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Introduction to the service  
 

The payment approval process in companies' online banking ensures that more employees 

are involved in the payment process to increase payment security. 

One or more users must approve payments before they are finalized, whether they are 

domestic or foreign payments. 

 

Power of attorney/master user on behalf of the legal entity must sign a service agreement with 

the bank. You can contact corporate services at fyrirtaeki@arionbanki.is.  

 

There are two types of user authorization in the approval process according to their entitlement 

to accept payments, user with and without approval. However, their access rights to online 

banking do not change. 

 

The rule is that if a company wishes to use the approval process, then all users of the company 

are registered in the approval process.  

If a new employee starts in the company, then it is the responsibility of the company to register 

the new user in the approval process in Access control.  

 

All users who are registered in the approval process and should be able to register and pay 

payments must be authorized to make transfers. 

 

An employee of the company registers a payment in the online bank and sends it for approval. 

The payment goes under Pending payments where the acceptor and payer can handle the 

payment. 

 

Registration of users in the approval process 
 

If a company wants to join the approval process system for Online Banking, a master user 

must contact Arion Bank to sign the contract. The approval process will then be available in 

Online Banking in Access control. 

 

The master user can register a user in the approval process in Access Control on the front 

page, select “ApprovalProcess”, or select one user and click on the three dots on the user and 

select Edit. Then click on ApprovalProcess. 

 

There are two types of users:  

► Online user who can create and pay an approved payments from another user, user without 

approval. 

mailto:fyrirtaeki@arionbanki.is
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► Online user who can register, accept a payment/batch from another, can pay a payment/batch 

they have created themselves if another similar user has approved, user with approval. 

►  

Select Update after selecting the type of user for the approval process. 

 

It is also possible to select one user, edit the user and select Approval Process, and select 

type of user. Click update. 
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Definition of users in the approval process 
 

Users are defined as user without approval and user with approval:  

User without approval 

► Can record payments 

► Can pay approved payments/batch from other users with approval 

► Can never approve payments from other users 

► Can pay payments which he has made himself if user with approval has approved it 

User with approval 

► Can record payments 

► Can approve payments/batch from other users 

► Can never approve payments which he has made himself but he can approve payment from 

another user who has approval rights 

► Can pay payments which he has made himself if another who has approval rights has 

approved payment. 

► Can pay approved payments from another user without approval rights 

 

Registration of domestic single payments 
 

To create a bank transfer (domestic payment), click Transactions and Transfer. 

 

You need to select an account in the window to pay the transfer and enter the account 

secret number (PIN), the user must be authorized to make transfers in order to record the 

payment and have information about the account secret number.  

 

You must enter a bank number – ledger number - account number - ID number and amount. 

You can also select recent transfers or known receipts in a browser. You can set a payment 

explanation, as well as send payment notifications. 
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Click Next to register a payment. (see photo below) 

 

Then there is information that the transfer has been confirmed and sent for approval. 

 

See p. 12 information on how to accept a payment. 
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Payment of single claims  
 

Unpaid claims can be accessed both at the bottom of the front page of the online bank, as 

well as under Statements - Unpaid bills 

 

Click on the three dots behind the claim and click on Pay bill. 
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In the browser window, select the account to withdraw the payment from and enter the PIN 

number of these accounts in the PIN number window (the user must be authorized to make 

transfers to be able to register a single claim and have information about the secret number).  

 

Then click Continue to submit the claim for approval. 

 

Information is displayed that the payment of the claim has been confirmed and sent for 

approval. 

 

See p. 12 information on how to accept payment. 
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Registration of domestic payments in a batch 
 

Click on Batch payments and then click Batch registration.    

 

► It is possible to change the Batch name. 

► It is possible to hide a batch for other users e.g. salary payments, then you need to click the 

box: Not visible to other users. 

► Click Continue. 
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A menu opens under Batch list: 

► It is possible to register Transfers and Unpaid claims. 

► At Transfers it is possible to find recent transfers or known recipients, already created under 

Settings in the online bank. 

► When you have set up a bank transfer click Add. 

► Transfers which are in the batch appear at the bottom of the transfer menu. 

► Under Unpaid claims there is a list of unpaid claims for the company and is possible to choose 

the claims which should be part of the batch. Then click Add. 

This explanation comes on 
receipts 

7 letters explanation – comes in the bank 
statement 

Possible to filter unpaid claims by final 
date, explanation or amount 
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To view all payments in a batch paymnet, select All payments. Then the total amount is 

shown in the batch.  

 

Below in the picture you can see that 3 payments have been registered in the batch, 1 

transfer and 2 unpaid claims. It is good to use the search box to find certain claims or 

transfers. 

You can use the search box to find specific claims or transfers. 

 

Send batch payment for approval 
 

When all the payments have been registered in the batch, click on Submit for approval 

 

Choose “Pay batch” when the 
batch is ready for payment 

Click on Columns to filter in the overview 
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Withdrawal account is selected in a browser window (the user must be authorized to make 

transfers from the account from which the payment is to be made, but does not need to have 

the secret code on the account). 

You can review the batch to see whether the payments are correct and finally click again on 

Submit for approval. 

 

Information is displayed that the batch has been confirmed and sent for approval. 

 

Registration of international payments 
 

Information about international payments can be found in a user manual about foreign 

payments on the bank´s website. 

 

You can collect multiple payments, in the same currency, into one payment folder and pay 

them all in once. It is also possible to collect many payments in different currencies in one 

payment folder and pay in each currency separately. 

 

To pay for an entire folder (directory), click on the Payment list and click on the three dots 

behind the folder to be paid and click on "Pay all payments in currency", for example: Pay 

all payments in USD. 

 

https://www.arionbanki.is/fyrirtaeki/thjonusta/netbanki/gjaldeyrisvidskipti/
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When using the approval process, the payment does not go under “Pending payments" 

until “Pay all in the currency” has been chosen.  

 

Acceptance of payments 
 

Once the payments have been registered for approval, they will appear under Transaction - 

Pending payments, where the user who is accepting payments must enter to view and accept 

payment (Note that, no notification will appear for the acceptor). 

 

Under Pending payments, you can find transfers, claims or batches, which have been sent 

for approval. You need to click on the three dots behind the batch to open it, accept, reject or 

delete a payment/batch.  

 

In the case of a batch payment, you can click on the three dots and view the batch by selecting 

Open batch. You can also click on the tab on the left side of the batch, then the batch opens 

in a drop-down menu where you can view it before it is approved. 

 

Next, the user that is authorized to make payments must go under Pending payments and 

pay the accepted payments.  
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Payment of pending payments  
 

Once the payment has been approved, the user that is authorized to make payments goes 

under Payments - Pending payments and selects a payment/batch, clicks on the three dots 

behind the payment and selects Pay. The user can also click on Open batch to see what is in 

it before paying the batch. 

 

Then the information below will appear. Withdrawal account is selected, secret code (PIN) 

inserted and then click Pay batch.   

 

Do not check the box “Book payments individually from withdrawal account” if the it is a 

salary batch. Then the transactions will appear individually on the account. 
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Reject or delete payments/batches 
 

Once the acceptor has viewed the batch under Pending Payments and decides to reject the 

payment, then the three dots behind the payment are selected and the acceptor clicks Reject.  

 

You can also delete payments that have been or are permanently in the system by clicking 

Delete. 

 

All users in the approval process are authorized to delete payments under Pending Payments. 

 

Help 
 

At Arion Bank we care about our customers and do our best to provide outstanding service. If you 

require any assistance or further information, please contact the Call Center on (+354) 444 7000, 

webchat on Arion Bank website www.arionbanki.is, send an email to fyrirtaeki@arionbanki.is or talk to 

an advisor at one of our branches. 

 

http://www.arionbanki.is/
mailto:fyrirtaeki@arionbanki.is
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