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Section A: Adding Instalments 
 

Step 1: Log into the NuPay website by entering the following URL link into the browser 

Link: https://www.nupayments.co.za/ 

Step 2:  Log in – Complete the required fields, see Fig 1. 

✓ Enter the User ID & Password 

✓ Accept the Terms and Conditions (Ensure that you familiarise yourself with 

the content herein) 

✓ Click on the “Log in” button 

(N.B If the User cannot remember your password, click on the “Forgot Password?” tab and 

the system will assist you in creating a new password)  

 

 

Fig 1: Login screen - NuPay Website 
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Step 2: The User can also “Log in” by ticking the Alternate landing page option and click 

Log in, see Fig 2.  

 

 

Fig 2 – Alternate Landing page 

 

Step 3: Once the User has entered the correct “Log in” details, they will be directed to the 

following homepage, see Fig 3. 

 

 

Fig 3: Homepage - NuPay Website 
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Step 3: Click the Collections icon for the NuPay Product List and select DebiCheck, see 

Fig 4. 

 

 

Fig 4: Product List - NuPay Website 

 

Step 5: Select the Merchant number (The unique number that is allocated to the Merchant 

by NUPAY) in the Access Selection screen, and click Continue, see Fig 5. 

 
 

 
Fig 5: Access Selection - NuPay Website 
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Step 6: Click Maintenance, Transaction Maintenance or click Transaction Maintenance 

under Available Functions at the centre of the screen, see Fig 6. 

 

 

Fig 6: Transaction Maintenance 

 

Step 7:  Select Instalment Maintenance from the Maintenance Type drop down, see Fig 

7. 

 

 

Fig 7:  Maintenance – Search Transactions screen 
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Step 8: Select Add Instalments from the Change Type drop down, see Fig 8. 

 

 

Fig 8 – Add Instalments 

 

Note: Complete as many fields as possible on the Selection criteria page, to refine the 

search for a specific mandate, for example enter the required contract reference number, 

date range, debtor ID etc. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 This document is protected by Altron - labelled as General Business Information 

 

 

Step 9: Select the required Mandate ID or select ALL Mandate IDs, should the User want to 

do a Mass change, click Select, see Fig 9. 

 

 

Fig 9 – Select Transaction screen 

 

Step 10: Click Submit, see Fig 10. 

 

 

Fig 10 – Edit Transactions screen 
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Note: Fig 10 displays that this mandate has a total of 8 Instalments. 

Step 11: Click Ok to confirm the changes made or Cancel to undo the changes, see Fig 11. 

 

 

Fig 11 – Confirmation screen 

 

Step 12: A confirmation screen will be displayed, click Done, see Fig 12. 

Note : If the description displays “Failed”, then a reason for the failure will also be displayed. 

 

 

Fig 12 – Done screen 
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Section B: Reports 

 

Step 1: Select Reporting, Mandate Report, see Fig 13. 

 

 

Fig 13 – Reports 
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Step 2: Enter the Date selection and the Contract Reference number or complete as many 

fields as possible to refine the search and click Continue, see Fig 14. 

 

 

Fig 14 - Mandate Report 
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Step 3: The Mandate will appear under Active/Future mandates. 

Expand the screen by clicking on the +, all of the Instalments will be displayed. The User will 

see the “Added Instalment” is displayed at the end of the contract see Fig 15. 

In this example Instalment 9 was added – Refer to Fig 10 to view the initial number of 

instalments. 

 

 

 

Fig 15 – Added Instalment  Mandate report 

 

Rules: 

1. The “Added Instalment” is not Reversable as the User cannot change the Collection 

Date or the Collection Amount, however if the User does other maintenance, it will 

become reversable. 

2. The “Added Instalment” will always move to the end of the contract. 

3. The User cannot Add Instalments on a Recurring mandate. 

4. All Instalment Maintenance must be done at least 2 working days before the Action 

Date. 

 


