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1.   Cheque Book Request

This guide provides you with an explanation on how to raise a cheque book request in ProCash. For more 
information on other ProCash modules or other payment types, please refer to their respective guides.

1.1   Initiation

To initiate a cheque book request you must go to the Initiation page of “Cheque Book Request” module 
and for that you should follow the below steps (image 1):

i)	 Select “Account Services” on the left panel

ii)	 Select “Cheque book Request” under Cheque Services

iii)	 Select “Initiate” 

Image 1 – Cheque Book Request | Initiate option
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Image 2 – Cheque Book Request | Initiate Page

When landing on the initiation page (image 2) you will be asked to provide the following mandatory de-
tails:

•	 Account number / IBAN for which you need cheque book(s).

•	 Number of cheque books – Maximum 10 cheque books can be requested per request.

•	 Collector’s name – person who is going to collect the cheque book upon receiving the courier.

•	 Collector’s mobile number to facilitate courier representative to contact the collector.

•	 Collector’s ID proof under the designated person’s photo ID which will be validated by courier
     representative against the physical ID while delivering the shipment.

•	 ID number of the selected ID proof.

Once all the details are given, click on the “Review” button to review all the details then press Submit. Post 
submission, the bank will be instructed about it and the Cheque Book is delivered (image 3).

If you are a Super user, the request will land in authorized entries. In case you are a maker then the re-
quest will land in pending entries for further approval of the checker.
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Image 3 – Cheque Book Request | Review page

Image 4 – Cheque Book Request | Authorized List Option

1.2.   Authorized List

To view the list of authorized requests, you must first follow the below steps (image 4): 

i)	 Select “Account Services” on the left panel

ii)	 Select “Authorized List” under Cheque Book Request
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Image 4 – Cheque Book Request | Authorized List page

In the Authorized List, you can see a list in a table format with all authorized requests. On the action col-
umn you can view the details of the request (image 4).

Image 5 – Cheque Book Request | Pending List

1.3.   Pending List

To view the list of Cheque Book requests that are pending for any action (like approving or rejecting), you 
must follow the below steps (image 5):

i)	 Select “Account Services” on the left panel

ii)	 Select “Pending List” under Cheque Book Request
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In the Authorized List, you can see a list in a table format with all authorized requests. On the action col-
umn you can (image 6):

•	 View the details of the request by selecting the Eye icon

•	 Edit the Cheque Book request details by selecting the Edit icon

•	 Approve the Cheque Book request by selecting the Check icon

•	 Reject the Cheque book request by selecting the Cross icon

•	 Delete the request by selecting the Bin icon

Image 6 – Cheque Book Request | Pending List page
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Image 7 – Cheque Book Request | Rejected List 

1.4.   Rejected List

To view the list of Cheque Book requests that have been rejected, you must follow the below steps 
(image 7):

i)	 Select “Account Services” on the left panel

ii)	 Select “Rejected List” under Cheque Book Request

In the Authorized List, you can see a list in a table format with all authorized requests. On the action col-
umn you can (image 8):

•	 View the details of the request by selecting the Eye icon

•	 Submit again the request by selecting the Arrow icon

•	 Accept the rejection by selecting the Check icon



8(        )

Image 8 – Cheque Book Request | Rejected List page
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