
How can employers 
update the Mobile 
Number of DPay Card 
customers for SMS and 
Mobile Banking Services 
via the Tadbeer Portal?



Please log in to the 
Tadbeer Portal and 
select the 'DPay Card 
Mobile Banking' tab 
as shown below.

STEP 1

DPay Card Mobile Banking



Click on
'Upload/Edit
Mobile Number'.

STEP 2
Upload/Edit Mobile Number



Click on 'Upload/
Edit Mobile 
Number'.

STEP 2A
Provide remarks/
notes if applicable.

Upload the CSV file for 
the mobile number 
update request.

Agree to the terms 
and conditions.



Please upload the 
CSV file as per the 
prescribed format 
below. Read and 
accept the terms 
and conditions, then 
click on the 'Upload' 
button.

STEP 3

CSV File Format for Upload:
Only CSV files will be accepted for mobile number update requests.

Employee Code QID Mobile Number
xxxxxxxxxx xxxxxxxxxxx xxxxxxxx

Enter the DPay customer’s 
employee code.

  Note: To obtain employee details, please download your existing DPay staff KYC details from the Tadbeer portal under ‘View Existing DPay Staff Details’ 
(refer to the ‘Existing DPay Staff Details’.)

Enter the 11- digit
QID number.

Enter the 8-digit Qatar mobile 
number with the 974-country code.



If there is any error 
in the uploaded CSV 
file, error messages 
will be displayed for 
corrections. Please 
check and correct the 
records, then re-upload 
the CSV file.

STEP 3A
Example: 

  Note: All error types and descriptions are provided for employers’ reference. (refer to the ‘How to Fix Error’ page.)

XXXXXXXXXXX

XXXXXXXXXXX

XXXXXXXX

XXXXXXXX



Please reconfirm 
the uploaded 
details, including the 
employee name, and 
click 'Confirm'.

STEP 4

XXXXXXXXXXX XXXXXXXXXXX XXXXXXXX



Please select the 
next-level verifier and 
approver, and click 
'Submit'.

STEP 5



Please reverify the 
request details, enter 
the OTP, and click 
'Confirm'.

STEP 6



The file has been 
processed successfully. 
Please note the 
transaction request ID 
for future reference. 
Request the next-
level verifier to review 
the uploaded file 
and approve it in the 
Tadbeer Portal.

STEP 7



Verifier Check:
Please request the 
verifier to review 
the uploaded file, 
verify the details, and 
approve the request in 
the Tadbeer Portal for 
the next-level approval.

STEP 8



Approver Check:
Please request 
the approver to 
review and approve 
the request in the 
Tadbeer Portal.

STEP 9



File Status:
Employers can check 
the uploaded file 
status under the 
'Activity Queue' in 
the 'Completed' tab.

STEP 10



Mobile Number 
Uploaded History

Employers can view 
their sta�'s previously 
uploaded mobile 
number details using 
the reference number 
of the uploaded file.



View Existing DPay 
Sta� Details

Employers can view 
their existing active 
and dormant/inactive 
DPay Card employee 
details.

Please click on 'Click here' below to download employee KYC details.

Note:
        • Mobile number update requests for DPay Card employees will be accepted only for active DPay Card accounts.
        • For mobile number update requests on dormant accounts, please contact the Card Centre team at the C-Ring Road 

branch and submit an activation request for the dormant DPay Card account. Once the account is activated, please 
retry the mobile number update.



How to Fix Errors 
During CSV File 
Upload?

SL # Error Type Explanation/How to Fix

1 CSV file already uploaded with the mentioned file name. Please revisit 
your file, rename it, and upload.

The file name must be unique. Previously used file names will not be accepted. Please 
change the file name to a new name and reupload the file.

2 Employee code XXXXX is invalid and not found under your company. 
Please contact the DPay support team for assistance.

The provided DPay customer employee code is invalid. Please recheck your record for 
the correct employee code or contact the DPay card centre team for assistance.

3 Duplicate employee code found in the file for another record.
The same DPay customer employee code is used and duplicated for another employee 
in your uploaded CSV file. Please check and reupload the file with a unique employee 

code.

4 Please provide the QID number. The QID number is blank in your uploaded CSV file. Please check and reupload the file 
with a valid 11-digit QID number.

5 QID length should be 11 digits. The QID number should be 11 digits. Please check and reupload the file with the correct 
QID number.

6 QID is invalid or not updated against employee code XXXXX. Please 
contact the DPay support team for assistance.

The provided QID number is invalid or not updated against the DPay employee in our 
records. Please contact the DPay card centre team for assistance.

7 Duplicate Qatar ID found in the file for another record. The same QID number is used for a different employee in the uploaded CSV file. Please 
check and reupload the file with unique QID numbers against the DPay employee.

8 Mobile number length should be 11 digits. Mobile numbers should start with the 974 Qatar country code, and the total mobile 
number length should be 11 digits (974 + 8-digit mobile number).

9 Mobile number must be numeric only. Mobile numbers must be numeric values only. No special characters or alphabets are 
allowed.

10 Invalid Qatar mobile number. Landline or invalid mobile numbers will not be accepted. Please check and reupload 
the CSV file with a valid Qatar mobile number.

11 Please provide a mobile number. The mobile number is blank or not provided in the uploaded file request. Please check 
and reupload the CSV file with a Qatar mobile number.

12 QID already assigned, please contact the DPay support team for 
assistance.

The QID number is already assigned to another employee account. Please contact the 
DPay card centre team for assistance.

13 Duplicate mobile number found in the file for another record.
The same mobile number is used for a different employee in the uploaded CSV file. 
Please check and reupload the file with unique mobile numbers against the DPay 

employee.

14 Account is already closed/deleted/dormant. Please visit the DPay 
support card centre team at the Salwa Road Branch for assistance.

The provided account number may be inactive/closed/dormant. Mobile numbers will 
be updated only for active accounts. Please contact the DPay card centre team for 

assistance.

15 Mobile number already assigned to another employee under your 
company.

The same mobile number is already assigned to a different employee in your uploaded 
CSV file. Please check the duplicated mobile number details by downloading the ‘View 

Existing Staff KYC Details’ in the Tadbeer Portal and reupload the CSV file with a unique 
mobile number.

16 Mobile number already assigned to another customer.
As per our records, the same mobile number is already assigned to another Doha Bank 
customer account. Please ensure the mobile number is unique or contact the DPay card 

centre team for assistance.

17 How to reset a mobile number?

In case the employer provided an invalid mobile number and needs to reset it, please 
upload a file with 97411111111, which will remove the invalid number to blank. 

Reupload the file with a valid number. Refer to point 17 for details on resetting mobile 
numbers.



Contact us

For DPay Card Requests

Customer Service Numbers

Website

Please visit our DPay Card Centre team at the C-Ring Road branch or 
email at DPAYSupport@dohabank.com.qa.

DPay Customer Service:				    +974 4445 6066
Disputed Transaction Hotline:		  +974 4445 6789

https://qa.dohabank.com



Thank You.




