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This guide covers the client portal used by organisations (chapters 1–15) and the
EBITS super admin area and API (chapter 16). Screens may differ slightly
depending on your role: you only see what your role allows.
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EBITS Pay helps associations, churches, schools, welfare funds and cooperatives collect dues,
levies and contributions from their members by USSD, mobile money, cash or bank, with an
instant SMS receipt for every payment.

How it works

Who uses EBITS Pay

Who
Where they
work

What they do

Members USSD

*928*7#
Pay for themselves or for someone else, check recent payments

and dues.

Organisation team
(treasurer, secretary,
finance…)

Client portal
/app

Manage members, payment types, payments, SMS and reports.
What each person can do depends on their role.

EBITS staff Super admin
/admin

Onboard clients, set up Hubtel accounts, manage users, SMS
gateway and platform reports.

Signing in for the first time
Open the EBITS Pay address in a web browser (Chrome, Edge or Firefox, on a computer, tablet or phone)
and sign in with the email address and password you were given. If EBITS or your administrator set your
password, you will be asked to choose your own password straight away.

01
I N T R O D U C T I O N

Welcome to EBITS Pay

1

Member dials
*928*7#
On any phone, no app or
data needed. Their phone
number identifies them.

➜

2

Chooses what to
pay
Only the dues they qualify
for are shown, with the
correct amount.

➜

3

Approves on MoMo
The money goes straight
into the organisation's
own Hubtel account.

➜

4

Gets an SMS receipt
The payment appears on
the dashboard and in
every report immediately.
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EBITS Pay

The sign-in page. "Forgot password?" sends a temporary password by SMS.
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Keep your account safe and get back in quickly if you forget your password.

Forgot your password?

EBITS Pay

Forgot password: enter your email or phone.

EBITS Pay

My profile: update your details and change your password.

GOOD TO KNOW

A phone number is required on every account, because temporary passwords are sent by SMS. If the page
says your account has no phone number, ask your administrator to add it.

IMPORTANT
Requesting a reset does not cancel your old password. If you remember it, keep using it and ignore the SMS.
When an administrator resets your password, the old one stops working immediately and you are signed out
on every device.

Changing your password
Click your name (top right) → My profile. Enter your current password and the new one twice. Changing
your password signs you out of every other browser.

02
G E T T I N G  S TA R T E D

Your account & password

On the sign-in page click Forgot password?1

Enter your email address or phone number and press Send temporary password.2

You receive an SMS such as "your temporary password is KQRT-4829". The screen shows where it
went, e.g. 024•••1010.

3

Sign in with your email and the temporary password within 30 minutes.4

Choose a new password (at least 8 characters with letters and numbers). You cannot use EBITS Pay
until you do.

5
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A one-screen picture of your collections: this month, the trend, which dues are being paid, and
who is paying.

EBITS Pay

The client dashboard

03
C L I E N T  P O R TA L

The dashboard

Collected this month with the change against last month, all-time collections, pending payments and
SMS sent.

✓

Monthly collections for the last six months and this period's dues: how many qualifying members have
paid each due.

✓

Recent payments and this month's collections by payment type.✓

Who is paying: amounts and participation by member group, age group and gender, with a link to the full
printable report.

✓

Quick buttons: Record payment, Add member, Send reminder.✓
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Members are the people who pay. Each member is identified by their own Member ID (e.g. a
staff ID or membership number) and pays by USSD with the phone number you register.

EBITS Pay

Members: search by name, ID, phone or email; filter by group and status.

Add a member

04
C L I E N T  P O R TA L

Members & groups

Go to Members → Add member.1

Enter first and last name, a Ghana phone number and the member's own Member ID (staff ID or
membership number). These are required. Member IDs are never invented by the system and must be
unique in your organisation.

2

Everything else (gender, date of birth, group, location, join date, extra fields) is optional but makes
eligibility rules and reports richer.

3

Tick Send welcome SMS to text the member their ID and the USSD code.4
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The member profile
EBITS Pay

Add member: name, phone and the member's own Member ID are required.

EBITS Pay

A member profile: details, the dues they qualify for, payment history, Print statement and Record payment.
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From a profile you can record a payment, send an SMS, see which payment types the member qualifies
for, and Print statement: a branded statement of all their payments and any dues still outstanding.

Member groups

EBITS Pay

Member groups, e.g. Executives, Teaching Staff, Retired.

Groups organise members (branches, cell groups,
departments, categories). They are used to:

TIP

Date of birth unlocks the age group analysis in
reports (Under 18, 18–24 … 65 and over).

decide who must pay a due (eligibility rules),✓

send SMS to one group,✓

analyse payments by group in reports.✓
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Bring the member list you already have. No template is needed: EBITS Pay reads your
headings and suggests where each column goes.

EBITS Pay

Step 2: suggested matches. A name, a phone number and the Member ID (here "Staff ID") are required.

MEMBER IDS
Rows without a Member ID or a valid phone number are skipped with the reason shown, never given an
invented ID.

05
C L I E N T  P O R TA L

Importing members from Excel

Go to Members → Import from Excel (EBITS staff: Import members, then choose the client).1

Choose your .xlsx or .csv file. Title rows and blank lines are skipped automatically.2

Match columns. Each column shows examples and a suggestion such as Member's Name → Full
name or Sex → Gender. Change any that are wrong. Columns EBITS Pay doesn't keep (e.g. Age) are
skipped, or you can keep them as extra info. Your file must have a Member ID column (e.g. Staff ID,
Membership No.).

3

Review. Every row is marked New  Update  or Skip  with the reason.4

Press Import. Download the skipped rows, fix them and import the file again: existing members are
updated, never duplicated.

5
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TIP

Phone numbers that lost their leading 0 in Excel (244123456), +233 numbers and ALL CAPS names are fixed
for you. Old Excel 97-2003 (.xls) files must first be saved as .xlsx or CSV.
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Payment types are the things members pay for: monthly dues, levies, welfare contributions, T-
shirts, event tickets…

EBITS Pay

Payment types with amount, frequency and how many members qualify.

Create a payment type

Setting What it means

Amount Fixed (e.g. GHS 50), variable (member enters an amount between a minimum and maximum) or
per item (unit cost × quantity, e.g. 3 T-shirts × GHS 80).

Frequency One-time, weekly, monthly, quarterly or annually. Payments are tracked per period (e.g. 2026-10).

Due day,
dates

Day of the month reminders go out; optional open and close dates.

USSD Whether members see it on *928*7# .

06
C L I E N T  P O R TA L

Payment types & eligibility
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Eligibility rules: who must pay

EBITS Pay

Eligibility rules with a live preview of qualifying members.

Click Eligibility rules on a payment type. Add rules
on group, status, gender, age, months since joining,
location or any extra field, e.g. Member group is any
of Teaching Staff, Executives and Age at least 18.

Choose whether members must match ALL rules or
ANY rule. The preview shows exactly who qualifies.
Only qualifying members see the due on USSD and
appear in compliance reports.
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Every payment, whether USSD, mobile money prompt, online, cash or bank, appears on the
Payments screen with its status.

EBITS Pay

Payments: filter by status, type, channel and date; open any payment for details.

Record a payment

Status Meaning

Pending Waiting for the member to approve on their phone. Use Recheck to ask Hubtel, or Cancel.

Successful Money received. A receipt SMS has been sent.

Failed / Cancelled Declined, timed out or cancelled. The member is told by SMS.

07
C L I E N T  P O R TA L

Recording & tracking payments

Click Record payment (or use the button on a member's profile).1

Choose the member, payment type, amount (or quantity) and channel.2

Mobile Money: a prompt is sent to the payer's phone to approve. Cash/Bank: recorded as successful
immediately.

3

The member receives an SMS receipt with the reference.4
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EBITS Pay

Payment simulator (simulation mode): approve or decline test
prompts.

GOOD TO KNOW

Until your Hubtel account is switched on, EBITS
Pay runs in simulation mode (badge at the top of
the screen): no real money moves. Use the
Payment simulator to approve or decline test
payments as the member's phone would.
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Members don't need an app, a smartphone or data. One short code works for every
organisation on EBITS Pay.

EBITS Pay

The USSD simulator lets you try the menu exactly as a
member sees it.

Welcome to EBITS Pay
1. Pay for myself
2. Pay for someone else
0. Exit

The member's phone number identifies them and their
organisation, with no organisation code. If the number
belongs to members of several organisations, they
choose the organisation by name.

Select payment:
1. Monthly Dues GHS 50
2. Welfare Contribution
3. Association T-Shirt

Only dues they qualify for are listed. Variable amounts
ask for an amount; item payments ask how many.

Pay GHS 50.00 for Monthly Dues (2026-
10)?
1. Confirm
2. Cancel

They approve the MoMo prompt with their PIN and
receive an SMS receipt.

TIP
Paying for someone else: choose 2 and enter
that person's Member ID, e.g. a child paying for a
parent. Numbers that aren't registered go straight
to the Member ID prompt. The payer and the
member both get an SMS.

NO ORGANISATION CODE

Members never need an organisation code.
Everyone dials the same *928*7# : paying for
myself, the phone number tells EBITS Pay which
organisation the member belongs to; paying for
someone else, the Member ID does. If a phone or
ID belongs to more than one organisation, the
caller simply picks the organisation by name.

08
C L I E N T  P O R TA L

How members pay with *928*7#
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Receipts, reminders and announcements by SMS, with placeholders that fill in each member's
details.

EBITS Pay

Send SMS: choose the audience, write with placeholders, send now or schedule.

09
C L I E N T  P O R TA L

SMS messaging

Audience: all active members, one group, members who qualify for a payment type, or defaulters who
haven't paid this period.

✓

Placeholders: click chips like {first_name} , {member_no} , {amount}  to personalise each
message. The counter shows characters and SMS parts.

✓

Schedule a message for later, e.g. 8:00 tomorrow.✓

Automatic SMS: receipts, failure notices, due-day reminders and welcome messages. Edit their wording
under Settings → SMS templates.

✓

The message log shows every SMS with its status (sent, delivered, failed).✓
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The Report centre turns your data into branded, printable reports with charts, and CSV
downloads that open in Excel.

EBITS Pay

Report centre: set the period and filters once, then open, print or download any report.

Report What it shows

Payment transactions Every payment in the period: date, reference, member, type, channel, status, amount,
fee and net.

Collections summary Totals by month (chart), by payment type, channel and mobile network, plus all

attempts by status.

Payments by member
category

Who is paying: amount, share, participation and average per payer by member
group, gender, age group, location and status.

Dues compliance &
defaulters

For one payment type and period: who qualifies, who paid, who still owes, and
compliance by group.

Membership register All members with ID, contacts, gender, age, group, location, join date, status and total
paid.

Membership analysis Members by group, gender, age group, status and location, and new members per
month.

10
C L I E N T  P O R TA L

Reports: print, PDF & Excel
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Member statement One member's payment history and outstanding dues. Also from the member's
profile.

EBITS Pay

A printable report: organisation header, headline figures, charts and tables, with page numbers and a sign-off line.

GOOD TO KNOW

Downloads are recorded in the audit trail. Who can print or download each report is controlled by roles
(reports.view, reports.export, members.export).

Open Report centre. Pick a period (This month, Last month, This year…) or exact dates, and any
filters.

1

Click Open to view the report, Print to open it and start printing, or CSV / Excel to download it.2

In the print window choose your printer, or Save as PDF to email the report.3
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Give each person exactly the access they need. Two people can both be "admins" yet do
different things.

EBITS Pay

Team: add people, give them a role, and reset passwords.

Add a team member

Reset password texts the person a temporary password. Their old password stops working and they are
signed out everywhere.

11
C L I E N T  P O R TA L

Team, roles & permissions

Go to Team → Add team member.1

Enter name, email, phone (required), choose a role and set a first password.2

Leave Ask them to choose their own password ticked: they must change it the first time they sign
in.

3
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EBITS Pay

Roles & permissions: built-in roles and your own custom roles.

Built-in role Can do

Administrator Everything, including team, roles, settings and the Hubtel account. Cannot be edited or
removed; there is always at least one.

Finance
Officer

Payments, reports, reminders and imports, but cannot edit members.

Staff Day-to-day member work, payments and SMS.

Viewer Read-only access to members, payments and reports (and member import).

Click New role (or Duplicate) and tick the permissions you want, grouped by feature: Members, Payment
types, Payments, SMS, Reports, USSD and Administration.
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Every change is recorded: who did what, when, from where, and exactly what changed.

EBITS Pay

Audit trail: filter by person, event, record and date; open an entry to see before and after values.

12
C L I E N T  P O R TA L

Audit trail

Changes to members, groups, payment types, rules, payments, settings, users and roles, with old and
new values.

✓

Sign-ins, sign-outs and failed sign-ins, password resets, imports and downloads.✓

Payments made by USSD or confirmed by Hubtel show who made them, e.g. "USSD 0244…".✓

Passwords are never recorded and API keys are hidden. Entries cannot be edited or deleted. Export
CSV for auditors.

✓
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Your members' money goes straight into your own Hubtel merchant account. EBITS never holds
it.

EBITS Pay

Payment account: enter your own Hubtel keys, test them, then switch live payments on.

IMPORTANT

Hubtel must enable Direct Receive Money and Online Checkout on your account and whitelist the EBITS Pay
server. EBITS will guide you through this.

13
C L I E N T  P O R TA L

Hubtel account & settings

Get your Client ID, Client Secret and POS Sales ID from Hubtel Unity (Developers → API Keys;
Sales → Points of sale).

1

Open Payment account, paste the keys and press Save keys. The secret is stored encrypted and
never shown again.

2

Press Test keys. Hubtel must accept them.3

Press Switch live payments on. From now on members are charged real money into your account.4
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Organisation settings
EBITS Pay

Settings: organisation profile, SMS sender ID, the USSD code to share with members and your own SMS wording.
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Make the portal look like your own system. Your logo, name and colours load for your whole
team as soon as they sign in, and appear on printed reports and members' receipts.

EBITS Pay

Branding: upload your logo, pick a colour suggested from it, choose an interface style and preview before saving.

GOOD TO KNOW

If you choose a light colour (for example gold), EBITS Pay automatically uses a deeper shade for buttons so
the white text on them stays easy to read. This meets the international WCAG AA accessibility standard.

14
C L I E N T  P O R TA L

Your brand: logo, colours & style

Open Administration → Branding (you need the Manage settings permission).1

Press Upload logo and choose your logo: PNG, JPG, WebP or SVG, up to 2 MB.2

EBITS Pay reads the logo and suggests colours from your logo. Click one, choose a professional
preset, or type your own colour code.

3

Choose an interface style: Coloured (recommended: the sidebar wears a deep shade of your
colour), Soft tint or Light.

4

Check the live preview and press Save branding.5
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EBITS Pay

The Coloured style: your logo on a white badge, the sidebar in your colour and a soft tint on every page.

One sign-in address for everyone
Your team does not need a special link. Everyone, from every organisation, signs in at the same EBITS Pay
address. As soon as a person signs in, EBITS Pay recognises the organisation they belong to and loads its
logo, name, colours and interface style automatically.
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This guide also lives inside EBITS Pay as a searchable Help centre that EBITS keeps up to
date.

EBITS Pay

Help centre: search as you type, or browse by topic. Open it with the ? button at the top of any screen.

15
H E L P

The Help centre (live guide)

Click the ? button at the top of any screen, or Help centre in your user menu.1

Type what you need, for example reset password or import. Matching words are highlighted.2

Open an article. Use On this page to jump to a section, or Print to save it as a PDF.3
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EBITS Pay

A Help centre article with topics on the left and a table of contents on the right.

GOOD TO KNOW
EBITS staff whose role includes Write and edit Help centre articles can add and edit articles, upload
screenshots and keep drafts hidden until they are ready.
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The super admin area (/admin) runs the platform: clients, users, SMS gateway, Hubtel accounts
and platform-wide reports.

EBITS Pay

Platform overview: volume, EBITS fees, clients and channel mix.

Onboard a client

16
E B I T S  S U P E R  A D M I N

For EBITS administrators & the API

Clients → New client: organisation profile, internal client code (for EBITS records only, never needed
by members), SMS sender ID, plan and fee %.

1

Add the first administrator (name, email, phone, temporary password). They must change the
password at first sign-in.

2

Open the client and set up its Hubtel account, import its members and, if needed, Open client
dashboard to work inside it.

3
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EBITS Pay

Clients: status, members, collections and fee per client.

EBITS Pay

A client page: Hubtel status, Import members, users and
recent payments.

Platform tools

Screen Use it to

Import
members

Import a member list into any client (choose the client first).

SMS settings EBITS SMS gateway, API key, sender ID, balance, test SMS and default message templates.

Users / Roles EBITS staff and client users, platform roles (Super Administrator, Support Officer, Finance &
Audit), password resets.

Reports Collections by client, all transactions and the clients register, filtered by client and period.

Audit trail Everything across all clients.

Platform
settings

Payment simulator, Hubtel readiness and endpoint URLs.

EBITS Pay

SMS settings

EBITS Pay

Platform report centre
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Connecting other systems (API)
EBITS Pay has two parts working together: the web portal you use in the browser (the front end) and a
secure REST API (the back end) at /api/v1 . A mobile app, a payroll or HR system or a partner's software
can use the API to read members, add members, record payments and pull reports. Everything it does
follows the same rules and permissions and appears in the audit trail.

EBITS Pay

My profile → API access tokens: create a token for a system. It is shown once; copy it then.

IMPORTANT
A token can do exactly what its owner’s role allows, and nothing more. Tokens stop working when revoked or
expired, when the user is deactivated, or when an administrator resets the user’s password.

The person whose permissions the system should have opens My profile → API access tokens.1

Enter a name (for example "Payroll system"), choose when it expires and press Create token.2

Copy the token and give it to the developer with the API guide (button on the same card). Press
Revoke to cut access at any time.

3
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Quick answers to common questions.

Q A member says USSD doesn't show their due.
Check the member is Active, the payment type is active with USSD enabled, and they match its eligibility
rules. Open the payment type's rules page and look for them in the preview.

Q A payment is stuck on Pending.
The member may not have approved the MoMo prompt. Open the payment and press Recheck. Pending
payments are re-checked automatically every hour and expire if never confirmed.

Q "This number is not registered" on USSD.
The phone isn't on any member record. Add or correct the member's phone number, or they can pay by
entering their Member ID, which also tells EBITS Pay their organisation.

Q Do we each need our own sign-in link?
No. Everyone signs in at the same address; your organisation's logo and colours load as soon as you sign
in.

Q Do members need our organisation code?
No. Everyone dials *928*7# . The phone number (paying for myself) or the Member ID (paying for someone
else) identifies the organisation.

Q Members aren't receiving SMS.
Check SMS → message log for the error. EBITS staff can check the gateway balance and send a test under
SMS settings.

Q I can't see a menu or button.
Your role doesn't include that permission. Ask your Administrator to change your role under Roles &
permissions.

Q I forgot my password and have no phone number on my account.
Ask your Administrator to add your phone number on Team and press Reset password.

Q The import skipped some rows.
Download the skipped rows from the final import screen, fix the reasons shown (usually a missing or invalid
phone number) and import that file again.

Q How do I save a report as PDF?
Open the report, press Print / Save as PDF and choose Save as PDF as the printer.

17
H E L P

Troubleshooting & FAQ
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Quick reference

MEMBER USSD

*928*7#
No organisation code needed

CLIENT PORTAL

/app
Organisation teams

SUPER ADMIN

/admin
EBITS staff

TEMPORARY PASSWORD

30 min
One sign-in, then choose your own

PASSWORD RULE

8+ chars
Letters and numbers

SUPPORT

EBITS Co. Limited
ebitsapps.com
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