
 

 

1 September 22, 2022 
 

a) From the top menu bar, go to Admin > Users Management > Manage User Profiles. 

b) Select the User and click  to edit. 

Step 1 

Step 2 

Tick the selected company and click  at “Role(s)”. 

 

USER GUIDE: PRE-APPROVED PAYEES 
 
============================================================================== 
Important Notes: 
 User access rights must be granted by Company Administrator (CA). 
 With PAP, Maker can only create payments to a list of specified payees. 
 This function currently does not support file upload. 
======================================================================== 
 

A. Guide for Company Administrators in Infinity: Assigning Group Roles to User Profile 
 

 
 

 

  
 

    
   
 
 
 
 

 

 
 

 
 

      
 
 
 



 

 

2 September 22, 2022 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 3 

a) Administrator may add/remove Users with function as below by ticking: 
 “50 PAB – Create”: Allow user to create Pre-Approved Payee list 
 “50 PAB – Approve”: Allow user to create and approve Pre-Approved Payee list 
 

b) Next, click “Apply”. Then, scroll to the end of page and click “Next”. 
c) Review the changes and click “Submit” for approval process. 

 
 
 

 

 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

3 September 22, 2022 
 

From the top menu bar, go to Admin > Users Management > Manage User Account Access. 

Step 1 

a) From the top menu bar, go to Admin > Users Management > Manage User Profiles. 

b) Select the User and click  and select “Approve”. 

c) Authoriser may approve using Infinity Secure or physical token by following the on-screen 

instructions. 

Step 1 

 

B. Guide for Company Administrators in Infinity: Approving the User Profile Setup 
 

 
 

 
 
 
    
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 

C. Guide for Company Administrators in Infinity: Restricting Maker to Payments Only to 
Pre-Approved Payees 

 
 
 

 

  
 
 
 
 
 
 
 
 
 
 
 
 



 

 

4 September 22, 2022 
 

 

Search for the Maker/User, then click  and select “Edit”. 

a) Search for the account number for the access restriction. At “Limit transactions to only Pre-
approved Payee?”, select “Yes”. Repeat this step for all required accounts. 

b) Next, click “Submit” to proceed with approval. Authoriser may refer to Section B (page 3) to 
approve. 

Step 2 

Step 3 

 
 
 
 

 
 

 
 
 
 
 

 

      
 
 
      
 
 
 
 
 

 
 
 
 
 
 
 
 
 



 

 

5 September 22, 2022 
 

Step 1 

a) Users with “PAB Approve” or “PAB Create” access will be able to create a list of payees. 

b) From the top menu bar, go to Admin > Data Management > Manage Payers / Payees. 

Step 2 

Click   to create new payee. 

 
D. Guide for Company Administrators in Infinity: To Create and Approve Pre-Approved 

Payees 
 
 
 

 

       
 
 

 
 

 
 
       
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



 

 

6 September 22, 2022 
 

Step 3 

a) Choose the Company and Transaction Category to create the Pre-Approved Payee.  

b) At “Other Details”, if “Pre-Approved Payee” is ticked, the new payee needs to be approved by 
authoriser for the Pre-Approved Payee to be set up. Maker will not be able to edit the payee 
details when making payment. 

a) When performing payments, the maker with Pre-Approved Payee access will only be able to 
make payments to payees listed in the Pre-Approved Payee list. 

b) This is indicated by the grey shading of the payee details. 

Step 4 
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