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Deleting Payments

1.	 From the main menu, select the Payments tab.

2.	 Then select Approve Payments.

3.	 Enter at least one value in the criteria (reference number, amount, beneficiary) in order to find the desired 
transaction. If you select a search criterion other than Reference Number, remember that you must select either 
the Value date or the Creation date.

4.	 Select the payment you’re interested in from the list. Then, select one of the two available buttons: 
Delete Selected from the menu bar above the table (for one or more payments at once) or Delete Payment 
in the Actions column (for a single payment).



5.	 To proceed, provide the reason for deleting the payment, then select the Yes, delete payment button.

6.	 After providing the reason, the system will inform you that the payment has been successfully deleted.
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