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EBITS PAY - MULTI-TENANT PAYMENT PLATFORM

User Guide

Collecting dues, levies and contributions by USSD, mobile
money and SMS, for client organisations and EBITS
administrators.
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EBITS Pay - User Guide

EBITS super admin area and API (chapter 16). Screens may differ slightly
depending on your role: you only see what your role allows.

This guide covers the client portal used by organisations (chapters 1-15) and the
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INTRODUCTION

01 Welcome to EBITS Pay

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

Member dials Chooses what to Approves on MoMo
*028*7# pay The money goes straight
On any phone, no app or Only the dues they qualify into the organisation’s
data needed. Their phone for are shown, with the own Hubtel account.
number identifies them. correct amount.

Who uses EBITS Pay

Gets an SMS receipt

The payment appears on
the dashboard and in
every report immediately.

Where they
What they do
work
Members USSD Pay for themselves or for someone else, check recent payments
*028*7# and dues.
Organisation team Client portal Manage members, payment types, payments, SMS and reports.
(treasurer, secretary, /app What each person can do depends on their role.
finance...)
EBITS staff Super admin Onboard clients, set up Hubtel accounts, manage users, SMS
/admin 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.

EBITS Pay - User Guide
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® EBITS Pay

Zhits

Welcome back

Sign in to manoge members, payments and collections,

Email address

Password

Keep me signed in Forgot password?

Demo accounts (password; password)

Super admin — adninfiebitsapos. can

Client admin — treasureriktwa.arg
Client gdmin — financefgracechapel.org

EBITS Pay - User Guide

MULTI-ORGANISATION COLLECTIONS

Dues, levies and
contributions, collected
with confidence.

eport and
Payment recaived GHS 50.00
Monthly d 3

SMS receipt delivered

o Raf E

The sign-in page. "Forgot password?" sends a temporary password by SMS.
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GETTING STARTED

02 Your account & password

Keep your account safe and get back in quickly if you forget your password.

Forgot your password?
On the sign-in page click Forgot password?
Enter your email address or phone humber and press Send temporary password.

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

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

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

Zhits e

Dues, levies and .
SR contributions, collected ) = —
b with confidence.

iz

T

Forgot password: enter your email or phone. 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.
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CLIENT PORTAL

03 The dashboard

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

Adnninistroto

Kur:“]’sll TEEChlerls Metid umosl Teachers Weifore Association Dashboard * Simulation mode ia Hwome Asante

Good morning, Kwame

A Dashbotrd . P . o5 &
(i Dashboar Kumas' Teqchers Welfq re ASSOCIQIIOH <7 Send reminder &, Add member + Record payment
! Members Collected in October 2026 All-tirme collections GHS 16,200.00
> Member groups GHS 1'920'00 b 30% vs last month Succe sayments 244
Members pay by diolling +s2e*7# . No orgonisation code needed, AstiNemembers 56164
2 Members B All-time collections :Z_f-) Pending payments > SMS this month
64 GHS 16,200.00 0 29
56 nctiva 24 suceessful poyments Awniting MoMo approval
Monthly collections Rporls Tr.u.s period's dues )
Last & months Eligible membears who have poid
Monthly Dues 2449
—————
20240 25 oulstanding

Retirees Annual Levy 37

2026 4 outstanding
2 Team
. i . .

The client dashboard

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

v 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.

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

v Quick buttons: Record payment, Add member, Send reminder.
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CLIENT PORTAL

04 Members & groups

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.

([ J ([ J
I‘Fumusi Tem:he_rs Welfa... umaos| Teachers Weifore Azsociat Members # Simulation mode s Kwame Asante
PAYMENTS PORTAL Z Administrote
Members &, Export 1. Import from Excel + Add member
Peaple who pay dues and contributions to Kumasi Teachers Welfare Association,
% Members P il All groups o All statuses ~
PEMEmueraralbs MEMBER MEMBERID  PHONE GROUP JOINED TOTAL PAID  STATUS
AE  Abdul Essien KUMBE51 0261019127 Teaching Staff Mov 2022 GHS 150.00 Antive L) &
= Payr AD ﬂbe”"lnu"q”ﬁ: | KUNOBG2 0565346583  Teaching Staff My 2026 GHS20.00  Inaclive ® 2
abeno donguani@gmaellcanm
£>  Poyment simulator
AL Adjoo Lartey KUMBE44 0561681242 Mon-Teaching Stoff Mar 2021 GHS 830.00 Active & &
a8 Afio Bonsu KuMaEag 0542850600 Teaching Staff Dec 2079 GHS 250.00 Active @ £
ag Akosud Bonsu KUMBE1T 0564558483 Retired Aug 2026 GHS 100.00 Active @® £

akosua,bonsuT?@gmall.cor

an  Akosua Amoch KuHaaaz 0548115986  Teaching Staff Oct2021  GHS250.00  Active @ #

akosua.amosh?@amoil.com

AN Akuo Mensah KuMae27 0207282740 Teaching Staff Dec 2020 GHS 350.00 Active & £
ay Ama karumﬂ;:m S KuKBGAZ 0596857922  Teaching Staff Dec 2020  GHS200.00  Active ® £

¥ TaAm drna.nkrurmabIPEgmall.com
v Bhite p AR Ama Adje KUMBRGS 0262899547 Teaching Stoff Aug 2023 GHS 360.00 Ingetive & vl

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

Add a member

a Go to Members - Add member.

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.

eligibility rules and reports richer.

o Everything else (gender, date of birth, group, location, join date, extra fields) is optional but makes
o Tick Send welcome SMS to text the member their ID and the USSD code.
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! The member profile

® ® ® EBITS Pay

Add member

First name Last name Member 1D

The member's own 1D, e.g. staff 1D or

mambershio numker

Phone {(MoMo) Gender

Date of birth Date joined Status

mimddyyyy 10/19/2026 (] Active

Group Location

Mo group

Custom fields
Use these in eligiolity rales, e.g. raak = senlor

-+ Field

Send welcome SMS with member ID and USSD code

Concel Add member

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

® ® ® EBITS Pay

Kwame Asante

5 Abdul Essien e Simulation mode KA
Administrotar
— Members
AE Abdul Essien Active = Print statement + Record payment
Kumaesi - 02581079127 « Teaching Staff
Tatal paid Gender Age Mamber far Location
GHS 150.00 Maole 22 47 months Asokwa
gments
ntsi Eligible payments Paymenthistory
Based an this member's profile and each
payment typa's ruies REFERENCE PAYMENT CHANNEL AMOUNT STATUS DATE
EBPZEE910F3IGOCE Monthly Dies Web checkout GHS 50.00 SUCCess 10 Sep 2024
Monthly Dues Pay i 2025-09 > - =
GHS 50.00 - Monthly - 2024-10
o e " Monthly Dues
Welfare Contribution EBPZEOHZESYTIOS ep ussD GHS 50.00 Success 246 Aug 2026
GHS 10.00 —GHE 1,000.00 - One-time Pay
-once
CRP2EATEQOTION g"c‘i?‘:'}’ Dues  ycop GHS50.00 | Success 20 Jul 2026
24-07
End of Year PurFy Pay
GHS 28000 - One-time - once
Association T-Shirt
GHS BO.CO pur T-shirt - One-Lme Pay

onge

I 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

Groups organise members (branches, cell groups,

e

= Bt departments, categories). They are used to:

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

v send SMS to one group,

v analyse payments by group in reports.

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

Member groups, e.g. Executives, Teaching Staff, Retired.
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05

Bring

CLIENT PORTAL

Importing members from Excel

the member list you already have. No template is needed: EBITS Pay reads your

headings and suggests where each column goes.

Go to Members - Import from Excel (EBITS staff: Import members, then choose the client).
Choose your .xIsx or .csv file. Title rows and blank lines are skipped automatically.

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.).

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

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

?_rﬂ.‘_:iqc':a_??_l_I_memm"" Groce:C el International, Kasoo Import members » Simulotion mods ME ﬂejf‘?_fﬂfﬁ"g
Import members
1 Dashboord u | the I ou diready have, In any layout, We read the headings, sugdest where gach celumn gees, and yau cenfirm & Members

2 Members 9 Upload file l o Match columns ] 3 Review 4 Done
. i
Member groups
FILE - - :
. & Motch automatically again Required
sample-member-list.xlsx
B membar rows - 13 columns - 9 motched ' Nome

o] Poyments

i Phone number
Row with the column headings L o

" Member 1D
Row 3: No., Staff 1D, Surname, Other Mo«

> Payment simulator

Tea

- Mot in your file (that's fine)

utornotically. Change it if the heodings ars

These are left empty.

Date of hirth Stotus

Columns that will be skipped

Where does each column go? e
We've suggested a match for ach column, Check them and change any that die wrang.

Age Mext of Kin Phone
horital Status

cenire

1 — Skip this column —  w .
defaulters FRIERR
Options
Audit trail +* Matched by headin Pt
0 StffiD arched by heoding
Member ID * I - Update members who diready exlst
e.4. GC-1001 « GC-1002 - GC-1003 mter
1m
B ® ayle
Surntme Last name | surnome B + Matched by haoding Create member groups thot don't exist
ALl boy .0, TWUSL - MENSAH - BOATENG et

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.
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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 (.xIs) files must first be saved as .xIsx or CSV.
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CLIENT PORTAL

06 payment types & eligibility

Payment types are the things members pay for: monthly dues, levies, welfare contributions, T-
shirts, event tickets...

Kumasi Teachers Welfa.., it e o G
PAYMENTS PORTAL = T s

Puymen'l types + New payment type
ashhoard Dues, levies, welfare, harvest, buliding fund... configure amount, frequency and who may pay,

Kwame Asante

Payment types * Simulation mod KA
'y yp imulation mode % it

, DUES Active WELF Active RETLEVY Active
5 Members iz = -
’ Monthly Dues Welfare Contribution Retirees Annual Levy
> Member groups Standard monthly welfare dues Voluntary support for bereaved or sick
membears GHS 100.00
GHS 50.00
GHS 10_00 - GHS Annually  USSD
Payment types Monthly Due day 25 ussD 1 000 00
: " Ruies Eligiblz Callected
Rules Eligible Collected Onetime | Ligst 1 7 300
2 49 9,750
Rules Eligitale Coltected
0 64 1,750
Y Eligibility rules 2 | Disable | O 57 Eligibility rules | #  Disable  [J 5 Eligibility rules £  Disable 0O
AMASZE Active TSHIRT Active
End of Year Party Association T-Shirt
Bronded KTWA T-shirts far the 2024
GHS 80.00 anniversary
One-time | USSD Ends 31 Dec 2026 GHS 80.00 per T-shirt
' Team Ritles Eligikle Callected One-tima Item + unit cost

1 &0 1120 Muax 10 per payment  USSD

v Bhjts p

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 x quantity, e.g. 3 T-shirts x GHS 80).

Frequency One-time, weekly, monthly, quarterly or annually. Payments are tracked per period (e.g. 2026-10).
Due day, Day of the month reminders go out; optional open and close dates.

dates

USSD Whether members see it on *928*7# .
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Eligibility rules: who must pay

Click Eligibility rules on a payment type. Add rules

sty o s on group, status, gender, age, months since joining,
location or any extra field, e.g. Member group is any

A9 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.

Eligibility rules with a live preview of qualifying members.
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CLIENT PORTAL

07 Recording & tracking payments

Every payment, whether USSD, mobile money prompt, online, cash or bank, appears on the
Payments screen with its status.

$mos) Te“':he_'ls veict: Kumasi Teachers WeHare Association > Poyments « Smulatinmode  (3)  ka Kwome Asante

PAYMENTS PORT Adrninistrote

: ) Puymen‘ts ok, Export CSV 4+ Record payment
) Dashbeard Every paymant made by USSD, Molo prompt, cash or bank.

3% Members B Collected (filtered) +  Successful (59 Pending M Foiled
> Member groups GHS 1 6’200'00 244 0 1 2
= Pay types
o membe All types w All stotuses w mmiddfyyyy 8 mmjdd{yyyy O
Payments
nt simulator REFERENCE MEMBER PAYMENT CHANNEL AMOUNT STATUS DATE
ERF2E1A1ACMKNNR ’?f“:ﬂ‘?ctffen r“i‘j':"?ii' Dues Mclhile Money GHS 50.00 Falled 18 Oct 2026 042 @
0541570250 £020-10 ST
e Eppasiaiazneorz | rnce Danguah Monthly Dues LL55E GHSS50.00  Success 18 Oct 2026 0B:42 ®
simulator (549594 748 F026-10 AT
EBS2E1HIHZONE]S !fftﬂbe:‘_“_fns“h !‘::;Trl“‘y Dues '_JSSD GHS 50.00 Success 18 et 2024 07213 &
. fhas £ &-l0 Al
EBP2E1018KPIESC Ilfv:r:me!\?du ﬁa{'lg:cl;l.y Pies Mobite Money GHS 50.00 Success 18 Oct 2026 06:42 @
ERP261ATGOWDIZE {(f”t'ben“_ 'e_\"s'qh As;s_or:imi[).n 'I'—S.r.\irr US_SD y GHS 80.00 Success 146 Oct 2026 14:47 &
056 38 1 = T-shirl @ GHS 50.00 A 3
e EBP2E1016GERQKD ’_“_k";f:_“,’f\_'“““h [“Tﬁ':“l‘ly Dues Mabile Money GHS50.00  Success 16 Dot 2026 08:38 ®
0548115934 202610
v Bhis p
Fsi Bnatena Manthly Mas (WELn)

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

Record a payment
a Click Record payment (or use the button on a member's profile).
e Choose the member, payment type, amount (or quantity) and channel.

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

o The member receives an SMS receipt with the reference.

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.

EBITS Pay - User Guide Page 13 of 32



GOOD TO KNOW

Until your Hubtel account is switched on, EBITS
Pay runs in simulation mode (badge at the top of

| et amzize idieicns T R SRR

B e T the screen): no real money moves. Use the
Payment simulator to approve or decline test
payments as the member's phone would.

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

08 How members pay with *928*7#

Members don't need an app, a smartphone or data. One short code works for every
organisation on EBITS Pay.

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
The USSD simulator lets you try the menu exactly as a 2. welfare Contribution

member sees it.

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.
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CLIENT PORTAL

09 SMS messaging

Receipts, reminders and announcements by SMS, with placeholders that fill in each member's

details.
([ J ([ J
"_(um‘“i T_E“Che_rs veict: Kumaosi Teachers Wettare Association SMS » Simulation mode @ ) Mwama Asante
PAYMENTS PORTAL 2 Administrato
Send SMS Automatic SMS

Sender ID: KTWA - Driver: log - 29 segments used this month .
.~ Receipts ofter every successiul

- Audience payment.
Y Members
AilEsis Tharbers i Py Failure nc.nlces when a MoMo
> Member groups payment is declined.
Message @ Reminders on each poyment type's
+ Flrst name + Last name + Full name + Member ID + Member phana + Orgonisation due day (scheduler)
+ Amaount paid + Currency + Payment type & Quantity {items) + Pariod + Reference oy Welcome message when a member
)
= Payr is ndded.
+ Dotte + USED code + Payer phone
£>  Poyment simulator Edit templates

Send

mmjddfyyyy, —-i---- [m]

Leove eampty to send now. Scheduling (= hondled by

<7 Send to 56 member(s) Templates: | Payment reminder Welcome

Y Team

Message log

v Bhjts p

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

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

v 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.

v The message log shows every SMS with its status (sent, delivered, failed).
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CLIENT PORTAL

10 Reports: print, PDF & Excel

The Report centre turns your data into branded, printable reports with charts, and CSV
downloads that open in Excel.

SmEHp e et Kurnosi Teachers WeHare Association > Report centra « Simulafionmads () Ka wome Asante
PAYMENTS PORTAL 2 Addriinistiot

REPALLECMIG l& Collection & default
~ Bashbo ;. o ; : . Collection & defoulters screen
Dashboard Choose o period and filters, then open any report to print it, save it as POF, or download it for Excel.
2 Members Period & filters This month Last month This guarter This year Lastyear  Clear fiiters
5 Member groups From To Payment type Member group
01012026 [} 100152026 m] All payment types ~ All groups v
Channel Transaction status Member status
All channels w Successful only w All members W
mulator Far the transactions fst For membership reports
PAYMENTS
mulator Payment transactions 7 Collections summary o y by L ¥y
0 (2]
Every payment in the period with Totals by month, poyment type, ‘Who is paying: amounts ond
member . channel, status, fee channel and network, with poyment participotion by membear group,
and net omount. stotus. gender, age group, locaotion and
& Report centra stalus.

= Print ok OBV | Excel

= Print &, CSV | Excel = Print ok, CSV [ Excel

Dues complionce & defoulters

Y Team &

pe and perlod:
o hos poid and

it o :
v Bhits who still owes.,

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 Who is paying: amount, share, participation and average per payer by member

category group, gender, age group, location and status.

Dues compliance & For one payment type and period: who qualifies, who paid, who still owes, and

defaulters 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.
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Member statement One member's payment history and outstanding dues. Also from the member's
profile.

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

e Click Open to view the report, Print to open it and start printing, or CSV | Excel to download it.
e In the print window choose your printer, or Save as PDF to email the report.

o ® EBITS Pay

Payments by member category £ All reports 4 Download €SV (Excel)

Kumasi Teachers Welfare Association Zhits

Aduirn, Kumasi, Ashanti Region « 037 20000101« infofiktwi.ong
EBITS Fay - abltsapgs.con

Payments by member category

sful payments in the period, grouped by the paying member's detaits Toden 20518 Qi 2078

Period: 1Jan 2026 - 1% Oct 2026 Generated: 18 Dct 2028, 06:46 by Kwame Asanie

—_— —_—
COLLECTED MEMEERS PAYING MEMEERS PARTICIPATION AVEHAGE PER
GHS 16,200.00 64 62 87% PAYER

membars wnn paid 3 GHS 261.29

| Payments by member group

Teaching Stall GEEEEEE—— 12,010

Mon-Teaching Staff [ = 2170

Executives [ = 1,310

Retired - 710
Member group Meambers Paying Participation Payments Amount Share Aug per payer
Teaching S:aff a4 a3 ag% 184 1201000 TAIE 27930
Hon-Teaching Statt & 7 a8% 28 2,170.00 13.4% 31000
Executives 5 5 100% 23 1,310.00 21% 26200
Retirad 7 7 anos & 71000 Ad% 101.43
Total (-2 62 7% 244 16,200.00 100% 261.28

| Payments by gender

Femals EESsS————— 8720

Male G 7,480

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).
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CLIENT PORTAL

11 Team, roles & permissions

Give each person exactly the access they need. Two people can both be "admins" yet do
different things.

I:(umum '.!'.euche_rs Welfa.., il T W i fi ki T - ks HKwome Asante
PAYMENTS PORTAL = Adrninistrote

Team
What each person can do is declded by their role, Two people con both be "admins" yvet have O Roles & permissions + Add teasm member

different permissions.

2 Members NAME EMAIL PHONE ROLE LAST LOGIN STATUS
> Member groups Abeno Owusu secretary@ktwo.org 02441010M Saff Mever Active o* Reset possword & Edit
Kwome Asante treasurer@ktwa.org 02441071070 Administrolor 26 seconds ago Active o Reset password & Edit
@ Payr Yow Mensah accounts@kiwa.org 0244101012 Finance Officer Mever Active o Reset password & Edit

£>  Poyment simulator

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

Add a team member

a Go to Team - Add team member.
e Enter name, email, phone (required), choose a role and set a first password.

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

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

Kun‘lﬂfll Teu.tilic?rs Welfa... imasl Teae s Walfare A tit Roles & permissions o Shaioioh made xa Kwame Asonte

Roles & permissions Jr—
Dashboard A role is a set of permissions, Give each team mamber the role that matches what they should be able to do.
bers Administrator O Fulloecess Finance Officer Staff
Full occess to everything in the yments, runs Day-to-doy member work, payments and
Member groups arganisotion. SMS,
Permigsions Usars Permussions Users Parmissions Users
26026 1 15/26 b 18/26 1

= Paym

o] Payments

View Duplicote Edit Duplicote Edit Duplicote o

[m]

nent simulator

Viewer

Read-only access to members, payments
and reparts.

Permissions  Users
7126 o
—

Edit Duplicate o

Audit

= Team

Bhits

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

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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CLIENT PORTAL

12 Audit trail

Every change is recorded: who did what, when, from where, and exactly what changed.

) Dashboard

L Members

Member groups

(% Audit trail

Audit trail

Ewvary sign-in

changed. Entrie

= Entrles taday

18

WHEN

19 Oct 2026
084890

19 Oct 2026
044800

19 Oct 2026
084725

19 Oct 2026
Q84507

19 Oct 2026
D&44:29

19 Oct 2026
05:54:49

Audit trail

5 can't be sdited or deleted,

6

WHO

Kwome Asante
treceurer@iktwa.org

System {console)

Kwame Asante

freosurerfktwia.org

Kwame Asante

TrEcsurerE@kiwe, org

Kwame Asanta
TrEnsUre ctwi.org

Kwame Asante

TreosUrer@kTwe.org

EVENT

Signed in

Updated

Signed in

Signad in

Signed in

Action

#  Changes (7 days) o*

11

All users ~
WHAT HAPPENED

Kwome Asante signed in

# Simulotich mode

change and importont action in Kumasi Teachers Welfare Association: whe did it, when, from where, and what

Sign-ins (7 days)

All events w

All recards

Kwame Asante
Administrotar

KA

* Export CSV

Falled sign-ins (7 days)

mmiddivyyy O mm

127.8.8.1

Updated Tenant: Kumasi Teachers Welfore Associotion (settings, logo_path, bmnd_colnr_.;p_rand

4 Tield{s} changed

Kwaome Asante signed in

Kwoame Asonte signed in

Kwame Asante signed in

APl token "Poyroll system” created for Kwaome Asante

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

127.8.8.1

127.49.8,1

127.8.8.1

127.8.8.1

v 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.

EBITS Pay - User Guide

Page 21 of 32



CLIENT PORTAL

13 Hubtel account & settings

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

Kur:m?ll '.!_'.et?c.:hle_rls Welfa... umasl Teac s Weifare Association Payment account # Simulation mode KA 'fm:":":i“me

Hubtel payment account
1 Dashboard Members' payments are collected with your ergonisation's own Hubtel kevs, so the money goes stralght into your Hubtel merchant ¢ Dashboard
account. EBITS never holds the money.

= Members
El Live payments Mot set up

5 Member groups Payments are simulated (no reol money) until the keys are saved and live payments are switched on.

Hubtel API keys Where to find the keys
Edch client has its own keys. Secrets are stored encrypied and are never shown again after =
saving ) 1. The client signs in to Hubtel Unity

{unity.hubtel.com) with its own
merchant account.

nt simulator

Client ID (AP 1D} Client Secret (API Key)

2. Cllent 1D and Client Secret: Developers

Show -+ API Keys,
. 3. POS Sales ID: Sales <+ Peoints of sale,
i POS Sales ID Checkout merchant account {optional) or ask Hubtel,
4. Azk Hubtel to enable Direct Recefve
Money (MobMo prompts) and Onling

The merchant account numiber thet receives the Oy I Hub eranl rumier [or Checkout for the decount,

money. checknut. T 13 I5 used otharwise

Tracking

Every payment is sent with this client’s

own calibock address and secret token,
50 Hubtel's confirmation is matched to the
right client ond checked with the client's
keys. Nothing needs to be registerad with

! Team Hubtel for this.

v Bhjts p

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

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

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

Press Test keys. Hubtel must accept them.

Press Switch live payments on. From now on members are charged real money into your account.

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.
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Organisation settings

Groce Chapel Internati...

Orgonisation settings

Dashbeard Organisation profile
Name
lembers Grace Chapel International, Kosoo

Mamber gro
HEEE RN Contact person Phone

Deaconess Mercy Boateng 0302000202

Email SMS sender ID
finonce@gracechapel.org GraceChaopel

Max 1

Address

Kaosoa, Central Region

Save profile

wiator

SMS templates
Click o ploceholder to Insert it where your cursor is. "Reseat” brings back the EBITS
wording.

Poyment receipt

Sent le e member efter a succssshul poyment.

+ Firar nama + | nat nome + Fuill nnme + Mamhear il + Mambar nhnna

stered with Hubts

ME Mercy Boateng
Administrotor

Simulation mode

USSD access

Plan

Plan Enterprise
Transoction fee 1.00%
Status Active

Settings: organisation profile, SMS sender ID, the USSD code to share with members and your own SMS wording.
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CLIENT PORTAL

14 your brand: logo, colours & style

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.

( 3N
I:(umum '.!'.euche_rs Welfa... il T Branding e KA Kwame Asante
PAYMENTS PORTAL Adrinistrote
Branding
Make the portal yours. Your lege, nome and colours locd for everyone in your organisation os soon as .
; .p ¥ jJ ; R i ! 9 Use EBITS colours ~ Save branding
they sign in, ond appear on printed reports and receipts.
= Members .
Logo Live preview Mot saved
s Member groups PNG, JPG, WebP or SVG, up to 2 ME. A wide logo on o transparent or white
background works best.
g v
£ ent types GHS 12,450 1,284
= Payr =%
Replace logo
4> Payment simulator a5 TNV = - [ ] . -

Remove logo

Brand colour o One sign-in address for everyone

Used for buttons, links, highlights ond charts. A full range of lighter and darker Your team slans in dt the same address as

shades is created for you. every arganisation on EBITS Pay. As soon os
they sign in, EBITS Pay recognis:
organisation and leods your logo, name and
From your logo colours. Mo separate link to remember
e X
) «creaen . 4145320 htrp://127.8.8.1:83806/10gin
— % o

Professional presets

S Team ® Logo uplooded. We picked colours fram it;
choose one ond press Save,

v Bhjts p

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

Open Administration - Branding (you need the Manage settings permission).
Press Upload logo and choose your logo: PNG, JPG, WebP or SVG, up to 2 MB.

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

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

Check the live preview and press Save branding.

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.

—
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[ = B nasl Teachers Welfare Association » Dashboard , Simuctionmose () Kka Kwame Asante
< Al strot

Good morning, Kwame

) Boshbocrd Kumasi Teachers Welfare Association N Sendiominder || &0 momper

2! Members Collected in October 2024
' e = All-time collections GHS 16,200.00
GHS 1,920.00 ¢ soxsisusas
Members pay by dialling *sra=7# . No organisation code needed Asivgetibers 56/ 64
nt types
1] Payments
s 2 Members B All-time collections (0) Pending payments [ SMS this month
ant simulator =
64 GHS 16,200.00 0 29
56 nictive T4 successiul poyments Awalting Moo cporavel

simulator

i i -
Monthly collections Reports This period's dues
Last & months Eligible members who have paid

Monthly Dues P4 149

T
1241 26 putstonding
Audit trail

Retirees Annual Levy 317

i —
2028 & putstanding
Team
i . .

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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HELP

15 The Help centre (live guide)

This guide also lives inside EBITS Pay as a searchable Help centre that EBITS keeps up to
date.

e.’“‘fm umaosl Teachers Weifare Associatio Help centre Simulation mode @ KA I:(r\f\r::'.n::'}_\:unte

Dashboard

HELP CENTRE

How can we help?

h the 2 ar b

25 Members

Member groups

&= Payment types
Import membears USED Reports Eranding Roles

2nt simulator

17 articles - always up to date &, Download PDF guide
o Gat_‘hh.g started 2 !\ﬂa_n:nh_ers = F'o!rme:nts
& orticles 7 articles T ntticles
Welcome to EBITS Pay Members & groups Poyment types & eligibility
E&ITS Pl vho pay. Ench

e 5 i fad by their own Mambaer 1.

Importing members from Excel b3

Bring the member st you alrendy

template is needed: EBITS Pay

r bonk, oppears on th...

Y, Team

How members poy by USSD (*328+7#)
Memhbers con't need an npp, o smartp

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

o Click the ? button at the top of any screen, or Help centre in your user menu.
e Type what you need, for example reset password or import. Matching words are highlighted.

e Open an article. Use On this page to jump to a section, or Print to save it as a PDF.
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Kwame Asante

Administratar

Members & groups - Help centre » Simulotion mode (%) KA

Help centre Mermbers &, Print

Add g member

Welcome to EBITS Pay

Members & groups

Members are the people who pay, Each member is

Your secount & password

The dashbodrd
identified by their own Member ID {e.g. a staff ID or

Using the Help contra : )
membership number) and pays by USSD with the phone
number you register.

Members & groups

Imperting members from Exce!

Payment types £ eliglbllity R s - i Pt bt
Julator Recording & tracking paymants mim iy L [ e |

How members pay by USSD
{*2E4TH)

rl centre

& defau

SME messaglng

Reparts: print, PDF & Excal

Team, roles & permissions

filter by group and

Audit troil status.

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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EBITS SUPER ADMIN

16 For EBITS administrators & the API

The super admin area (/admin) runs the platform: clients, users, SMS gateway, Hubtel accounts
and platform-wide reports.

® ® @ EBITS Pay
elj"'s PAY Admin EBITS Pe Platform overview » Simulotion mode 3 EA EBITS Administrater

Super Aorninistrestor

Good morning, EBITS

~  Dashboard .
il Platform overview e o
& active clients collected GHS 12,620.00 so far this month, L Try
% mpaiEmambers B Total collected ~? EBITS fees earned [Eh Clients 5 Members on platform
GHS 89,250.00 GHS 1,060.00 4 171
GHES 12,620.00 this month 5 aetive TSMS sent - 1 USE

Collections, last & months View all By channel
Successful payments across all clients Share of successful poyments

Cash GHS 14,420.00
L]

Mabile Money GHS 24,720.00
fo=——x

UssD GHS 3789000
et

Web checkout GHS10,220.00
-

1 poyment(s) awalting confirmation,

Top clients Manage

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

Onboard a client

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

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

Open the client and set up its Hubtel account, import its members and, if needed, Open client
dashboard to work inside it.
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crnes P Lo Blats v - TR T R p— s & ]

a Tl Mirkat Womsn susuco@_gmu_w P M s e LT
:’. 23 2 GHS 8,4660.... GHS 173.00 15
Clients: status, members, collections and fee per client. A client page: Hubtel status, Import members, users and

recent payments.

Platform tools

Screen Use it to

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

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 Payment simulator, Hubtel readiness and endpoint URLS.

settings

. SRR 1 Blits RS s T G B
HME sottings Hepart centre
epsasny, 5B o 1= T 8 T ek T TP o b A Pt T e it b 2 TR e
Gntwey Setnerie M Allan Cewmsl seen Teaes Teaes leden
e i ™ o
e Ptz ek
A LR e thias Ko sasahes == o T El e
st
Sehrn € by
Mt - =
=R o
S i A%

SMS settings 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/v1l . 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.

B gt O — ka Kwame Asante

treasurerkiwa.org

n Dashbeard Phone Confirm new password

Q245101010

2 Members Used to send you o femporory possword if you forget yours
o Update password
Member groups

= Paoyment types

APl access tokens
1 Paymenls < » APl guide
Faf a mobile app, o partner system or o script thot talks tao EBITS Pay, A token can do exoctly whot your rale can, nothing more

> Payment simulator
Your new token. Copy it now: for your security it will not be shown ogain.

ebp_CulabGyysliMazuaxEUL j3%uAbe AMEZCovVe L dYpSMYenSogx Copy token

Send it os Authorization: Bearer <tokens 1o NttE:127.0.0.L8880/0pi/vT

Token nome Expires
In 90 days v + Create token
NAME CREATED LAST USED EXPIRES
Payroll system 1% Oct 2026 Mewver dgr ="
Team ® Token created. Copy It now: it will not be shown
again.

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

0 The person whose permissions the system should have opens My profile —. APl access tokens.
e Enter a name (for example "Payroll system"), choose when it expires and press Create token.
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.

IMPORTANT
Atoken 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.

EBITS Pay - User Guide Page 30 of 32



HELP

17 Troubleshooting & FAQ

Quick answers to common questions.

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.

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.

"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.

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.

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.

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.

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

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

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.

How do | save a report as PDF?
Open the report, press Print | Save as PDF and choose Save as PDF as the printer.
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Quick reference

MEMBER USSD
*Q28*7#

No organisation code needed

TEMPORARY PASSWORD
30 min

One sign-in, then choose your own

EBITS Pay - User Guide

CLIENT PORTAL

lapp

Organisation teams

PASSWORD RULE

8+ chars

Letters and numbers

SUPER ADMIN

Jadmin

EBITS staff

SUPPORT

EBITS Co. Limited

ebitsapps.com
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