
 
Page 1 of 42 

 

FDH BANK PLC 

 

 

 

  

 

 

 

 

      

USER GUIDE 

 

 

 

  



 
Page 2 of 42 

 

CONTENTS 

1. LOGIN .................................................................................................................................................... 4 

2. HOME PAGE .......................................................................................................................................... 6 

2.1 One Click Menus and Sub Menu .................................................................................................. 7 

3. ACCOUNTS ............................................................................................................................................ 9 

3.1 Account Statement ....................................................................................................................... 9 

3.2 Cheque Book Request ................................................................................................................ 11 

3.3 Stop Cheque ............................................................................................................................... 13 

3.4 Standing Order to FDH Account ................................................................................................. 14 

3.5 Standing Order to another Bank ................................................................................................ 15 

3.6 Order Cash for Collection ........................................................................................................... 16 

4 TRANSFERS ......................................................................................................................................... 17 

4.1 Transfer between own account ................................................................................................. 17 

4.2 Transfer to FDH accounts ........................................................................................................... 18 

4.3 Transfer to another bank ........................................................................................................... 20 

4.4 Transfer to wallet ....................................................................................................................... 21 

4.5 Transfer to Mpamba .................................................................................................................. 22 

5 PREPAID .............................................................................................................................................. 23 

5.1 Airtime Top-up ........................................................................................................................... 23 

5.2 Purchase ESCOM prepaid Electricity.......................................................................................... 24 

5.3 Purchase Airtel E-value .............................................................................................................. 26 

5.4 TNM Agent Deposit .................................................................................................................... 27 

6 PAYMENTS .......................................................................................................................................... 28 

6.1 Pay water bill .............................................................................................................................. 28 

6.2 Pay MASM Bill ............................................................................................................................ 32 

6.3 MRA payments ........................................................................................................................... 33 

6.4 Pay Electricity bill ....................................................................................................................... 34 

7 CARDLESS WITHDRAW ....................................................................................................................... 35 

8 BENEFICIARY ....................................................................................................................................... 36 

8.1 Create Beneficiary ...................................................................................................................... 36 

8.2 List of beneficiary ....................................................................................................................... 37 



 
Page 3 of 42 

 

9 BULK PAYMENT .................................................................................................................................. 38 

9.1 Upload Batch .............................................................................................................................. 38 

9.2 Batch Verification ....................................................................................................................... 40 

9.3 Unauthorized Batch .................................................................................................................... 41 

9.4 Authorized batches .................................................................................................................... 41 

10 ADMIN ............................................................................................................................................ 42 

10.1 View Profile Settings .................................................................................................................. 42 

10.2 Change Password ........................................................................................................................ 42 

 

  



 
Page 4 of 42 

 

1. LOGIN 

Enter Username and Password received after a successful registration with the bank for Oneclick service 

then click to login. 

 

The systems requires a One Time Password (OTP) to complete the login process, OTP’s are delivered to 

both email and mobile number. 
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For first time users, the system requests user to change password. Enter the current password, new 

password and confirm the new password then Click on submit details. 

NOTE: The composed password must be alpha numeric and between six to eight characters. 
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2. HOME PAGE 

A successful login directs the user to a home page as below 

Noted: The access menus are customizable to suit customer category or user requirements. The user 

rights includes view only, full access and Bulk payments. 

 

Sample full access home page is as below: 

 

 

Home – Displays the account summary for all the accounts types belonging customer number and also 

mobile loan balances, 

Refresh Balances – Refreshes the home page in case some transaction are still going through account or 

expected that would affect the balances. 
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2.1 One Click Menus and Sub Menu  

Main Menu Sub Menus 

Accounts 

 

Transfers 

 

Prepaid 

 



 
Page 8 of 42 

 

Payments 

 

Cardless Withdraw 

 

Loans 

 

Existing Beneficiary 
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Bulk Payment 

 

Trade Finance 

 

Admin 

 

 

3. ACCOUNTS 

3.1  Account Statement 

To view account statement click Accounts then Select Account statement. Select the account to view the 

statement and date range the click Proceed. 
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The customer views the statement  for the specified period and convert to a printable PDF. 
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3.2  Transaction History 

The customers are able to view account transaction history for a particular period or a specific payment 

transaction 
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3.3 Cheque Book Request 

 

To request cheque book, click Accounts on the main menu then select Cheque Book Request. Select the 

account for the cheque book then branch where the cheque book will be collected from then click 

Proceed 

 

 

Note: The charge is automatically collected from the cheque book account indicated. The system shall 

request a One Time Password which is automatically delivered to both e-mail and mobile number. Enter 

for OPT then click Proceed. 
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The system displays notification on the transaction status. An auto generated e-mail communication is 

sent to the bank to process the cheque book. 

3.4 Stop Cheque 

In order to stop a cheque, click accounts then select Stop cheque, Enter cheque account, cheque 

number(s), amount then click Proceed. 

 

The system shall request a One Time Password which is automatically delivered to both e-mail and mobile 

number. Enter for OPT then click Proceed. 
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Note: Stop cheque order is sent to the bank for their immediate action. 

3.5 Standing Order to FDH Account 

To setup Standing Order, click Account then select Standing Order to FDH account, enter the beneficiary 

account the click continue. 

 

The system validates the account details and open a standing order to FDH account window as below: 
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Select account to be debited, Enter start date, standing order frequency, currency, amount and payment 

details then click Proceed. 

The system shall request OTP, enter the One Time password then click Proceed 

 

NOTE: A notification is sent to the customer’s email and to the bank on the standing order that has been 

setup. 

3.6 Standing Order to another Bank 

To setup the standing order to another bank, click Account then select Standing Order to another Bank, 

Fill in debit account, Start date, Frequency, receiving bank name, account, currency, amount and the 

payment then click Proceed. 
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The system shall request OTP, enter the one time password then click Proceed 

 

NOTE: A notification is sent to the customer’s email and to the bank on the standing order that has been 

setup. 

3.7 Order Cash for Collection 

To order cash for collection, click Account then select Order Cash for collection, enter the debit 

account, currency, the amount to be collected, denominations and the branch where the money will 

be collected from, then click Proceed. 
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The system shall request a One Time Password which is automatically delivered to both e-mail and mobile 

number. Enter for OPT then click Proceed. 

 

Note: An email instruction shall be sent to that bank which will later be directed to the branch. 

4 TRANSFERS  

4.1 Transfer between own account 

To transfer funds between own accounts, on the main menu Click Transfers then select Transfer between 

own account.  

Select debit and credit account, currency, amount and payment details then click proceed. 

 



 
Page 18 of 42 

 

 

The system shall request OTP, enter the One Time Password then click Proceed 

 

NOTE: The system displays a notification on transaction status and email notification is sent automatically 

to the customer’s email. 

4.2 Transfer to FDH accounts 

To make funds transfer between FDH accounts, on the main menu Click Transfers then select Transfer 

between FDH accounts. Enter the beneficiary account, then click continue. 

 

 

They system validate the account number then display “Transfer to FDH account” window, as below;  
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Click drop down arrow and select debit account, indicate the currency, amount, payment details, mobile 

number and email address, then click proceed. 

The system shall request OTP, enter the One Time Password then click Proceed 

 

 

NOTE: The system displays a notification on transaction status and email notification is sent automatically 

to the customers email. 
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4.3 Transfer to another bank 

To transfer funds to another bank account, go to main menu, Click Transfers then select Transfer to 

another bank. Select debit account, destination bank name, beneficiary account number and name, 

amount, payment details, mobile number and email for notifications, then click Proceed. 

 

 

The system shall request for an OTP, enter the One Time Password then click Proceed. 
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NOTE: The system displays a notification on transaction status and email notification is sent automatically 

to the customers email. 

4.4 Transfer to wallet 

In order to transfer to Wallet, click Transfers then select Transfer to Wallet. Select debit account, enter 

mobile number TNM/AIRTEL, currency, amount and payment details then click proceed. 

 

 

The system shall request for an OTP, enter the One Time Password then click Proceed 
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NOTE: The system displays a notification on transaction status and email notification is sent automatically 

to the customers email. 

4.5 Transfer to Mpamba 

In order to transfer to Mpamba, click Transfers then select Transfer to Mpamba.  Select debit account 

details. Enter Mpamba mobile number, currency amount and payment details then click Proceed. 

 

The system shall request for an OTP, enter the One Time Password then click Proceed 

 

NOTE: The system displays a notification on transaction status and email notification is sent automatically 

to the customers email. 
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5 PREPAID 

5.1 Airtime Top-up 

For Airtime top-up, click Prepaid then select Airtime Top-up, select to debit account, enter mobile 

number (Airtel/TNM), amount then click proceed. 

 

 

The system shall request OTP, enter the One Time Password then click Proceed 

 

 

Note: The system shall top-up directly to the mobile and sent notification on the transaction. 
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5.2 Purchase BWB prepaid Water 

To purchase prepaid water token, click on Prepaid then select Purchase BWB prepaid Water. Enter 

Meter number then click Continue. 

 

 

System will validate and display client meter details, select  

 

System shall request for One Time Password to complete the transaction. 
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NOTE: System generates prepaid Water token and deliver to a mobile or email. 

5.3 Purchase ESCOM prepaid Electricity 

To purchase ESCOM Prepaid, on the main menu select Prepaid, then click on Purchase ESCOM prepaid 

Electricity. 

 

Enter the meter number then click Continue. The system validates the meter number then display the 

prepaid electricity window as below. Select the debit account, enter amount, currency then click Proceed 
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The system shall request OTP, enter the One Time Password then click Proceed 

 

NOTE: System generates an ESCOM token and deliver to a mobile or email. 

5.4 Purchase Airtel E-value 

To purchase e-value from account, on the main menu select prepaid then select purchase Airtel e-value.  

Enter debit account, the Airtel agent number, indicate the currency, amount and payment details then 

click Proceed. 
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The system shall request OTP, enter the One Time Password then click Proceed

 

NOTE: The system displays a notification and sends an SMS to the recipient number on the transaction. 

5.5 TNM Agent Deposit 

To make TNM agent deposit, on the main menu click Prepaid then select TNM agent deposit.  Enter debit 

account, the TNM agent number, indicate currency, amount and payment details then click Proceed. 

 

The system shall request OTP, enter the One Time Password then click Proceed
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NOTE: The system displays a notification and sends an SMS to the recipient number on the transaction. 

6 PAYMENTS 

 

6.1  Pay your DSTV Box Office 

To pay for DSTV Box Office, Main menu Payments, select pay your DSTV Box Office. Enter smartcard 

number or DSTV account then click Continue. 

 

The system validates the number provided and display client details, select account to debit and enter 

amount to be paid then click proceed. 
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The system shall request OTP, enter the One Time Password then click Proceed 

 

6.2 Pay your DSTV Subscription 

To pay for DSTV subscription, Main menu Payments, select pay your Pay your DSTV subscription. Enter 

smartcard number or DSTV account number then click Continue 

 

The system validates the number provided and display client details, select account to debit and enter 

amount to be paid then click proceed. 
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The system shall request OTP, enter the One Time Password then click Proceed 

 

6.3  Pay your GOtv subscription 

To pay for GOtv subscription, Main menu Payments, select pay your Pay your GOtv subscription. 

Enter account number then click Continue. 

 

The system validates the number provided and display client details, select account to debit and enter 

amount to be paid then click proceed. 
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The system shall request OTP, enter the One Time Password then click Proceed 

 

6.4 Pay water bill 

To pay water bill, click Payments then select Water bill payment, select account to debit, water board, 

Enter correct meter number and name, currency and amount then click Proceed. 

 

The system shall request OTP, enter the one time password then click Proceed 
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The system displays transaction notification and automatically forward the same to customers email. 

6.5 Pay MASM Bill 

To pay MASM bill, click Payments, then select MASM bill payments, a window as below will be displayed, 

Select debit account, Scheme type, MASM account, currency and amount then click proceed. 

 

 

The system shall request OTP, enter the one time password then click Proceed 
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The system displays transaction notification and automatically forward the same to customers email. 

 

6.6 MRA payments 

To pay MRA Tax, click Payments, then select MRA payment, a window as below will be displayed. Enter 

the PRN number then click continue 

 

The system validates the PRN and displays the amount to be paid as below, select account the debit then 

proceed. 
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The system shall request OTP, enter the one time password then click Proceed 

 

The system displays transaction notification and automatically forward the same to customers email. 

6.7 Pay Electricity bill 

To pay ESCOM postpaid bill, on the main menu click Prepaid, then select Postpaid Electricity Bill. Select 

debit account, enter correct meter number, meter name, currency for the payment, amount and 

payment details then click Proceed. 
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The system shall request OTP, enter the one time password then click Proceed 

 

The system displays transaction notification and automatically forward the same to customers email. 

7 CARDLESS WITHDRAW 

To initiate cardless withdraw, click Cardless Withdraw, then select initiate Cardless withdraw,  a window 

as below opens, select debit account,  currency, amount and the mobile number then click Proceed.  

 

 

NB: The mobile number being indicated must be the one registered on mobile banking linked to the 

selected account.  

The system shall request OTP, enter the one time password then click Proceed 
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The system displays transaction notification and automatically forward the same to customers email. 

8 BENEFICIARY  

8.1 Create Beneficiary 

To create Beneficiary, click Beneficiary on the main menu then click on create beneficiary. The system 

displays a window as below. Check beneficiary type the Continue.  
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Depending on the beneficiary type selected a window as below. Enter the required details then click 

proceed. 

 

 

The system shall request OTP, enter the one time password then click Proceed 

 

 

The system displays transaction notification and automatically forward the same to customers email. 

8.2 List of beneficiary  

To view beneficiary list, on the main menu click Beneficiary then select List of Beneficiary.  The 

displayed list can be viewed, amended and delete 
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9 BULK PAYMENT 

9.1 Upload Batch 

To upload one click Batch, on the main menu click Bulk Payment, Select Upload batch. Select the file 

type, file format, debit account, total number on items on the batch total amount, then Browse to 

select the file to be uploaded then click upload. 
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A successful file upload will display notification as below 

 

9.2 Batch Verification 

To verify a batch, on the main menu click Bulk Payment, select unauthorized batch, from the list on 

batches select the batch number to verify. Click Authorize /verify button to verify. 

 

 

The system shall request OTP, enter the one time password then click Proceed 
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The system displays transaction notification and automatically forward the same to customers email. 

9.3  Unauthorized Batch  

To display unauthorized batches and authorize batch, click Bulk Payments, the select unauthorized 

batch, the system displays all unauthorized batches, enter the batch number then click search 

 

 

9.4  Authorized batches 

To view the list of all authorized batches, on the main menu select Bulk Payment, Select authorized 

batches. This displays all batches that has been authorized 
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10  ADMIN 

10.1 View Profile Settings 

To view profile settings, on the main menu click admin the select view profile settings. The system 

displays the profile details as below 

 

10.2 Change Password 

To change password click Admin, select change password. Enter current password, new password and 

confirm the new password then click submit details 

 

 


