

KEXNELX, )’_&?"\’L‘-' Current Account

Balanza @ AFN3 826.23

laglect Action

stop @ Unblock

Spocify Reason

Lest

Clres Chisqus Dslil=

® Rumber

Chogue Mumoor

204840

Back to Dashhoard

11 11

From the above figure, in the “Select Action” options, select ® Unblock option. In the “Specify
Reason” field, enter the reason to stop the cheque. In the “Cheque Number” field, enter the cheque number

you want to unblock. Click on button to initiate the unblock cheque request, and you would face
the following page:

— Thie Firs! MicioFinGancesank Wi
o i Finances. @ alcome,
= Ea g sla aa § S sl OV Fasl foygin 37 Sep 0 47 PM

are wit o socal msson’

Stop/Unblock Chegue

| [ REVIEW

You initiated a request for Stopiunblock Chequers. Flease review details before you confirm!
Account Number
soooeocooooo: I

Acticn
REVOKE

Specily Reason
Lost

Chaque Number

204840

’ ® Cancai —
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Verify the details, and click to initiate the Unblock Cheque request. Click to cancel the
transaction. And, if you want to bring changes to your request click on .
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Stop/Unblock Cheque

& CONFIRMATION

Your raquest hae been Initizted suecessfully.

Status

Pending for Approval

REVDKE
Speiy Meason
unblock

Chacue Mumbar
196045
What wauld you like 1o do next?

Gz To Dashboard  Ge Te Account Detzils
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You should receive a confirmation message as shown in the above figure. If you hold an account with
dual/multiple signatories assigned to it, you need to switch to your corporate approver user account/s to
approve your “Unblock Cheque” request from your Approver’s Dashboard as described in section 3.4 of
this manual.

The First MicroFinanceBank
— S S W A i Sal oyl

‘bank with a social mission’

Dashboard
Notifications o Pending For Action Financial v
06 Apr greetings
6:28 PM
B Accounts
B Payments
Bulk File
B Bulk Record
View All
Pending for Approvals Non Financial v
1 0 0 0 Financial ‘
vAccount Non Financial Biller Maintenance Payee Biller Non Financial Bulf .. = .,
O Date Description Account Details Initiated By Reference No Stafus
O %g_ggrPM Stop/Unblock Cheque xxxxxcoodi I ® InProgress
Page 1 of1 (1of 1items)

You can approve your Unblock Cheque request form “Pending for Approvals” widget available on your
Approver Dashboard. To view ‘Pending for Approval’ items list, click on “Non Financial” transaction and
then click on “Account Non Financial” tab as shown in the above figure.
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Pending for Approvals

Non Financial N
1 0 0 0 0
Account Non Financial Biller Maintenance Payee Biller Non Financial Bulk File Non Financial
<3
Date Description Account Details Initiated By Reference No Status

v 20 apry  Stop/Unblock Cheque  xoocoocoocodiill NS N © ' Progress

Page 1 of 1 (1of 1items)

To approve your Stop Cheque request, click on o (checkbox) from the list and then click on foerove e
to procced to the following window:

Approval Comment ®

Accounts Transactions Approval

Selected Transactions (1)

Remarks (Optional) Unblock Cheque[

< £

. Approve . Cancel
Click on button to approve your request or click on - button to cancel the request. After

approving the request, you should receive the following confirmation message on your “Pending for
Approval” widget:

Pending for Approvals Non Financial v

0 0 0 0 0
Account Non Financial Biller Maintenance Payee Biller Non Financial Bulk File Non Financial

‘ 1 Transaction(s) successfully approvedddd

O Date Description Account Details Initiated By Reference No Status

No data to display.

Page 1 (0of0items)

The above confirmation message indicates that your Unblock Cheque request has been successfully
approved.
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6. TRANSFERING FUNDS/PAYMENTS

Transfer Funds/Money enables you to initiate payment from your bank account to any other bank account
without visiting the bank, enjoying from the ease of your home through online banking. Payments are
categorized on the basis of transfer to account within your own accounts, the bank, outside the bank and
beyond geographical boundaries, such as;

1. when the transfer is between your own accounts it is called My Account Transfer,

2. when the transfer is to an account within the bank it is an Internal Transfer,

3. transfer to an account outside the bank, but within the country is called a Domestic Transfer,
4. and, a transfer to an account outside the country is called an International Payment.

IMPORTANT: Before transferring funds, you must create or add a payee on your online banking application.
To create a payee and successfully transfer funds/money to different account types, please follow the
following sections:

6.1 CREATE OR ADD A PAYEE

You can only initiate a money transfer when the payee to whom transfers are required to be made are
registered in your online banking application. Follow the instructions below to successfully add or create a
payee. If you hold an account with dual/multiple signatories assigned to it, then you need to switch to your
corporate initiator or maker user account.

l T i Rbnofnrielon

= S S e S ey
¥ B Bt

Dashboard

Firancial Overview Position

Hat Worth
AFN23 67 234 TR
AsSElE AN

|
.
B Cuerenl B Swings
Tenm Depesits LA

B o anil Rnarce
| Cuert & Savings Cver Draft

, Anoaunta

Payimsie

& ATMDanch Locator

G Hap
Click on the toggle menu or = icon Payments - menu consists of sub menu items like
to access payments. Favorites, Setups, Payments and Transfers, and

Inquiries. To navigate to the respective account
related transactions, click on “Payments”.

The First MicroFinancezank The First MicioFinanceban
X @ (R3S (gl a3 K X i s a0
paankwim 3 55 mitsen’ R e
< Paymenis Your current view is
Viewer
Favorites
< Setups
j Setups ¥
Manage Payees
Paymants and Transfars >
Repesl Transfers
Inquiries b
Proceed by click on “Setups” menu as Click on “Manage Payees”, as shown in the above
shown on the above figure. figure to proceed to the “Manage Payees” page:
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Click on as shown in the above figure, the pop-up screen appears to specify the type of payee as
shown below:

Add New Payco

What type of paves would you Fke to add?

T
T

Uank Account

From the above figure, make sure to always click on button to proceed to the add payee screen:

Add Payee

Bank Account

Transfer money faster than ever!

Trareslerring meoney fomacks poyens is osay e quick

indeasamon and
g fus

Bodfone a e lne Payer

simply sedect the sayee wi

Tha payer dntalie will he listad an the sereon for
weeeificati s ll you ave Lo de 5 ol D acimin

and date of transfer tc i~ tiate the transfar.

®

From the above figure, you can save a payee bank account as per the above mentioned three Bank Account
types:

1. Internal

2. Domestic

3. International
To create payee for each account type please follow the below instructions:
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6.1.1 Add Payee with an Internal Bank Account Type

Add Payee

Bank Account

Payes Nams

A

Upload Photo

Max image size - 1000 KB.

File format - .JPG and .PNG

‘Account Type .

Internal Domestic International

Account Number

4

Confirm Account Number

Account Name

Nickname

144

Access Type

vm Public
v —

Field Description:

1. In the “Payee Name” field, enter the name of the
payee for identification.
2. You can also upload a photo of the payee by

clicking on the “Upload Photo” button as shown in
the figure on the left side.

3. Inthe “Account Type” field, select the

option as type of account associated with
the payee.

4. In the “Account Number” and “Confirm Account
Number” fields, enter the payee’s account number.

5. In the “Account Name” field, enter the payee
name.

6. In the “Nickname” field, enter the nick name to
identify the payment destination (account).

7. Select the appropriate “Access Type” for payee.

8. Click to create the payee.
OR

Click to cancel the transaction.

After clicking on button the “Review” screen

appears as shown below:

Q, [Mﬂ wecome [N

Last login 02 May D°

) reviEw

@ Contun —

Verify the details, and click to procced. Click to cancel the transaction. And, if you want

to bring changes to the account details click on .
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Add Payee

& CONFIRMATION

Add Fayes submitted successfully.

Releie e s
|
Status

Fending for Approval

Accoun: Type Account Mumaer

e [

AenounT Mame

What wauld you ke te ¢o next?

Go To Dashbeard

You should receive a confirmation message as shown in the above figure. If you hold an account with
dual/multiple signatories assigned to it, you need to switch to your corporate approver user account/s to
approve your “create a payee” request from your Approver’s Dashboard as described in section 3.4 of this
manual.

Pending for Approvals Non Financial Y
Financial
1 0 1 0 ‘
Account Non Financial Biller Maintenance Payee Biller Non Financial Bulk File o e
(] Date Description Payee Type Category Initiated By Reference No Status
o 321 g‘lgiﬂ Create Internal Payee BANKACCOUNT Internal ] ] @ In Progress

Page 1 of1 (1of1items)

You can approve your Create/Add Internal Payee request form “Pending for Approvals” widget available
on your Approver Dashboard. To view ‘Pending for Approval items list, click on “Non Financial” transaction
and then click on the “Payee Biller” tab as shown in the above figure.

Pending for Approvals Non Financial v
0 0 1 0 0
Account Non Financial Biller Maintenance Payee Biller Non Financial Bulk File Non Financial
<=3
5] Date Description Payee Type Category Initiated By Reference No Status

- 02 May Create Interna In P
Q1 e N ©
Page 1 of 1 (1of 1items)

To approve your Create Internal Payee request, click on O (checkbox) from the list and then click on

button as shown in the above figure to procced to the following window:
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Approval Comment ®

Payee and Biller Transactions Approval

Selected Transactions (1)

Remarks (Optional) |

eI e

i Jrove . Cancel

Click on button to approve your request or click on button to cancel the request. After
approving the request, you should receive the following confirmation message on your “Pending for
Approval” widget:

Pending for Approvals Non Financial %
0 0 1 0 0
Account Non Financial Biller Maintenance Payee Biller Non Financial Bulk File Non Financial

1 Transaction(s) successfully approvedddd

g Date Description Payee Type Category Initiated By Reference No Status

No data to display.

Page 1 of 1 (10f1items)

The above confirmation message indicates that your Create/Add Internal Payee request has been
successfully approved.
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6.1.2 Add Payee with a Domestic Bank Account Type

Add Payee Field Description:

1. In the “Payee Name” field, enter the name of the payee

Bank Account . . .
for identification.

Payee Name

2. You can also upload a photo of the payee by clicking on

e — the “Upload Photo” button as shown in the figure on the
N ) Fiatormas - Fo and oo left side.
B+
= “ -
Accourt Type 3. In the “Account Type” field, select the option
intemal Intsrational as type of account associated with the payee.
pr——— 4, In the “Account Number”and “Confirm Account
Number” fields, enter the payee’s account number.
G AecolE ARRnEe! 5. In the “Account Name” field, enter the payee name.

6. In the “Payee Account Type” select the account type,

Account Mame

such as Current, Saving, etc.

7. In the “Local Bank Code” field enter the bank code or

Payse Account Type

Please Select v click on “Lookup Local Bank Code” to search for the

Tocal Bank Code list of local banks that the account belongs to. The
Search Local Bank Code window appears and follow

the instructions below to successfully enter the local

Lookup Local Bank Code

Nickname

bank code:

Search Local Bank Gode

ACCESS |ype

Banl aimz o
e KATLIL
‘ A B NG16201

7.1 Enter the name of the Bank in the “Bank Name” field,

Ardies

4 44444 4 4414

or city/state of the bank and click on to look
for the associated Bank’s code.

7.2 Click on the Bank Code on the right side of screen
under the “Local Bank Code” column.

8 Inthe “Nickname” field, enter the nick name to identify
the payment destination (account).

9 Select the appropriate “Access Type” for payee.

10 Click to create the payee.
OR

Click to cancel the transaction.

@ Add

After clicking on button the “Review” screen

appears as shown below:
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o Fud MenfrerwsBoag

[5 o hnif ey Q =B Vielcome, I

Bk 3 acic] s Lagtlegin 02 Ms

Add Payse

0 REVIEW

“ouInltiztad a requast far Dameste Dank Accoint Payas Please review cetalls hefara yau confirmt

Fayee Hams

Aneuun] Type
Damastie

azeaunt Hirnher

Azeount Mame

Paypee Aucounl Type
Current

I ncal Sark Code
AZBAAFHAXKX
A7 171 BANK

AFCHLAMIE | AN
NC16301

Muhammad

LnrERE Iype

Public

Verify the details, and click to procced. Click Ikdiaslisll to cancel the transaction. And, if you want
to bring changes to the account details click on .

Add Payee

& CONFIRMATION

Add Payee submitiod suceess ully.

“eference Nurrber

Status

Penrding for Aporcval

ACCOUNT Iype Accoum Humber
Domestic - Current |
Gl Naime Esuk Celals
L A7RAAFKANNY

NEIZLEANE
AFGHANISTAMN
NC163071

What would vou |ike to do next?

Go To Dashboarc

You should receive a confirmation message as shown in the above figure. If you hold an account with
dual/multiple signatories assigned to it, you need to switch to your corporate approver user account/s to

approve your “create a payee” request from your Approver’s Dashboard as described in section 3.4 of this
manual.
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Pending for Approvals Non Financial v

0 0 1 0 Financial ‘

Account Non Financial Biller Maintenance Payee Biller Non Financial Bulk non Financial

a Date Description Payee Type Category Initiated By Re STatms

m 0 eEilonEe BANKACCOUNT  Domestic - B (© nProgress

3:32 PM Payee
Page 1 of1 (1of1 items) 1

You can approve your Add/Create Domestic Payee request form “Pending for Approvals” widget available
on your Approver Dashboard. To view ‘Pending for Approval’ items list, click on “Non Financial” transaction
and then click on the “Payee Biller” tab as shown in the above figure.

Pending for Approvals Non Financial v
0 0 1 0 0
Account Non Financial Biller Maintenance Payee Biller Non Financial Bulk File Non Financial
O e
C Date Description Payee Type Category Initiated By Reference No Status

o 5 I
Page 1 of 1 (10of1items)

To approve your Create Domestic Payee request, click on O (checkbox) from the list and then click on

button as shown in the above figure to procced to the following window:

Approval Comment ®

Payee and Biller Transactions Approval

Selected Transactions (1)

Remarks (Optional) |

vEa e

Cancel

Click on button to approve your request or click on button to cancel the request. After
approving the request, you should receive the following confirmation message on your “Pending for

Approval” widget:

FMFB-A CORPORATE ONLINE BANKING — USER MANUAL Page | 50



Pending for Approvals Non Financial v

0 0 1 0 0
Account Non Financial Biller Maintenance Payee Biller Non Financial Bulk File Non Financial

1 Transaction(s) successfully approvedddd

Date Description Payee Type Category Initiated By Reference No Status

No data to display.

Page 1 of 1 (1of 1items)

The above confirmation message indicates that your Create/Add Domestic Payee request has been
successfully approved.
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6.1.3 Add Payee with an International Account Type

Add Payee

Bank Account

Fayee Mame

=y Uplead Photo

' Max image size - 1000 KB.
File format - .JPG and .PNG

Account Mumper

[
.ll
(]
[l
m

Verify

14

X =1

b

Field Description:

1. Inthe “Payee Name” field, enter the name of the payee
for identification.

2. You can also upload a photo of the payee by clicking on
the “Upload Photo” button as shown in the figure on
the left side.

3. Inthe “Account Type” field, select the option
as type of account associated with the payee.

4. In the “Account Number”and “Confirm Account
Number” fields, enter the payee’s account number.

5. In the “Account Name” field, enter the payee name.

6. In the “Address” field enter the billing address of the
payee.

7. In the Pay Via field, select the appropriate network for
payment.

e If you select Swift option: In the SWIFT code field,
enter the SWIFT code or select it from the Lookup
SWIFT Code option.

e If you select National Clearing code option: In
the National Clearing code (NOC) field, enter the
National Clearing code or select it from the
Lookup National Clearing Code.

Verify
Note: Click - to fetch bank details based on
Bank Code (BIC).

e If you select Bank details option:

[. Inthe Bank Name field, enter the bank name
II. In the Bank Address field, enter the complete
address of the bank.
[ll.From the Country list, select the country of the
bank.
IV.From the City list, select the city to which the
bank belongs.
8. In the “Nickname” field, enter the nick name to identify
the payment destination (account).
9. Select the appropriate “Access Type” for payee.

10. Click to create the payee.
OR

Click to cancel the transaction.

@ Add

After clicking on button the “Review” screen

appears as shown below:
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D review
¥ou Inmiated a request for Internaticnal Bank Account Hayee. Pleaze review detaiis before you confirm!
PayzeMame
Business Mediz Inc

Azcoum Type

Infematinnal

Ancniirt Mumner

s | Marme

Adoress Ling 1

H.‘:r'fmrlr'.hl'n
Cintintry
Eu'upéar Unizn
Pay s

SWIFT Code

F @ confrm

Verify the details, and click to procced. Click to cancel the transaction. And, if you want
to bring changes to the account details click on .

Add Payee
@ CONFIRMATION
Add Payee submitted successtully.

Raierance Humbe

Pending for Anproval

International

Azcount Name
Aceaent Number Bank C=zils
aye Addenas

What would you lixe 1o do next?

Go Te Dashboard

You should receive a confirmation message as shown in the above figure. If you hold an account with
dual/multiple signatories assigned to it, you need to switch to your corporate approver user account/s to
approve your “create a payee” request from your Approver’s Dashboard as described in section 3.4 of this
manual.
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Pending for Approvals Non Financial v

0 0 1 0 Financial ;

Account Non Financial Biller Maintenance Payee Biller Non Financial Bulk \on Financial

g Date Description Payee Type Category Initiated By Reference No Status

S 428PM Payee

Page 1 of T (1 of1items)

You can approve your Create/Add International Payee request form “Pending for Approvals” widget
available on your Approver Dashboard. To view ‘Pending for Approval’ items list, click on “Non Financial”
transaction and then click on the “Payee Biller” tab as shown in the above figure.

’ o 02May - Createlnternational  g)\NKACCOUNT  Intemational ! B (© InProgress

Pending for Approvals Non Financial v
0 0 1 0 0
Account Non Financial Biller Maintenance Payee Biller Non Financial Bulk File Non Financial

<=3

5 Date Description Payee Type Category Initiated By Reference No Status

v I
Page 1 of 1 (10f1items)

To approve your Create International Payee request, click on O (checkbox) from the list and then click on

button as shown in the above figure to procced to the following window:

Approval Comment ®

Payee and Biller Transactions Approval

Selected Transactions (1)

Remarks (Optional) I

vEa e

. Approve . Cancel
Click on button to approve your request or click on - button to cancel the request. After
approving the request, you should receive the following confirmation message on your “Pending for

Approval” widget:
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Pending for Approvals Non Financial v

0 0 1 0 0
Account Non Financial Biller Maintenance Payee Biller Non Financial Bulk File Non Financial

1 Transaction(s) successfully approvedddd

(8] Date Description Payee Type Category Initiated By Reference No Status

No data to display.

Page 1 of 1 (1 of1items)

The above confirmation message indicates that your Create/Add International Payee request has been
successfully approved.

6.2 EDIT/REMOVE PAYEES

Follow the instructions below to go to “Manage Payees” screen to Edit or Remove added payees. If you hold
an account with dual/multiple signatories assigned to it, then you need to switch to your corporate initiator or
maker user account.

P Pt o P an
b4 g i

Dashboard

Firancial Overview Position

Hat Werth
AFN23 678 234 TR

AsSElE A
Curnoml & Swinge
Tenm Depesits =n
B s and Firrce i

| Curert & Savings Croer Diraft

ATHABeanch Locator

3 Hap
Click on the toggle menu or = icon Payments - menu consists of sub menu items like
to access payments. Favorites, Setups, Payments and Transfers, and

Inquiries. To navigate to the respective account
related transactions, click on “Payments”.

T First MicwoFinanzeEank The First Miciofinancebank
b 4 g gl e f S b4 S sl e S 0y

ANk I O SO0 MESeN

e whh el iz

Your current view is

Your current view is
Viewer

Viewer
& Fayments
Setups

Favorites

Manage Payees
Selups b

* Paymenls and Trans(lers >

Repesl Transfers

Proceed by click on “Setups” menu as Click on “Manage Payees”, as shown in the above
shown on the above figure. figure to proceed to the “Manage Payees” page:
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Inz FirEt Mizrchnacebork

— ot S Q, E@ Welcore, I
P v 5 410k P 150 B 17 Wiy [4-53 Pt
Payees
Accounts D Create

Search By Paysa Nams

&l

vl

Payee Name

Accaunt Type

International

Domestic - Curent

Dornestic - Current

Internal

Internal

International

Hage 1 of 1 (1.60f & ilems) j

Account Details Mickname Creatad Oy Acocess Type

PUELIC

PRIVATE

PUELIC

PLELIC

PUELIC

PUBLIC

Copyright €& 20149, The First MicroFinanceHank Afghanistan. All rights reserved. | Security Information | Terme and Conditions

Select payee by entering the name of the payee in the “Search By Payee Name” field and click on Q icon
as shown in the above figure. Or select a payee that you want to edit or remove from the “Accounts” list as
shown above, then you would face the following screen:

Payee

Details

Arroum Type

Internatlonal

Arfount Hame

Mesoun| Mumber

Esark Cetals

Arccess

Type

PUSLIC

| 4

< Back

® Cance

| 4

FMFB-A CORPORATE ONLINE BANKING — USER MANUAL Page | 56

vi

Transfer money faster than ever!

Trans(ereng money lowords payoes is casy cnd guick,
Porform a ene e Payee addilion maintenanee and

simply select tha payee whilz franstarring funds,

I he payes details will be listad on the screen for
verification end all you have 1o do 1= enter the amount
and date of transfer tc Initlate the transfer.



From the above figure, click @ icon to edit payee details, click on to make a payment to the payee,

. Tl Delete . . %) Cancel . .
click on to remove payee from the list, click on Ikl to cancel the transaction and click on

to go back to the previous/payee list page.

6.3 MY ACCOUNT TRANSFER

Using this option, you can transfer funds to your own accounts within the same bank. Follow the instructions
below to successfully transfer funds/money between your own accounts. If you hold an account with
dual/multiple signatories assigned to it, then you need to switch to your corporate initiator or maker user
account.

l T B KA iooionk Tt o frsnahan

= LS Sl b4 M i B

Dashboard

Firancial Overview Position
Hat Worth
AFM23 678 234 TR
AsSENS AN
B Cunenl & Sawinegs

Term Depesits oy |

B o anid Fnaece
| Cument & Savings Cver Draft

ATHABeanch Locator

Tarm Deposits & Ha

() Ahain

Click on the toggle menu or = icon Payments - menu consists of sub menu items like

to access payments. Favorites, Setups, Payments and Transfers, and
Inquiries. To navigate to the respective account
related transactions, click on “Payments”.

The First MicioFinanzebank Tha Fret MicroFinanceBaonk
b4 Sat gle B Gl b4 [ O PPN

"IN I £ 50010 LSS ook wih ¢ sochol misca’

Your current view is

Viewer

Payments < Payments and Tr...

* Transfcr Money

Multiple Transfers

Favorites

Selups >

* Paymenls and Translers »

Proceed by click on “Payments and Click on “Transfer Money”, as shown in
Transfers” menu as shown on the the above figure to proceed to the
above figure. “Transfer Money” page:
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The: bis MUk ko,
—_ e i

Q, w Welcormie _ w

Lust ‘o U b e DL ARE

Make Payment

Irerefar [ype

Fxiiting Payis: @ Wy Acoounis

Torraer Tos

iR eaxa?29

Dalanoe t AIMNGAEE3 2L B2
Tarses Fros
»:x:xzxxr;{xrx-
Ralznce s $0.00

B

AN e

1

Torsie-Whan

8 Mow e

138 Charsclars Lell

o3 =3

Wiew Limilez

Transfering money has never been easier!

Tranater maney o registered pavess scross the globe
Tram your TREE-A - surrenl accounls.

Irmportan: Molice lor UG Tollsr Maymesniz!

Daar Valued Customer,
The First Micralinancedank-Afghanistan can currently

an, Lalviy,
ndia, frac,
:, Dosnia,

ia, Croatia,

hanks availahls
izrol nancel: =1 Lhe above counlriss,

elzz all the

For fund transfers between your own accounts, in the “Transfer Type”, select the ® MyAccounts gption. To
make a successful fund transfer between your own accounts, follow the instructions below to fill the associated

fields as highlighted in the above figure:

Transler Type

Existing Mayee & My Accounts

Transfer To

PP e terotetes] |

Balance : AFN34,663,232.62
Tranafer From
wcoccoconodl

Balance : £0.00

Arnnn

AFN ~  AFN100,000.00

View Limits

Transfar Wher

® [ow Later

kote

Fund Transfer

122 Characters | eft

) Cancel

1111 1

FMFB-A CORPORATE ONLINE BANKING — USER MANUAL

Field Description:

1. From the “Transfer to”, select the own account
where the funds need to be transferred. From the
“Transfer From”, select the account from which the

transfer needs to be done.

2. Inthe “Amount” field, enter the transfer amount.

3. Inthe “Transfer When” field, select the appropriate

transfer date.

a. If you selectthe ® Now

be done on same day.
OR

option, transfer will

b. If you select ® L2 gniion,  select the

appropriate future date.

4. In the “Note” field, write relevant information

regarding the payment.

. P. :
5. Click to proceed to the review screen or

® Cancel o .
if you want to cancel the transaction.
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Ine Fes” Miziobrancetank

— o (118 a5 gl Q E@ Welcome|

— Lost login 04 May 11:51 &AM

Make Payment

) rEVIEW
You initiated a request for Self Transfer. Flease review details before you confirm!

Transfer Ta

sxxooccocc

emter ok
xcooocoooc R

Arrwzanl
AFN 100,000 00

2% Nov 2018

Fund Transfer

Fm—

Copyright @ 2019, The First MicroFinanceBank Afghanistan. All rights reserved. | Security Informetion | Termz and Conditions

Verify the details, and click . Click Il to cancel the transaction. And, if you want to bring
changes to the transaction click on .

Ine Fes” Miziobrancetank

— o (118 a5 gl Q E@ Welcome)

— Lost login 04 May 11:51 AM

Transfer Money
& CONFIRMATION
Trensfer Money submitled successiully.

Refarence Mumbar
Stalus

Pending for Approval

Transter To Arrourm
x(nnxuxx:- AFN100,000.00
Tranetor Fram Tranztar Wher
XKKRNAKNN u:- 79 Nav 2018

What would you like 1o do next?

H I @

Go To Dashboard Add Favarite Set Hepeat Trenafer

Copyright @ 2019, The First MicroFinenceBenk Afghanistan. All rights reserved, | Security Informetion | Terms and Conditions

You should receive a confirmation message as shown in the above figure. If you hold an account with
dual/multiple signatories assigned to it, you need to switch to your corporate approver user account/s to
approve your “my account” fund transfer request from your Approver’s Dashboard as described in section
3.4 of this manual.
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Pending for Approvals Financial v

0 1 0 0 Financial ‘

Account Financial Payments Electronic Bill Payments Bulk File BUl Non Financial
(0] Date Description From Account Amount Payee Account Details Taiey oy RETSTSITGE N0
04
o May Own Account soxxcoooco Il AFN100000.00 I
, 12:41 Transfer T
PM

Page 1 of 1 (1of 1items)

You can approve your Own/My Account Transfer request form “Pending for Approvals” widget available
on your Approver Dashboard. To view ‘Pending for Approval items list, click on “Non Financial” transaction
and then click on the “Payments” tab as shown in the above figure.

Pending for Approvals Financial v
0 1 0 0 0
Account Financial Payments Electronic Bill Payments Bulk File Bulk Record
<=2

4 Date Description From Account Amount Payee Account Details Initiated By Reference Nc
04

. May Own Account

< 12-41 Transfer xoocoooccooo Il AFN100,000.00 _ I
PM

Page 1 of 1 (1of1items)

To approve your Own/My Account Transfer request, click on O (checkbox) from the list and then click on

button as shown in the above figure to procced to the following window:

Approval Comment

Payments Transactions Approval

Selectad Tranzactions (1)

Remarks (Upticra) My Account Fund Transfer

. Jrove . Cancel

Click on button to approve your request or click on button to cancel the request. After
approving the request, you should receive the following confirmation message on your “Pending for
Approval” widget:
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Pending for Approvals Financial v

0 1 0 0 0
Account Financial Payments Electronic Bill Payments Bulk File Bulk Record

1 Transaction(s) successfully approvedddd, 0 transaction(s) failedddd.

a Date Description From Account Amount Payee Account Details Initiated By Reference No

The above confirmation message indicates that your Own/My Account Transfer request has been
successfully approved.

6.4 DOMESTIC/LOCAL TRANSFER

By using this option, you can transfer funds from your account to already added payee's account within the
bank or within the other local banks. Follow the instructions below to successfully transfer funds/money
domestically. If you hold an account with dual/multiple signatories assigned to it, then you need to switch to
your corporate initiator or maker user account.

l Tt Fld A oSk s & e

— LY SE TRy N )
= = ok ol peaocil i
Dashbuoard

Firancial Overview Position
Hat Worth
AFN23 678 234 TR
ASSEIS AN
Curenl & Sawinigs

Term Depesits 1En

B oane anl Rnarces
| Curent & Savings Crver Drart

& ATMGanch Losatr

Term Deposits & o

) Ahein

Click on the toggle menu or
to access payments.

icon Payments - menu consists of sub menu items like
Favorites, Setups, Payments and Transfers, and
Inquiries. To navigate to the respective account
related transactions, click on “Payments”.

The First MicioFinanzeBank Tha Firet MicroFinanceBank

b 4 Sl e s oSS aly) b4 [ PPN

Tark with @ social mason® oank wih ¢ social meson’

Your current view is

Viewer

Payments < Payments and Tr...

* Transfer Money

Multiple Transfers

lavorites

Sctups >

* Payments and Transfers >

Proceed by click on “Payments and
Transfers” menu as shown on the
above figure.
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Click on “Transfer Money”, as
shown in the above figure to proceed
to the “Transfer Money” page:
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Thet Firsd MizoFinemsionn
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o e St P

lMake Payment

Transfer Type

Figen

Please Ssiec! R

Trensla Nom

proparananae | b

Balance : AFN34 B3 232 82

Lrvant
o
Wiews Limnits

Trsrezlan Weer

® R I ater

Q @ Welcormie,

I
Last login 04 May 12:36 FM

Transfering money has never been easler!

Transfer money to registered payees across the globe
fram your FMFB-A zavings ar curent aceounts.

Important Notica for US Dollar Payrments!

Lear Valued Cusiomer,

The Fi icrokFinanoceBank-Adghanistan can cumently
process international USD payments 1o nearly 1,500
banks in a number of counlnies like Bussis, Azerbaijan,
Armenia, Belarus, Kazekhstan, Kyrgyzstan, Moldova,
Tajikistan, Turkmenistan, Ukraine, Uzhekistan, Latvia,
Lithuania, Fatenia, Grorgia, China, Turkey, India, Iraq,
Korea, Vienam, Mongolia, Japan, USA, Austria, Bosniz,
Bulgaria, Great Britain, Hungary, Germany, Serbia, Croatis,
Martenegro, Czech Republic and Switzerland.

If you place a USD transaction via our Online Banking
sarvice o any beneficiary bank which is amang the list of
banks available on ine website of The First

For local/domestic fund transfers, in the “Transfer Type”, select the ® ExistingPayee option. To make a
successful funds transfer to a domestic account holder, follow the instructions below to fill the associated fields

as highlighted in the above figure:

Transfer Type

@ [xisting Payee My Accounts

Payee

K Khan '

0

Account Number Account Type Accournt Name

Bark Details

ATIDATKAXXXATGI IANISTAN INTCRNATIONAL
BANK,AFGHANISTAN,NC16304

Transfer From

oonoonoocood A

Ralance * AFN34,803,232 B2

Amount
AFN W AFNS0,000.00

View Limits

Later

® RTGS (Suggested)

MNote

Fund Transfer

122 Characters Left

| 4

11111 1
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Field Description:

1. From the “Payee” list, select the appropriate payee
with a Domestic Account Type to transfer funds.

2. From the “Transfer From” account list, select the
account from which transfer needs to be done.

3. From the Currency list, select the appropriate
currency for the amount to be transferred.
(Applicable for international payees only. For
domestic and internal payees, currency gets
defaulted.)

In the “Amount” field, enter the transfer amount.

5. Inthe “Transfer When” field, select the appropriate

transfer date.

c. Ifyou select the ® Now

option, transfer will
be done on same day.

OR

d. If you select ® Later oniion  select the
appropriate future date.
6. In the “Note” field, write relevant information

regarding the payment.
- |
7. Click to proceed to the review screen or

® Cancel B .
if you want to cancel the transaction.



e Arst Miciofnanoo:
& L o ol v

VAt lngn 4 Wiy 07 13 FM

Make Payment

| 00 review

You Initiatec a racuest for Domestlc Transfer. Please review detalls sefore you confirm!

AFGHAMISTAN INTERNATIONAL BANK
ATGHANISTAN
NC16304

N ——
proteeee |

P9 Moy 20TE
Arnour
ArNSLOOE oo
RIGE

Fuod Trasfesr

© Confim © Cancal

Verify the details, and click . Click Il to cancel the transaction. And, if you want to bring
changes to the transaction click on .

One Time Verification

A verification code has been sent to your registered mobile number or email. Please enter that code below to complete the process

Verification Code

Attempts Left
4

Resend Code

Reference Number

20229

v E3

After clicking on , you would need to enter your “One Time Verification (OTP)” code which will be
sent to your registered email address with the bank. If you lose your one-time verification code, click on
“Resend Code” button to receive another one. Remember you will have only 4 attempts to request the code.

. ‘e . . . Submit .
Enter the code in the “One Time Verification” field and click on to get the transaction transfer
confirmation message as shown below:
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You should receive a confirmation message as shown in the above figure. If you hold an account with
dual/multiple signatories assigned to it, you need to switch to your corporate approver user account/s to

approve your domestic fund transfer request from your Approver’s Dashboard as described in section 3.4
of this manual.

Pending for Approvals Financial N
Financial
0 1 0 0 0 ‘
Account Financial Payments Electronic Bill Payments Bulk File Bulk Record Non Financial
O Date Description From Account Amount Payee Account Details Initiated B KETETENTCETNO STaTUS
04
— May Domestic
o I InF
PM
Page 1 of1 (1 of1items)

You can approve your Domestic Payment/Transfer request form “Pending for Approvals” widget available
on your Approver Dashboard. To view ‘Pending for Approval’ items list, click on “Non Financial” transaction
and then click on the “Payments” tab as shown in the above figure.

Pending for Approvals Financial N
0 1 0 0 0
Account Financial Payments Electronic Bill Payments Bulk File Bulk Record
o
5] Date Description From Account Amount Payee Account Details Initiated By Reference No Status
04
- May Domestic
“ E— in§
PM
Page 1 of1 (1 of 1items)

To approve your Domestic Transfer request, click on O (checkbox) from the list and then click on
button as shown in the above figure to procced to the following window:
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Approval Comment

Payments Transactions Approval

Selected Transactions (1)

|| FemarsiOptional Domestic Transfol

Cane

. Dve . el
Click on button to approve your request or click on Ml button to cancel the request. After

approving the request, you should receive the following confirmation message on your “Pending for

Approval” widget:

Pending for Approvals Financial v
0 1 0 0 0
Account Financial Payments Electronic Bill Payments Bulk File Bulk Record
* 1 Transaction(s) successfully approvedddd, 0 transaction(s) failedddd.
0 Date Description From Account Amount Payee Account Details Initiated By Reference No
No data to display.

Page 1 (0 ofQitems)

The above confirmation message indicates that your Domestic Payment/Transfer request has been

successfully approved.

6.5 INTERNATIONAL TRANSFER

Using this option, you can transfer funds from your account to already added payee's account outside the
country/internationally. Follow the instructions below to successfully transfer funds/money internationally. If
you hold an account with dual/multiple signatories assigned to it, then you need to switch to your corporate

initiator or maker user account.

Dashboard
Firancial Cverview Positior

Hat Werth

AFN23 678 234 TR

AsSElS AN
Curonl & Swinrge

Term Depesits Iy |

B oane anl Rnarces
| Cument & Savings Cver Draft

S Ml Ay

£ ATMSeanch Locator

Tarm Deposits & v
Click on the toggle menu or = icon Payments - menu consists of sub menu items like
to access payments. Favorites, Setups, Payments and Transfers, and

Inquiries. To navigate to the respective account
related transactions, click on “Payments”.
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Viewer
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Proceed by click on “Payments and Click on “Transfer Money”, as
Transfers” menu as shown on the shown in the above figure to proceed
above figure. to the “Transfer Money” page:

Tiws Fird Rz Finen G
= e 1] o = Welcorne I .
e e e Last login 04 hiav 12:36 P

lMake Payment

Transfer Tyoe

Figen

Please Select e

Trensla Miom

s S
Balance : AFN34 863,232 82 Transfering money has never been easler!
tin Transfer money to registered pavees across the globe
i fram your FMFB-A zavings ar curent aceounts.
N
Important Notica for US Dollar Payrments!
Wiew Limits

Lear Valued Cusiomer,

The First MicroFinsnceBank-Afghanistan can currently
process international USD pavments to nearly 1,500

® oo Iater banks in a number of counlries like Bussia, Azerbaijan,
Armenia, Belarus, Kazekhstan, Kyrgyzstan, Moldova,
Tajikistan, Turkmenistan, Ukraine, Uzhekistan, Latvia,
Lithuania, Fatenia, Grorgia, China, Turkey, India, Irag,
Korea, Vielnam, Mongolia, Japan, USA, Austria, Bosniz,

& Cancel Bulgaria, Great Britain, Hungary. Germany_. Zerbia, Croatia,
Martenegro, Czech Republic and Switzerland.

If you place a USD transaction via our Online Banking
sarvice 1o any heneficiary bank which is amang the list of
banks available on ine website of The First

Trsrezla W rer

For international fund transfers, in the “Transfer Type”, select the ® ExistingPayee option. To make a
successful funds transfer to an International/Overseas account holder, follow the instructions below to fill the
associated fields as highlighted in the above figure:
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Transfer Type
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1
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Bsnk D=talis

CITIUS3ZOO(CITI BANK USUS

rzmefer Erom

socoocoocoOo I e
Balance : AFN34,851,232.82

usD v 51,000.00
View Limits
B Now Lzt
Changes
PAYEE o
Transter viz Immermad B=nk
= [ ] [x]

Pzymen: Details
Registration Fees

&dd Payment Details

Mone

Receiver 4

Applicaiton Processing Fees

11111111
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Field Description:

1. From the “Payee” list, select the appropriate
payee with an International Account Type to
transfer funds.

2. From the “Transfer From”, select the account
from which transfer needs to be done.

3. In the “Amount” field, select the currency and
enter the transfer amount.

4. In the “Transfer When” field, select the
appropriate transfer date.

e. Ifyouselectthe ® NOW qniion, transfer will
be done on same day.
OR

f. If you select ® Lar gption, select the
appropriate future date.

5. In the “Transfer via Intermediary Bank” select
the appropriate option.

6. If you have selected Yes option in the Transfer
via Intermediary Bank field, select the
appropriate network for payment in the Pay
Via field.

e If you select Swift option: In the SWIFT
code field, enter the SWIFT code or search
and select it from the lookup.

e If you select National Clearing code option:
In the National Clearing code field, enter the
National Clearing code or search and select it
from the lookup.

Verify
e Note: Click to fetch bank details
based on Bank Code (BIC).
e If you select Bank details option:
I. In the Bank Name field, enter the bank
name.
[I. In the Bank Address field, enter the
complete address of the bank.
[ll. From the Country list, select the country
of the bank.
IV. From the City list, select the city to which
the bank belongs.
7. From the Payment Details list, select the
appropriate purpose of transfer.
8. In the “Note” field, write relevant information
regarding the payment.

. 8 Pay .
9. Click - to proceed to the review screen or
= -
if you want to cancel the transaction.
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International
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29 Nov 2018
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Chiames

FAYEE
Faymer L Deleix

Megistration Focs

Nole

Recciver
Application Frocessing Faes

?—

Verify the details, and click . Click to cancel the transaction. And, if you want to bring
changes to the transaction click on .

One Time Verification

A verification code has been sent to your registered mobile number or email. Please enter that code below to complete the process

Verification Code

Q-

Resend Code

' Attempts Left
4

Reference Number

20229

vEI 3

After clicking on , you would need to enter your “One Time Verification (OTP)” code which will be
sent to your registered email address with the bank. If you lose your one-time verification code, click on
‘Resend Code” button to receive another one. Remember you will have only 4 attempts to request the code.

. e . . . Submit i
Enter the code in the “One Time Verification” field and click on to get the transaction transfer
confirmation message as shown below:
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You should receive a confirmation message as shown in the above figure. If you hold an account with
dual/multiple signatories assigned to it, you need to switch to your corporate approver user account/s to
approve your international fund transfer request from your Approver’s Dashboard as described in section
3.4 of this manual.

Pending for Approvals Financial v
Financial
0 3 0 0 ‘
Account Financial Payments Electronic Bill Payments Bulk File BU Non Financial
(=] Date Description From Account Amount Payee Account Details F ¥
05
g May  Domestic | I
AM
07
(] May International sxcooocecox I 51,000.00 [ ]
2315 Payment T
PM
05
May International 70 I
AM
Page 1 of 1 (1-3 of 3 items)

You can approve your International Payment/Transfer request form “Pending for Approvals” widget
available on your Approver Dashboard. To view ‘Pending for Approval’ items list, click on “Non Financial”
transaction and then click on the “Payments” tab as shown in the above figure.
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Pending for Approvals Financial v
0 3 0 0 0
Account Financial Payments Electronic Bill Payments Bulk File Bulk Record
u Date Description From Account Amount Payee Account Details Initizted By Reference No
05
, May Demesme | | —
AM
07
May International _ . I
PM
05
P May International sxssopicssoiiii $700.00 _
- 1115 Payment ’ '
AM
FPage 1 of1 [(1-3 of 3 tems)

To approve your International Transfer request, click on O (checkbox) from the list and then click on

button as shown in the above figure to procced to the following window:

Approval Cormmenl

Payments Transactions Approval

Selastad Transactions (1)

Femarks [Pptinnza ] International Payment
Q3 ?
Click on button to approve your request or click on button to cancel the request. After

approving the request, you should receive the following confirmation message on your “Pending for
Approval” widget:

Pending for Approvals Financial v
0 1 0 0 0
Account Financial Payments Electronic Bill Payments Bulk File Bulk Record
e
o Date Description From Account Amount Payee Account Details Initiated By Reference No

The above confirmation message indicates that your International Payment/Transfer request has been
successfully approved.
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7. BULK PAYMENT FILE UPLOAD

Bulk Payment File Upload facilitates processing of multiple transactions through a single file. This is a faster
way of processing transactions than entering single screen transactions. Salary payments, fund transfers,
vendor payments are few examples of financial transactions that can be supported through file upload.

The File Upload functionality enables users to process:

Internal payments (within the bank)

Domestic payments (within the country)

International payments (cross border)

Bulk Payment File Upload module enables users to process files of bulk payments/transactions and save
time. File Uploads facility is simple to use, has daily transaction limits and comes with the security of

single/dual/multi signatory approvals.

Follow the instructions below (from creating a bulk payment file all the way to successfully processing the
transactions) to upload a bulk payment file into the application:

7.1 CREATE BULK PAYMENT FILE (TEMPLATE)

Bulk Payment File Upload module only accepts the following file formats.

CSV, XML, XLS, XLSX

While creating the bulk payment file the following file templates have to be followed/used to successfully
process a bulk payment transaction for Internal, domestic or even international payments.

7.1.1 Internal Bulk Payment File

*Microsoft Excel Template:

# | Payment | Payers Payers Account Payment Currency Transfer Payee Account Payer’s Payment Payee’s Payment
Ref ID Customer Number Amount (Standard Date number Reference/Note Reference/Note
Identification currency
Number format)
Example:
1A 100400*** 02110901 ******* 1000.00 AFN 07-05- 02110901 ******* Ahmad Payroll Business Name -
(Note: the | (Note: use 2020 Local Staff Payroll
total the
amount standard
should be | short form
followed of the
with two currency)
decimals
places
.00)
2| A 100400*** 02110901 ******* 1000.00 AFN 07-05- 02110901 ******* Jawad Payroll Business Name -
(Note: the | (Note: use 2020 Local Staff Payroll
total the
amount standard
should be | short form
followed of the
with two currency)
decimals
places
.00)
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*NOTEPAD++ Template:

1 |Payment Ref ID,Payers Customer Identification Number,Payers Account Number,Payment

Amount,Currency (Standard currency format),Transfer Date,Payee Account
Number,Payer’s Payment Reference/Note,Payee’s Payment Reference/Note,

IMPORTANT: Make sure to separate entry columns with commas, end it with comma and no space should
be left/used before and after commas as shown in the example below.

Example:

Filz= Zcit Szarch View Encading _anguzgz Settnys Mzcre Run  Pugins Wincowx *

AHBEGR|I s TR e a2k BRI ET|IFEEER = v2@y

5 TP Sakervcar |
1 A, 100, o> I, (00.0C,AFY, 04 05 2020,0211 I, Nebit Rack from I, Credit to Sajad,
2 2,100NNENNES,021 NN, (C00.0C,AFN, 04-05-2020, 0211 CHENN , Dbl Boack fcon I, Credil Lo Mujesb,
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7.1.2 Domestic Bulk Payment File

*Microsoft Excel Template:

# | Payment | Payers Payers Payment Currency Transfer | Payee’s | Payee Payment Local Payer’s Payee’s
Ref ID Customer Account Amount (Standard | Date Name Account Channel Bank Payment Payment
Identification | Number currency on the number (Always Code Reference/ | Reference/
Number format) Account select Note Note
RTGS as a
payment
channel)
Example:
1|A 100400%*** 02110901*** | 1000.00 AFN 07-05- Kareem | 123456789 RTGS Enter the Ahmad Local Staff
FkEE (Note: the (Note: 2020 Local Payroll Payroll
total use the bank code
amount standard

should be short
followed form of

with two the
decimals currency)
places .00)
2| A 100400*** 02110901*** | 1500.00 AFN (use 07-05- Nawab | 987654321 RTGS Enter the | Jawad Local Staff
FAEE (Note: the the 2020 Local Payroll Payroll
total standard bank code
amount short
should be form of
followed the
with two currency)
decimals
places .00)

*NOTEPAD++ Template:

1 |Payment Ref ID,Payers Customer Identification Number,Payers Account Number,Payment Amount,Currency
(Standard currency format),Transfer Date,Payee’s Name on the Account,Payee Account number,Payment
Channel (Always select RTGS as a payment channel),lLocal Bank Code,Payer’s Payment
Reference/Note,Payee’s Payment Reference/Note,

IMPORTANT: Make sure to separate entry columns with commas, end it with comma and no space should
be left/lused before and after commas as shown in the example below.

Example:

File Edit Search View Encoding Language Settings Macro Run Plugins Window 7

cHAERGA DB 2 aR % BR 1 EI SENERzaveay

: DomesticBukl.csv

1 A, 100NN, 02110, 1000.00,AFN,22-04-2020, I Afghanistan, 123, RTGS, GHBKAFKAXXX, Pay from I, Pay to Kareem,
2 A, 100NN, 02110, 1500.00,AFN,22-04-2020, Il Afcghanistan, 223, RTGS, GHBKAFKAXXX, Pay from -, Pay to Nawab,
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7.1.3 International Bulk Payment File

*Microsoft Excel Template:

# | Payment | Payers Payers Payment Currency Transfer | Payee’s Payee Payee’s Payee’s Payee’s Payee’s Payment Internation | Internati | Internati | Interna | Internati | Payment Payment Payment Payment International Payer’s Payee’s
Ref ID Customer | Account Amount (Standard | Date Name Account Address Address City Country Channel al Bank onal onal tional onal Details Line 1 Details Line 2 details line 3 | Details Line 4 Transfer Payment Payment
ID Number currency on the number Line 1 Line 2 (Code SWIFT Code | Bank Bank Bank Bank Charges Reference | Reference
Number format) Account Type, e.g. Name Address City Country /Note /Note
SWIFT)
Example:
1A 100400** | 02110901 1000.00 usD 07-05- Anu 12345678 33 Hatfield Hertford | United SWIFT AAAA BB HSBC Hatfield Hertfor | United Purpose of Remittance Remittance Remittance Payee/Payer/ | Ahmad Local Staff
* kil (Note: The (Note: 2020 Khan Aldykes shire Kingdom CC DDD Town dshire Kingdom | transfer — Information-2 | Information- | Informatio-4 Shared Payroll Payroll
total amount | Use the (Note: Center Remittance (Note: This 3 (Note: This | (Note: This (Note: Specify
should be standard Enter the Information 1 | field is not field is not field is not which party is
followed short Internation E.g. School mandatory. mandatory. mandatory. to pay the
with two form of al Bank Fees Leave this Leave this Leave this charges/The
decimals the SWIFT column empty | column column empty | transfer
places .00) currency) Code) if no further empty if no if no further chargers can
information is | further information is also be shared
required) information required) between the
is required) two parties)
2| A 100400** | 02110901 | 1500.00 usD 07-05- Anu 12345678 | 33 Hatfield | Hertford | United SWIFT AAAA BB HSBC Hatfield | Hertfor | United Purpose of Remittance Remittance Remittance Payee/Payer/ | Jawad Local Staff
* HA AR AE (Note: The (Note: 2020 Khan Aldykes shire Kingdom ccbbD Town dshire Kingdom | transfer — Information 2 | Information Information 4 | Shared Payroll Payroll
total amount | Use the (Note: Center Remittance (Note: This 3 ((Note: (Note: This (Note: Specify
should be standard Enter the Information 1 | field is not This field is field is not which party is
followed short Internation E.g. mandatory. not mandatory. to pay the
with two form of al Bank Utility Leave this mandatory. Leave this charges/The
decimals the SWIFT column empty | Leave this column empty | transfer
places .00) currency) Code) if no further column if no further chargers can
information is | empty if no information is also be shared
required) further required) between the
information two parties)
is required)

*NOTEPAD++ Template:

1 |Payment Ref ID,Payers Customer ID Number,Payers Account Number,Payment Amount,Currency (Standard currency format),Transfer Date,Payee’s Name on the Account,Payee Account
number ,Payee’s Address Line 1,Payee's Address Line 2,Payee's City,Payee's Country,Payment Channel (e.g. SWIFT),International Bank Payment Channel Code/SWIFT Code,International

Bank Name,International Bank Address,International Bank City,International Bank Country,Remittance Info 1,Remittance Info 2 (not mandatory),Remittance Info 3 (not

mandatory),Remittance Info 4 (not mandatory),International Transfer Charges (Payee/Payer/Shared),Payer’s Payment Reference/Note,Payee’s Payment Reference/Note,

IMPORTANT: Make sure to separate entry columns with commas, end it with comma and no space should be left/used before and after commas as shown in the example below.
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7.2 FILE UPLOAD

This section will guide user to upload files containing multiple payments into the FILE UPLOAD module in
the application. Follow the instructions below to successfully upload a Bulk Payment File. If you hold an
account with dual/multiple signatories assigned to it, then you need to switch to your corporate initiator or
maker user account.

"

Click on the toggle menu or = icon to access As shown above, click on File Upload to
payments. navigate through the following submenu:

Click on File Upload to go to the file upload
module page as shown in the image below:
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33,

Field Description:

File Identifier — From the File Identifier list, select the file identifier. The file identifier details appear as:

PN

From the above list, select the transaction type of the file upload. The transaction type could be Internal Bulk
Payment, Domestic Bulk Payment and International Bulk Payment.

As an example, Internal Bulk Payment transaction file upload is demonstrated below in order to guide users
on how to successfully upload and process a bulk payment file via our file upload module. The same
instructions apply for the rest of the transactions (domestic and International).
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File Name — Name of the file which is uploaded. This module can only accept the following file format types:
CSV, XML, XLS, XLSX

Select the file from your computer by clicking on [t Choosefile... icon as shown in the

figure below:

ﬁ:

Search and select the Bulk Payment File from your computer and click on button as shown in
the figure to fetch the file into the file upload module.
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Once the file is successfully fetched into the File Upload module, click on
payment transaction.

Dot button to initiate the bulk

One Time Verification

A verification code has been sent to your registered mobile number or email. Please enter that code below to complete the process

Verification Code

* .......

Resend Code

* Attempts Left
4

Reference Number

20229

v £ 3

After clicking on , you would need to enter your “One Time Verification (OTP)” code which will be
sent to your registered email address with the bank. If you lose your one-time verification code, click on
‘Resend Code” button to receive another one. Remember you will have only 4 attempts to request the code.

. e . . . Subimil .
Enter the code in the “One Time Verification” field and click on to get the transaction transfer
confirmation message as shown below:
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You should receive a confirmation message as shown in the above figure. If you hold an account with
dual/multiple signatories assigned to it, you need to switch to your corporate approver user account/s to
approve your bulk fund transfer request from your Approver’s Dashboard as described in section 3.4 of
this manual.

You can approve your Bulk Payment File Upload request form “Pending for Approvals” widget available
on your Approver Dashboard. To view ‘Pending for Approval’ items list, click on “Non Financial” transaction
and then click on the “Bulk File” tab as shown in the above figure.
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4

< ]

To approve your Bulk Transfer File Upload request, click on O (checkbox) from the list and then click on

Approve . . . .
- button as shown in the above figure to procced to the following window:

Cancel

Click on button to approve your request or click on button to cancel the request. After
approving the request, you should receive the following confirmation message on your “Pending for
Approval” widget:

Pending for Approvals Financial v
0 1 0 0 0
Account Financial Payments Electronic Bill Payments Bulk File Bulk Record
e e
a Date Description From Account Amount Payee Account Details Initiated By Reference No

The above confirmation message indicates that your Bulk Payment File Upload request has been
successfully approved.
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7.3 UPLOADED FILES INQUIRY

Through this option you can view the bulk files uploaded by you or your assigned associates (only those files
that the user has access to) and their status. Follow the instructions below to go to Uploaded File Inquiry
page:

"

Click on the toggle menu or = icon to access As shown above, click on File Upload to
payments. navigate through the following submenu:

_

Click on Uploaded File Inquiry to go to the file
upload module page as shown in the image
below:
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From the above image, click on to expand the search criteria and search a particular uploaded

|

file. The search section appears. Click on to go back to your main dashboard. Click on File
Reference Id link to view the details of the uploaded file in the Uploaded File Inquiry - File Details screen,
as shown below:

|
]
]
el —
— I
Click on to download the file record details in pdf or csv format. Click on against a

specific file upload record by clicking on the O (checkbox) from the given list of the transactions to delete the

record. Click on to go back to the previous page.
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8. ACCOUNT SETTINGS

This option allows you to change the settings of your account, such as your profile details and personal
information, changing your account security questions, changing your password, setting daily or monthly
payment limits and etc.

8.1 ACCESSING YOUR PROFILE

To access profile settings, go to “Account Settings” on the toggle menu or follow the instructions below:

L

N | c—

Click on the toggle menu or To navigate to your account Click on “My Preference” to
= icon to access payments. profile, click on “Account proceed to “My Profile”
Settings”. screen:
I
F — ﬂ
|

— _

—

As shown in the above figure, click on “Profile” tab on the left side of the page to see the following options:

1. Download Profile: click on to download your profile details in an excel file.

2. Contact Information: click on icon to enter you contact information, for example:
| ;
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Once you entered your mobile phone number into the “Contact Number” field, click on to bring

the changes or to cancel to the transaction. Follow the same procedure for “Communication
Address”, “Email ID”, and “Fax Number” fields.

Once you are done with bringing changes click on to proceed to the main screen/dashboard.

8.2 SETTING UP A PRIMARY ACCOUNT NUMBER

Primary account number for a user would be his main account to be used as a default for all transactional
purposes. User has an option to choose a primary account if he is having multiple accounts mapped to him.
To access primary account number settings, go to “Account Settings” on the toggle menu or follow the
instructions below:

2

. [ Iﬁ

Click on the toggle menu or To navigate to your account Click on “My Preference” to
= icon to access payments. profile, click on “Account proceed to “My Profile”
Settings”. screen:
]

|

—

As shown in the above figure, click on “Primary Account Number” to see the following option:

Select Account: from the account list click on any of the check box icons to select one of the accounts

as your primary account number.

Click on to proceed with your request and will
appear on the top-right-side of the screen.
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8.3 EDIT/RESET YOUR LOGIN SECURITY QUESTIONS

To edit or reset your login security questions, go to “Account Settings” on the toggle menu or follow the
instructions below:

2

. [ Iﬂ

Click on the toggle menu or To navigate to your account Click on “My Preference” to
= icon to access payments. profile, click on “Account proceed to “My Profile”
Settings”. screen:
L]

As shown in the above figure, click on “Security and Login” to see the following options:

1. Set Security Questions: click on set security questions tab as shown in the above figure.
. . . . . [4 Edit . .

2. Edit: to edit your security questions click on to change your security questions.

3. Cancel: to cancel the transaction click on to cancel the transaction.

4. Back: to go back to the previous page click on to go back to the previous page.
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8.4 CHANGING YOUR PASSWORD

Your Password is vital to using Internet banking. It is used to identify you and grants you access to your
account information. Your Password is as important as your signature and should not be shared. Keep it to
yourself. The Bank makes provision for secrecy by displaying stars (*) on the screen as you enter your
Password. This protects your Password from anyone looking over your shoulder as you type.

To change your password, go to “Account Settings” on the toggle menu or follow the instructions below:

2

[ — o

Click on the toggle menu or To navigate to your account Click on “My Preference” to
= icon to access payments. profile, click on “Account proceed to “My Profile”
Settings”. screen:
]

111

To change your password:
1. Enter your existing password in the “Current Password” field.
2. Enter your new password in the “New Password” and “Re-enter Password” fields. Follow the

instructions on the right side of the screen to enter your password successfully.

3. Click on to go back to the previous page.

4. Click on to proceed to the success page:
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If you receive the above message, then your password has successfully changed. Click on “Go to
dashboard” to go to the main screen/dashboard.

9. CHEKCING YOUR MAIL BOX

“Mail box” of the application consists of messages, alerts and natifications intended to the users. Mail box
shows the list of messages to the user with date and time and message subject. you can click the message
to read the detailed content of the message. The subject of the message gives a brief understanding of what
the message is about.

From your mail box you can manage your Mails, Alerts and Notifications. Follow the instructions below to
check access and manage your mail box:

9.1 CHECKING/MANAGING YOUR MAILS

You can view the message details, the sender information and also view the chain of messages exchanged
if any. The complete chain of message helps customer understand and know the information exchanged with
the bank on a particular subject. You can also compose new emails.

Follow the instructions below to check your mail box:

2

| Iﬁ

[ —

Click on the toggle menu or  To navigate to your mails, alertsand  Click on “Mails” to proceed to

= icon to access payments. notifications, click on “Mailbox”. your mails page:
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From the above figure, the “Mails” page consists of the following options:

1. Inbox: click on to check your received mails.

2. Sent: click on to check your sent mails.

3. Deleted Mail: click on to check your deleted mail.
4. Compose Mail: click on to write a new email.

5. Read Mails: click on any of the received mails from the mails’ list.
6. Delete Mails: select a mail form the displayed mail list and click on i icon to delete mail.

7. Refresh Mails: click on %~ icon to check for new mails.

8. Back To Dashboard: click on “Back to Dashboard” to go back to the main screen/dashboard.

9.2 VIEWING/MANAGING YOUR ACCOUNT ALERTS

Using this option, you can manage or view your account related alerts. Follow the instructions below to
manage or view alerts:

2

 — e

Click on the toggle menu or  To navigate to your mails, alertsand  Click on “Alerts” to proceed to

= icon to access payments. notifications, click on “Mailbox”. your mails page:
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From the above figure, the “Alerts” page consists of the following options:

1. Read Alerts: click on any of the received alerts from the alerts’ list.
2. Delete Alerts: select an alert form the displayed alerts’ list and click on Tir icon to delete.

) ~
3. Refresh Alerts: click on *~ icon to check for new alerts.

9.3 VIEWING/MANAGING YOUR ACCOUNT NOTIFICATIONS

2

 —

| |~

Click on the toggle menu or To navigate to your mails, Click on “Notifications” to
= icon to access payments. alerts and notifications, click on proceed to your mails page:
“Mailbox”.
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From the above figure, the “Notifications” page consists of the following options:

1. Read Notifications: click on the Subject of any of the received notifications from the notifications’
list.

2. Delete Notifications: select a notification form the displayed notifications’ list and click on Tir icon
to delete.

3. Refresh Notifications: click on %~ icon to check for new notifications.
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10. BRANCH LOCATOR

Using this option, you can view the address and location of the branch. Follow the instructions below to
locate a nearby branch.

"

Iﬁ

Click on the toggle menu or = con to Click on “ATM/Branch Locator”, then you
access payments. would face the following page:

From the above figure, the “ATM/Branch Locator” page consists of the following options:

A Branch

1. Location of Branch: click on e button and choose from the list.
2. Search Branch: enter the name of the city/province in the “Search ATM/Branch Locator” field to

locate all the branches around your residential area.
3. Show Nearest Branch: Click “Show nearest ATM/Branches” to view the list of all the branches.
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11. FORGOT YOUR USERNAME/PASSWORD

If you can't login because you have forgotten your Username or Password, then follow the situations that
applies to you below and follow the troubleshooting steps to get back into your account again.

11.1 FORGOT YOUR USERNAME

Your Username is always your 9-digit Bank Client Identification Number (CIN). In case you forgot your
CIN/Username and don’t have access to reach your bank then follow the instructions below on how to
successfully recover your Username via your registered email address with the bank:

e ]

From the above figure, click on “Forgot Username” then you would face the following page:

vl

F

Submit

Enter your registered email ID in the “Email” field followed by your “Date of Birth” and click on to

receive your Username on your email.
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11.1 FORGOT YOUR PASSWORD

In case you forgot your password, follow the instructions below on how reset your password:

From the above figure, click on “Forgot Password” then you would face the following page:

Enter your username/CIN in the “Username” field followed by your “Date of Birth” and click on
proceed to the following page:
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Enter your new password into the “Password” field followed by “Re-enter Password” field. Click on
to successfully change your password. You should face the following message to confirm that your password
has changed:
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12. TOOLS AND CALCULATORS

FMFB-A Online Banking offers “Tools and Calculators” to help you to predict financial calculations and take
decisions based on their results. Calculators can be used by bank users as well as prospects.

Following types of calculators are available on our Online Banking channel:

Loan Calculator
Term Deposit Calculator

Loan Eligibility Calculator

AP W N PRF

Foreign Exchange Calculator

To access “Tools and Calculators”, go to FMFB-A Online Banking Login page as shown in the figure below:

12.1 LOAN CALCULATOR

Loan Calculator is a simple calculator which calculates the repayment value of the loan for specific tenure
and rate of interest. It helps you determine the loan borrowing based on the repayment capacity of the loan.
This calculator does not define the eligibility of the customer for borrowing the loan. It only provides the
repayment value of a loan for specific tenure.

Click on icon to proceed to “Loan Calculator” page as shown below:
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1.1

Field Description:

1. Inthe “Amount” field, enter the Loan amount than you
need.

In the “For” period field, enter the loan tenure in years.

In the “Interest Rate” field, enter the interest rate.

L1

4. Click on to calculate and display the monthly
installment for the loan required as shown below:

12.2 TERM DEPOSIT CALCULATOR

The Term Deposit calculator gives an indication about the interest which will be earned and total value of
deposit at maturity if a particular amount is invested at the bank over a fixed period of time. It calculates the
total amount of the term deposit at the end of maturity.

FMFB-A CORPORATE ONLINE BANKING — USER MANUAL Page | 96



Click on icon to proceed to “Term Deposit Calculator” page as shown below:

1

1

Field Description:

. 1. Inthe “Amount” field, enter the deposit amount.

2. Inthe “Frequency” period section, enter the relevant
information.

& 3. Inthe “Interest Rate field”, enter the rate of interest.

|& 4. Click on to calculate and display the total maturity
amount as shown below:
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12.3 LOAN ELIGIBILITY

Loan eligibility calculator enables customer to understand their loan eligibility, considering their average
monthly income and expenditure. It computes the loan amount and repayment amount based on income,
expense, interest rate and tenure of the loan.

Click on icon to proceed to “Loan Eligibility Calculator” page as shown below:

Field Description:

1. Inthe “Your Average Monthly Income” field, enter your
A monthly income.

2. Inthe “Your Average Monthly Expenses” field, enter
your monthly expenses.

A 3. Inthe “For How Many Years” field, enter the loan tenure
of loan.

A 4. Inthe “Interest Rate” field, enter the rate of interest.

A 5. Click on to calculate and display the eligible loan

amount and average installment/month as shown below:
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12.4 FOREIGN EXCHANGE CALCULATOR

The foreign exchange calculator provides a comparison between two currencies. It provides the equivalent
value of one currency with another currency. Mid exchange rates for the currency will be fetched online from
the system and calculations will be done based on the exchange rate retrieved.

Click on icon to proceed to “Foreign Exchange Calculator” page as shown below:

v
F
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Field Description:

From
curmeney A 1. Inthe “From” currency list, select the appropriate
UsD v option.
U | In the “Amount” field, enter the conversion amount.
$100.00 In the “For How Many Years” field, enter the loan
' tenure of loan.
o 4. Inthe “To” currency list, select the appropriate option.
Currency A
AFN M 5. Click on to calculate and display the currency

exchange rate as shown below:
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13. ACCOUNT SECURITY AND TIPS

13.1 SESSION TIMEOUT

If your session is inactive for 5 minutes, your session will expire. This is a security feature that aims at
preventing fraudulent use of your profile if you forget to log off after you finish your banking activities.

13.2 SECURE YOUR COMPUTER AND KEEP IT UP-TO-DATE
Security software is essential these days, regardless of what you use your computer for.

As a minimum, make sure you have a firewall turned on and are running antivirus software. This will ensure
you are protected from Trojans, keyloggers and other forms of malware that could be used to gain access to
your financial data.

You'll also want to keep your operating system and other software up-to-date to ensure that there are no
security holes present.

13.3 AVOID CLICKING THROUGH EMAILS
No financial institution worth their salt will send you an email asking you to provide any of your login details.

If you receive an email that appears to be from your bank that asks for such details then treat it with suspicion
as it may well be a phishing attempt to trick you into handing your credentials over.

Likewise, be aware of links in emails that appear to be from your bank — this is a trick often employed by the
bad guys to get you onto a website that looks like your bank. When you log in to ‘your account’ they will steal
your username and password and, ultimately, your cash.

It is always safer to access your online bank account by typing the address into your browser directly.
Also, be aware of unsolicited phone calls that purport to be from your bank. While your financial institution
may require you to answer a security question, they should never ask for passwords or PINs (they may ask

for certain letters or numbers from them, but never the whole thing).

If in doubt, do not be afraid to hang up and then call your bank back via a telephone number that you have
independently confirmed as being valid.

13.4 ACCESS YOUR ACCOUNTS FROM A SECURE LOCATION

It's always best practice to connect to your bank using computers and networks you know and trust.

But if you need to access your bank online from remote locations you might want to set up a VPN (Virtual
Private Network) so that you can establish an encrypted connection to your home or work network and access
your bank from there.

Look for a small padlock icon somewhere on your browser and check the address bar — the URL of the site

you are on should begin with ‘https’. Both act as confirmation that you are accessing your account over an
encrypted connection.

FMFB-A CORPORATE ONLINE BANKING — USER MANUAL Page | 101



13.5 ALWAYS LOG OUT WHEN YOU ARE DONE

It is good practice to always log out of your online banking session when you have finished your business.
This will lessen the chances of falling prey to session hijacking and cross-site scripting exploits.

You may also want to set up the extra precaution of private browsing on your computer or smart phone, and
set your browser to clear its cache at the end of each session.

13.6 MONITOR YOUR ACCOUNTS REGULARLY

It should go without saying that monitoring your bank statement each month is good practice as any
unauthorized transactions will be sure to appear there.

But why wait a whole month to discover a discrepancy? With online banking you have access 24/7 so take

advantage of that and check your account on a regular basis. Look at every transaction since you last logged
in and, if you spot any anomalies, contact your bank immediately.
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