
How to stop/cancel a 
Business Online payment 

instruction which is in a 
“Warehoused”

status?

1. Under “To do: Funds Transfer” from your dashboard, click on the option “Authorise”

2. Select the payment instruction you would like to stop/cancel
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3. The below payment instruction screen will load.

4. Click on “Stop Payment Batch”. The below screen will pop up:
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5.  Click on “Proceed” and you will be required to insert the reason for stopping  
the payment, then click on “Submit”

6.  Return to your dashboard, click on the “refresh” icon. The payment instruction  
will then, be in an “Awaiting Customer Repair” queue.
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7. Select the batch id and open the payment instruction.

8. You will have the option to either “Repair” the instruction or to “Cancel Payment Batch”

Should you wish to amend the value date/amount of the instruction, kindly select the “Repair”
button. Else, you may “Cancel Payment Batch”, click on “Proceed” and insert a reason for the
cancellation before you “Submit” the cancellation.


