MANUAL PROCESSING – STEP-BY-STEP
Files Required
Download the following 3 files:
1. ERP Payment Gateway Trips Report
2. Backend Transaction Report
3. Bank Collection Report
Step 1: Download ERP Report
→ Login to ERP
→ Select the date range & Opt payment gateway:
- Choose from 2 weeks prior to the processing day to the full future trip 
→ Export the Payment Gateway Trips Report

Step 2: Download Backend Transaction Report
→ Login to Backend
→ Go to Transaction
→ Select the required Date Range
→ Set Payment Status = Success
→ Click Search
→ Download the transaction report
Step 3: Download Bank Report
→ Login to Bank Portal
→ Go to Exclusive Offering
→ Select EazyPay
→ Choose Collection Report
→ Select Payment Successful List
→ Enter the required Date Range
→ Download the CSV File

Step 4: Prepare Bank File
In the Bank File:
→ After the Reference ID column, insert 3 new columns
Name the columns as below:
1. Trans ID
2. CH Code
3. Customer Name

Step 5: Create Supporting Sheets
Add 2 new sub sheets in the Bank File:
Sub Sheet 1: Backend
→ Copy from Backend Report:
- Trans ID
- Trip Code
→ Paste into the Backend sub sheet
Sub Sheet 2: ERP
→ Copy from ERP Report:
- WFM Code
- Customer Name
→ Paste into the ERP sub sheet

Step 6: Apply VLOOKUP

→ Perform VLOOKUP with the Backend sheet
→ Use FALSE (0) for exact match
→ Drag/Double-click to apply to all rows

Step 7: Identify Manual Processing Cases
→ Filter the Trans ID column
→ Check for #N/A values

if Trans ID shows #N/A:
→ Reference ID exists in the Bank File
→ Matching transaction is not found
→ Verify the transaction in the Bank Portal
If transaction is successful:
→ Go to Backend
→ Process it manually

If transaction is not successful:

→ No action required

Important Note

✅ Transactions showing #N/A after VLOOKUP are usually the transactions that require Manual Processing.

✅ Always verify the transaction status in the Bank Portal before processing manually.
