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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

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

iii)	 Select “Initiate” 

Image 1 – SI management | Initiate Option
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Image 2 – SI management | Payment details

Image 3 – SI management | Beneficiary & Additional Details

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.

On the screen below (image 3), you need to select an existing beneficiary or add a new one.
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Image 4 – SI management | Beneficiary & Additional Details – Select beneficiary

Image 5 – SI management | Beneficiary & Additional Details – Add New Beneficiary

•	 Select Beneficary

When selecting the “Select Beneficiay” option, a list of beneficiaries is provided from which you can 
choose a from (image 4).

•	 Add New 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.

********

Dubai UAE

Mohaxxxxxx
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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 SI is executed. 

o	 No – no authorization is required. SI will be processed as per the frequency details.

•	 If holiday

o	 Prepone – SI will be executed on the business day before the holiday.

o	 Postpone – SI will be executed on the business day after the holiday.

Image 6 – SI management | Beneficiary & Additional Details – Add New Beneficiary

Once all required details are given, click on the “Add” button. You can also cancel the creation process 
(image 6).

******** ********

********
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Image 7 – SI management | Standing Instruction Details

Image 8 – SI management | Review transaction

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). 

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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Image 9 – SI management | Token OTP

Image 10 – SI management | Confirmation Pop-up
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1.2     Authorization List

To view the authorized Standing Instructions, follow the steps below (image 11):

I.	 Select the “Payment” tab on the left panel

II.	 Select the “Standing Instruction Management” option under Transactions

III.	Select “Authorized List”

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).

Image 11 – SI management | Authorized List Option

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.

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

Image 13 – SI management | Payment Details

Image 14 – SI 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).

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).

Image 15 – SI management | Authorized List – Edit option

Image 16 – SI management | Authorized List – Disable option
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1.3     Pending List

To view the pending list of Standing Instructions requests, follow the steps below (image 17):

I.	 Select the “Payment” tab on the left panel

II.	 Select the “Standing Instruction Management” option under Transactions 

III.	Select “Pending List” 

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).

Image 17 – SI management | Pending List option

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)

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)

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

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).

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).

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).

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

Image 22 – SI management | Pending List – Reject Payment – Reason for Rejection
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Image 23 – SI management | Pending List – View Authorizers
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1.4     Rejected List

To view the Rejected Standing Instructions, follow the steps below (image 24):

I.	 Select the “Payment” tab on the left panel

II.	 Select the “Standing Instruction Management” option under Transactions

III.	Select “Rejected List”

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).

Image 24 – SI management | Rejected List Option

Image 25 – SI management | Rejected List Page
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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).

•	 Accept rejection by selecting the “Check mark” icon. After accepting the rejection, the payment will be
     removed from the Rejected List

Image 26 – SI management | Rejected List – Resubmit Payment
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1.5     Disable List

To view the disable Standing Instructions, follow the steps below (image 27):

I.	 Select “Payment” tab on the left panel

II.	 Select “Standing Instruction Management” option under Transactions 

III.	Select “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).

Image 27 – SI management | Disable List Option

Image 28 – SI management | Disable List Page



18(        )

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).

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