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How to Approve or Reject a Payment

1. In the Payments and Transfers Hub, view the Review Payments -
Y ' . . . . Y Review Payments and Transfers @ ® Cutoff Times &, Export | Search by Keyword
and Transfers section to determine if action is needed.
Payment Beneficiary/To  Transaction
Status Transaction ID Date From Account Account Type Amount

2. On payment you wish to act, click on the Transaction ID to

review payment details. OLB202310028D1EA @1, 100000019474 \‘szrmema[y Wire s116UsD (D)

@ 383 MADISON AVENUE \ us

3. In bottom right corner of the Payments Details page, click on 1 Staed Bl

Reject or Approve button. BRnEE Bk

@ Reject Payment ‘ Approve Payment

4. If rejected, a Reject Payment section will populate. Select or
enter reason for rejection

Select a reason for rejection @

Duplicate payment

. . ) Payment no longer needed
5. In bottom right of pop-up box, click reject.
Change payment details

Change payment date
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