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Manage Recurring is a module used to stop recurring payments

Pay & Transfer – Manage Recurring

  



Transfer to Own Account
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Payment Type Based on User Role

1. Create Recurring Transaction in Pay & Transfer module 

2. Stop Recurring Transaction on Manage Recurring

3. Approval Process on Manage Recurring
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Create Recurring Transaction in Pay & Transfer module 

Step 1. [1] [Maker] Login as Maker using Company ID & User ID > [2] Click Next

Menu : Pay & Transfer | Description: This Function used to stop Recurring Payments
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1
Fill in the 
Company ID & 
User ID

Click  Next
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Step 2. [1] [Maker] Fill in the Password > [2] Click  Proceed
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1 Fill in the 
Password

Click  Proceed

Create Recurring Transaction in Pay & Transfer module 
Menu : Pay & Transfer | Description: This Function used to stop Recurring Payments
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Create Recurring Transaction in Pay & Transfer module 

Step 3. [Maker] [1] Navigate to Pay & Transfer > Click on Payment method, ex: Own Account

Menu : Pay & Transfer | Description: This Function used to stop Recurring Payments
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Menu : Pay & Transfer | Description: This Function used to stop Recurring Payments

Step 4. [Maker] On Payment Data Entry page, [1] Click Your Account > [2] Choose source of funds > [3] Click Next 

1

2

3

Create Recurring Transaction in Pay & Transfer module 
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Menu : Pay & Transfer | Description: This Function used to stop Recurring Payments

Step 5. [Maker] [1] tick the Recurring transfer box

1

Create Recurring Transaction in Pay & Transfer module 
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Menu : Pay & Transfer | Description: This Function used to stop Recurring Payments

Step 6. [Maker] While checking Recurring transfer, system will add column for Recurring Settings

Create Recurring Transaction in Pay & Transfer module 
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Menu : Pay & Transfer | Description: This Function used to stop Recurring Payments

Step 7. [Maker] [1] Choose Recurring Transaction frequency

1

Create Recurring Transaction in Pay & Transfer module 
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Menu : Pay & Transfer | Description: This Function used to stop Recurring Payments

Step 8. [Maker] [1] Choose date on which the first recurring transaction must be made

1

Create Recurring Transaction in Pay & Transfer module 
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Menu : Pay & Transfer | Description: This Function used to stop Recurring Payments

Step 9a (Optional). [Maker] [1] Choose “End date” for Recurring Transaction. [2] System will automatically count the total of “Number of times”

1

2

Create Recurring Transaction in Pay & Transfer module 



13

TUTORIALOCTOBIZ2024

Menu : Pay & Transfer | Description: This Function used to stop Recurring Payments

Step 9b (Optional). [Maker] [1] Fill in the ‘No. of Times’ for Recurring Transaction [2] System will automatically count the “End Date”

1
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Create Recurring Transaction in Pay & Transfer module 
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Menu : Pay & Transfer | Description: This Function used to stop Recurring Payments

Step 10 (Optional). [Maker] [1] Complete the Recurring Description. If it blank, System will automatically fill in the Recurring Description

1

Create Recurring Transaction in Pay & Transfer module 
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Menu : Pay & Transfer | Description: This Function used to stop Recurring Payments

Step 11. [Maker] [1] Fill in the Mandatory Fields >  [2] Click Next  > [3] Click Submit 

1

2 3

Create Recurring Transaction in Pay & Transfer module 
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Menu : Pay & Transfer | Description: This Function used to stop Recurring Payments

Step 12. System will navigate to acknowledgement page

Create Recurring Transaction in Pay & Transfer module 
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Menu : Pay & Transfer | Description: This Function used to stop Recurring Payments

Step 13: Login to CFO as Approver 

Step 14. [Approver] [1] Navigate to Side menu> Click Task List > [2] search recurring transaction that needed to approve and Click hyperlink

1

2

Create Recurring Transaction in Pay & Transfer module 
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Menu : Pay & Transfer | Description: This Function used to stop Recurring Payments

Step 15. [Approver] [1] Review Transaction, Click Approve  > [2] Click Yes

1

2

Create Recurring Transaction in Pay & Transfer module 
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Menu : Pay & Transfer | Description: This Function used to stop Recurring Payments

Step 16. System will show the acknowledgement page

Create Recurring Transaction in Pay & Transfer module 
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Payment Type Based on User Role

1. Create Recurring Transaction in Pay & Transfer module 

2. Stop Recurring Transaction on Manage Recurring

3. Approval Process on Manage Recurring
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Stop Recurring Transaction on Manage Recurring
Menu : Pay & Transfer | Description: This Function used to stop Recurring Payments

Step 1: Login as maker 

Step 2. [Maker] [1] Navigate to side menu, click Services > Click Manage Recurring

1
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Menu : Pay & Transfer | Description: This Function used to stop Recurring Payments

Step 3. [Maker] On Manage Recurring page, [1] Click Recurring Reference that needed to be stopped

1

Stop Recurring Transaction on Manage Recurring
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Menu : Pay & Transfer | Description: This Function used to stop Recurring Payments

Step 4. [Maker] On detail page, [1] Click Stop  > [2] Click Yes 

1

2

Stop Recurring Transaction on Manage Recurring
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Menu : Pay & Transfer | Description: This Function used to stop Recurring Payments

Step 5. System will navigate to Acknowledgement page

Stop Recurring Transaction on Manage Recurring
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Manage Recurring
Menu : Pay & Transfer | Description: This Function used to stop Recurring Payments

Notes: 

- The Manage recurring module is available for all payment methods that can use recurring transactions.

- Maker can stop the entire transaction series of a recurring transaction

- To stop a specific series of a series of recurring transactions, makers can do so via the stop payment module.
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Payment Type Based on User Role

1. Create Recurring Transaction in Pay & Transfer module 

2. Stop Recurring Transaction on Manage Recurring

3. Approval Process on Manage Recurring
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Approval Process on Manage Recurring
Menu : Pay & Transfer | Description: This Function used to stop Recurring Payments

Step 1: Login as approver 
Step 2. [Approver] [1] Navigate to side menu, click Inquiry > Click Task List > [2] Tick the task Manage Recurring that needed to be approve and 
Click hyperlink

Catatan: Persetujuan hanya diperlukan untuk Beberapa Pengguna, Alur Kerja Sederhana

2
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Menu : Pay & Transfer | Description: This Function used to stop Recurring Payments

Step 3. [Approver] [1] Review the detail task, Click Approve > [2] Click Yes on pop-up box 

1

2

Approval Process on Manage Recurring
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Menu : Pay & Transfer | Description: This Function used to stop Recurring Payments

Step 4. System will show the Acknowledgement page

Approval Process on Manage Recurring


