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1. Standing Instructions

This guide provides you with a detailed explanation on how to create, authorize, reject, or disable/enable
a Standing Instruction. For any information about other ProCash modules, please refer to the respective
guide.

1.1 |Initiation Page

To initiate a Standing Instruction, you must follow the steps below (image 1):
i) Select the "Payment” tab on the left panel

i) Select the “Standing Instruction Management” option under Transactions

iii) Select "Initiate”

o Q_ Enter keyword to search
B8 Dashboard Masters Bill Payment Transactions
> Beneficiary > Biller Registration > Own Account Transfer
3 Setup >
> Beneficiary Upload > Biller Registration Upload > Single Payment Request
Payments > > Pay Bill > Bulk Payment Request
o . > Bill Presentment > Send to Bank
& Account Services >
> Bill Payment Upload + Standing Instruction Management
& Collections > > Bill Payment History Iniuate
Authorized List
[= Reports > Pending List
Rejected List
Approvals Disabled List
> Template Management
> Merchant Payment

Image 1 — SI management | Initiate Option
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You will land on the screen below where you will be required to provide payment details (image 2). When
done, click “Next" to proceed to the next page.

{2} > Payments > Transactions > Standing Instruction Management > Initlate ~

caelwi
Payment Details
. IS Value Date* Account Selection® Deblt Account* Upload Supperting Documents (6]
24-0c1-2024 24-Oct-2024 X B Account Number v 31 - AED v
&5 Drop your file here or browse
Payment Method* Corporate Reference Number* Account Title Physical Account Balance
Internal Fund Transfers ~  TEST x ACC 001 AED 999,993, 502,650.55 No files uploaded yet
‘Amount” s , - ¥
— o - ayment Instructions ADD MORE
(® Payable Amount @ a0 o 0.10 Exchange Detail Y
Payment Instruction*
Amount T tesi X
(O Debit Amount @ e 0.10

rovided on this tra
le at the time of

Important : Please read Payments Terms and Conditions here

Image 2 — S| management | Payment details

On the screen below (image 3), you need to select an existing beneficiary or add a new one.

Q
m
g
pu|

Payment Details
Internal Fund Transfers | AED 010

Beneficiary & Additional Details

Beneficiary & Additional Details ) @ Standing Instruction Details @ Review Details & Confirm

‘ SELECT BENEFICIARY ‘

Nothing Here Yet

‘ ADD NEW BENEFICIARY

Other Details

Remarks

Remittance Category® ~  Remittance Code*

Enrichment / Additional Details

ENRICHMENT 1*

Important : Please read Payments Terms and Conditions here

@
o

CANCEL PREVIOUS

Image 3 — SI management | Beneficiary & Additional Details
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When selecting the “Select Beneficiay” option, a list of beneficiaries is provided from which you can

choose a from (image 4).

Select Beneficlary

Beneficiary Code

13

n3

s

TE

Rows perpage 10w

Beneficiary Name

13

n3

~
o

5C

=C

Payment Method <

External Fund Transfers -

External Fund Transfers -

External Fund Transfers -

External Fund Transfers -

External Fund Transfers -

External Fund Transfers -

External Fund Transfers -

Q. Enter keyword to search @

Address

BAD1

BAD1

BAD1

addressi

addressi

addressi

addressi

AccountNo ¢

o Add New Beneficiary

Image 4 — S| management | Beneficiary & Additional Details — Select beneficiary

In case you select the "Add New Beneficiary” option, you will be required to provide the beneficiary details
such as (image 5): Beneficiary type, Beneficiary code, Beneficary name, Address, and Contact details.

Beneficlary Type*
User Wise

Payee Name

Address 1*

Dubai

Phone/Moblle

Beneficiary Details

Beneficiary & Additional Details

Fkkkk kKK

Address 2

UAE

Mohaxxxxxx

(Beneficiary Name s imited to 35 characters, plea:
remaining characters, if required.)

Postal Code

Emall

se use Beneficiary Address line 110 populate the

Image 5 — SI management | Beneficiary & Additional Details — Add New Beneficiary
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Once all required details are given, click on the "Add” button. You can also cancel the creation process
(image 6).

Payment Method Details

*kkkk kKK *kkkk kKK

*kkkkk Kk
Address 1

Address 2 c

Bank Sort/Clearing Code

Advize Dispatch Details
[ eman [] sms [ mai [] courter [] Fax
CANCEL

Important : Please read Payments Terms and Conditions here

CANCEL PREVIOUS

Image 6 — S| management | Beneficiary & Additional Details — Add New Beneficiary

After adding a beneficiary you will be required to provide the standing instruction details such as
(image 7):

Provide the name for the standing instruction

Start date: By when the Standing Instruction should start (it might not be the same date when the
Standing Instruction is setup)

End date: By when the Standing Instruction should finish

Frequency

Authorization:

o Yes — authorization is required by you when Sl is executed.

o No — no authorization is required. Sl will be processed as per the frequency details.
If holiday

o Prepone — Sl will be executed on the business day before the holiday.

o Postpone — Sl will be executed on the business day after the holiday.
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@ > Payments > Transactions > Standing Instruction Management » Initiate

0
m
batg
2]

Payment Details L e @ Standing Instruction Details

@ Review Details & Confirm

N

Internal Fund Transfers | AED 010 102 DESC

Standing Instruction Details

Name* Authorization ~

Test < (® Yes (O) No

Start Date* End Date*

28-Oct-2024 X [ 04-Nov-2024 x B
Frequency

Fortnightly v

If Holiday ~

(0) prepone (@ Postpone

Important : Please read Payments Terms and Conditions here

CANCEL PREVIOUS m

Image 7 — Sl management | Standing Instruction Details

Once all entries are completed click on the "Review” button as shown above. In case all details are cor-
rect, proceed with the payment by clicking submit (image 8).

Beneficiary Details Va
T CDESC o; ) . )m:— 7 ‘—es‘—, aupal

United Arab Emirates

Other Details

Cards & Moble Wallet é;;poral; cara Payments
Enrichment / Additional Details
- °
Standing Instruction Details Va
Test Yes
28-0ct-2024 ;4—%’10\/—2024
Fortnightly

Postpone

CANCEL PREVIOUS SUBMIT

Image 8 — SI management | Review transaction

When submitting, you will need to provide a token OTP (image 9). After that you will get a screen con-
firming that the Standing Instruction has been created successfully (image 10).

It is important to notice that the payment will be under the Pending List that needs approval to process
the payment.
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Token

Device Token OTP*

Image 9 — SI management | Token OTP

Standing Instruction Created Successfully

ProCash Batch Number Transaction Date and Time
Q: n 24-0c1-2024 143353

Debit Account Debit Account Title
3 -AED AC o01

Beneficiary Name Beneficlary Code
10z IESC 10 101

Beneficlary Account Number Payment Method
Qc o1 Internal Fund Transfers

Payable Amount
AED 010

S e

Image 10 - Sl management | Confirmation Pop-up
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1.2 Authorization List

To view the authorized Standing Instructions, follow the steps below (image 11):
| Select the "Payment” tab on the left panel

Il. Select the "Standing Instruction Management” option under Transactions

[ll. Select “Authorized List”

o Q Enter keyword to search
B3 Dashboard Masters Bill Payment Transactions
> Beneficiary > Biller Registration > Own Account Transfer
3 Setup >
> Beneficiary Upload > Biller Registration Upload > Single Payment Request
Payments > > Pay Bill > Bulk Payment Request
o ) > Bill Presentment > Send to Bank
& Account Services >
> Bill Payment Upload v Standing Instruction Management
& Collections > > Bill Payment History Initiate
Authorized List
= Reports Pending List
= Report >
Rejected List
Approvals Disabled List
> Template Management
> Merchant Payment

Image 11 — SI management | Authorized List Option

After landing on the Authorized List page, you will be able to see a list with all authorised Standing Instruc-
tions in a table format and under the Actions column, where you can view, edit, and disable a transaction
(Image 12).

Pending List (10)  RejectedList  Disabled List (3) + INITIATE
Authorized List Q_ Enter keyword to search @ WL
Standing Instruction Name & ProCash Batch Number Transaction Date & Value Date & Debit Account Number & Debit Ac Actions

Test 03 an 24-0ct-2024 24-0ct-2024 31 01 ACDESC:| © & &
sdfsharaf 03 19 04-0ct-2024 04-0ct-2024 31 01 ACDESC_i| © & &
av 03 15 04-0ct-2024 04-0ct-2024 31 01 ACDESC_i| @ & &
dfgdfg 03 04 04-0ct-2024 04-0ct-2024 31 01 ACDESCi| @ & &
sdf 03 03 04-0ct-2024 04-0ct-2024 31 01 ACDESC_i| @ & &
Sluiop 03 o 04-0ct-2024 04-0ct-2024 31 01 ACDESC_i| © # &
asasdfer 03 05 02-0ct-2024 02-0ct-2024 31 01 ACDESC_i| @ # &
testsi2 03 02 02-0ct-2024 02-0ct-2024 31 01 ACDESC_i| @ # &
TESTHARSH 03 o1 02-0ct-2024 02-0ct-2024 31 01 ACDESC_{| @ # &
Sluio 03 3 01-0ct-2024 01-0ct-2024 31 101 ACDESC_i| © # &

Rows perpage 10 v « < - 2 3 4 > »

Image 12 — SI management | Authorized List Page
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To view the details of a specific transaction, you just need to select the Eye icon under the Actions col-
umns. Then a screen with all information on the selected Standing Instruction will come up (image 13).

To go back to the Authorized List page, just press the “Back” button.

Review Details & Confirm

Payment Detalls

24-Oct-2024 24-Oct-2024 Account Number 313 - AED

ACL o TEST
Internal Fund Transfers AED 010 AED 010
10

test

Uploaded Documents

Beneficiary Details VIEW DETAILS
103 sC 00 oot test, - duba
United Arab Emirates

Other Details

Image 13 — SI management | Payment Details

On the Standing Instructions details page, you will be able to edit and disable the Standing Instruction
(image 14).

Standing Instruction Details

Test Yes

28-0ct-2024 04-Nov-2024
Freauanc Frequency Detalls
Fortnightly -

f Holiday

Postpone

Maker Checker Details

Make Maker Date T

AD( N2 24-0Oct-202414:33:53

Checker Date Time

AD N2 24-0ct-2024 14:33:54

CANCEL BACK DISABLE EDIT

Image 14 — Sl management | Authorized list — View option
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To Edit a Standing Instruction, you must select the Edit icon (image 12) and once this option is selected
you will land on the respective Initiation page wherein you can change any detail and initiate the Standing

Instruction again (image 15).

INIEMal FUNA | TANSIErs v 1esl
Amount”

(® Payable Amount ® A~
Amount

() Debit Amount @ AED

Maker Checker Details

Maker

AL AN2
Checker
AD N2

Important : Please read Payments Terms and Conditions here

CANCEL BACK

0.10

0.10

Maker Date Time

24-Oct-2024 14:33:53

Checker Date Time

24-Oct-2024 143354

ACD; n AED 999,993,502,650 55 MO llies uploduen yet

Supporting documents uploaded are for your
reference only. Bank does not make use of these
documents 1o Process your payments

Exchange Detail * Payment Instructions t ADD MORE

Payment Instruction®

FX Rates 1 test %

Note: The exchange rate provided on this transaction Is subject to
change according to the rate applicable at the time of processing the
payment

Image 15 — S| management | Authorized List — Edit option

To disable a Standing Instruction, you must select the Lock icon (image 12). When selecting this option, a
pop-up will be displayed and you need to confirm by clicking the “Disable” button (image 16).

Confirm

Are you sure you want to disable it?

DISABLE

Image 16 — Sl management | Authorized List — Disable option

(10 )




PROCASH Klad[l)mbédBu ’

1.3 Pending List

To view the pending list of Standing Instructions requests, follow the steps below (image 17):
| Select the "Payment” tab on the left panel

Il. Select the "Standing Instruction Management” option under Transactions

[ll. Select “Pending List”

[5 Q_ Enter keyword to search
B8 Dashboard Masters Bill Payment Transactions
> Beneficiary > Biller Registration > Own Account Transfer
€3 Setup >
> Beneficiary Upload > Biller Registration Upload > Single Payment Request
Payments > 5 Pay Bill > Bulk Payment Request
> Bill Presentment > Send to Bank
(o] .
2 Account Services >
> Bill Payment Upload v Standing Instruction Management
& Collections > > Bill Payment History Iniate
Authorized List
= Reports > Pending List
Rejected List
Approvals Disabled List
> Template Management
> Merchant Payment

Image 17 — SI management | Pending List option

After landing on the pending list page, you can see a list in a table format with all Standing Instructions
that are pending to be authorised. You can also perform some actions available in the last column such
as reject, view details, and view authorizers, if applicable (Image 18).

Authorized List (34) Rejected List Disabled List (3) + INITIATE
Pending List Q_ Enter keyword to search [
Standing Instruction Name ¢ ProCash Batch Number ¢ Transaction Date ¢ Value Date & Debit Account Number & Debit Actions
siname3 03 7 26-Sep-2024 26-Sep-2024 3 bl ACDES |® v X &
TESTSICRCCY 03 2 20-Feb-2024 20-Feb-2024 3 n ACDES © v X &2
SARA 03 10-Oct-2023 10-Oct-2023 3 n ACDES [}
adsfdf 03 11-Oct-2023 11-Oct-2023 3 n ACDES (]
SANDE 03 21-May-2023 21-May-2023 3 hll ACDES | ©
TEST19112020 03 21-Dec-2023 21-Dec-2023 3 n ACDES ©
qwertert 03 09-Nov-2014 09-Nov-2014 3 n ACDES © v X &R
Varun 03 17-Sep-2014 17-Sep-2014 3 n ACDES |© v X 282
noelsi 03 11-Sep-2014 1-Sep-2014 3 n ACDES © v X R
NOELSI 03 31-Aug-2014 31-Aug-2014 3 n ACDES © v X &R
Rows perpage  10v « < n > »

Image 18 — SI management | Pending List Page
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To view each Standing Instruction details you must select the “Eye” icon. Once this option is selected, a
page with respective payment details is displayed as shown below (image 19)

Review Details & Confirm

Payment Details

Transaction Date Value Date Account Selection U count
26-Sep-2024 26-Sep-2024 Account Number 31 - AED

ACL N FGH

Payment Method Payable Amount Debit Amount
External Fund Transfers - UAEFTS AED 1200 AED 1200
10

Upleaded Documents

Beneficiary Details VIEW DETAILS
Beneficiary Name Beneficla BAN/Credit Card/Salary Card Pa Routing Code
LJUNUUU,ENRRNN Account title not found AE2 01 8C )6
Account Holder Neme as per Beneficiary Bank Record
FIRST ABU DHABI BANK address1, address2 ad‘dressE

Other Details

SHA Yes Corporate card payments

Image 19 — SI management | Pending List — View Payment Details

In the same page you will be able to perform different actions such as: View Authorizers, Reject the pay-
ment, and Authorize the payment (image 20)

Any Reference
Enrichment / Additional Details

ENRICHMENT 1
gdf

Standing Instruction Details
;'\néimea Yes o
%659p72 024 ;1707;(—; 024
:D;Myi ‘

If Hol
Postpone

Maker Checker Details
JA '5 26-Sep-2024 12:37:59

CANCEL BACK POWERED BY = VIEW AUTHORIZERS ~ REJECT AUTHORIZE

Image 20 - SI management | Pending List — View Payment Details — Options for Action
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To approve a Standing Instruction request you must select the “Check” icon (image 18). When choosing
this option, the OTP must be provided before you click “Submit” (image 21).

Device Token OTP*

Image 21 — SI management | Pending List — Approve Payment — Token OTP

In case you want to reject a Standing Instruction request you must select the “x" icon (Image 18). When
rejecting a payment, a reason for the rejection is required (image 22).

Enter reason for rejection

Reason™

Image 22 — Sl management | Pending List — Reject Payment — Reason for Rejection

To view the authorisers you must select the "Users” icon (image 18). Upon selection of this icon, a list with
the authoriser’s details is displayed (image 23).

(13 )
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Authorizer List

Authorization Level Authorization Mode
Transaction Sequential

Allow SKip Maker
No Jt V75 - 26-Sep-2024 12:37:59

Slab Priority Profile Number of User Pending Authorizer Author Action

0.00 - 60.00 (1)

0.00 - 60.00 (2)

0.00 - 60.00 (2)

1.00-100.00 (1)

Rows per page 10 v

Image 23 — SI management | Pending List — View Authorizers

(14 )
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14 Rejected List
To view the Rejected Standing Instructions, follow the steps below (image 24):
| Select the "Payment” tab on the left panel

Il. Select the "Standing Instruction Management” option under Transactions

[ll. Select “Rejected List”

[5 Q_ Enter keyword to search

B3 Dashboard Masters Bill Payment Transactions

> Beneficiary > Biller Registration > Own Account Transfer
@3 Setup >

> Beneficiary Upload > Biller Registration Upload > Single Payment Request
Payments > 5 Pay Bill > Bulk Payment Request
o . > Bill Presentment > Send to Bank
& Account Services >

> Bill Payment Upload v Standing Instruction Management
& Collections > > Bill Payment History Iniate
Authorized List

= Reports >

Pending List
ReJected List
Approvals Disabled List

> Template Management

> Merchant Payment

Image 24 — S| management | Rejected List Option

Similarly to the previous chapters, after landing on the Rejected List page you can see a list in a table for-
mat with all payment that are rejected. You can also perform some actions available in the last column of
this table (Image 25).

Authorized List (34) Pending List (8) Rejected List (1) Disabled List (4) <+ INITIATE
Rejected List Q  Enter keyword to search @ %L
| Standing Instruction Name & ProCash Batch Number ¢ Transaction Date <& Value Date ¢ Debit Account Number Actions
O siname3 03: 07 26-Sep-2024 26-Sep-2024 31 01 © >
Rows perpage 10w « < n > »

Image 25 — Sl management | Rejected List Page

(15 )
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In this page you can:

» View each payment's details by selecting the “Eye” icon. Once this option is selected, a page with the
respective payment’s details is displayed. On this page, you are also able to accept the rejection, r
submit the transaction or go back to the previous list screen

* Resubmit by selecting the “Arrow” icon. After selecting the arrow icon to resubmit a transaction you
will land on the transaction initiation screen where you can confirm your review by selecting the "R
view" button or go back to the previous screen by selecting the "“Back” button (image 26).

e Acceptrejection by selecting the "Check mark” icon. After accepting the rejection, the payment will be
removed from the Rejected List

‘O Payment Detaits @ Beneficiary & Additional Details @ Standing Instruction Details @ Review Details & Confirm
Payment Details
. . Value Date Account Seiection Upload Supporting Documents
05-Nov-2024 05-Nov-2024 x 8 Account Number an -AED
& Drop your fiie here or browse
ayment Method Num A E P A B
External Fund Transfers - UAEFTS AC 101 AED-51332712
@ Paysble Amount @ aep - - Exchange Detail* Payment Instructions + ADD MORE
Amou arg
HE ASD 12.0 ote: T = o the
ate o t the tm
Maker Checker Details
Iy 5 26-5ep-2024 123759
ADL 2 05-Nov-2024 15:46:22
Important  Piease read Payments Terms and Conditions here
CANCEL | BACK POWERED 8Y = NEXT

Image 26 — Sl management | Rejected List — Resubmit Payment
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To view the disable Standing Instructions, follow the steps below (image 27):

| Select “Payment” tab on the left panel

Il. Select “Standing Instruction Management” option under Transactions

[ll. Select “Disable List” option

kil b gl eliy

ADCB

>

[5 Q_ Enter keyword to search
B8 Dashboard Masters Bill Payment Transactions
> Beneficiary > Biller Registration > Own Account Transfer
€3 Setup >
> Beneficiary Upload > Biller Registration Upload > Single Payment Request
Payments > 5 Pay Bill > Bulk Payment Request
o ) > Bill Presentment > Send to Bank
2 Account Services >
> Bill Payment Upload v Standing Instruction Management
& Collections > > Bill Payment History Iniate
Authorized List
= Reports > Pending List
Rejected List
Approvals Disabled List
> Template Management
> Merchant Payment

Image 27 — SI management | Disable List Option

In the disabled list page, you can see a list in a table format of all disabled standing instruction. In this page,
you can also perform some actions available in the last column (Image 28).

Authorized List (34) Pending List (9)

Rejected List Disabled List (4)

~+ INITIATE
Disabled List Q. Enter keyword to search @ %L
J Standing Instruction Name ¢ ProCash Batch Number Transaction Date ¢ Value Date ¢ Debit Account Number ¢ Actions
O TestSI05Jan 0z 25 21-Dec-2023 21-Dec-2023 3 001 Al ©F
’_‘ TestSlJan05 0z 24 21-Dec-2023 21-Dec-2023 3 001 A (ONu}
u SARA 0z 2 10-Oct-2023 10-Oct-2023 3 001 A [ON=)
O qwerterg 0z M 01-Aug-2017 01-Aug-2017 3 001 Al @

Rows per page 10 v

Image 28 — S| management | Disable List Page

(17 )
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As previous chapters, you can view each Standing Instructions’ details by selecting the “Eye” icon. Once
this option is selected, a page with respective details is displayed.

To enable a Standing Instruction, you must select the “Lock” icon. After selecting this option, you will have
to confirm by clicking on “Enable” button (image 29).

Confirm

Are you sure you want to enable it?

CLOSE

Image 29 — SI management | Disable List — Enabling Standing Instruction
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