
 

 
 1 / 21  (09/2025) 

BEA Corporate Online 
Approval Workflow 

This document is produced by The Bank of East Asia, Limited (“BEA”). It is intended to 

serve as a general guideline for use of our BEA Corporate Online services. While every 

effort has been made to ensure accuracy, BEA makes no representation or warranty, 

express, implied, or statutory, with respect to, and assumes no responsibility for, the 

accuracy, completeness, sufficiency, or usefulness of the information contained herein. 
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1. Approval Dashboard 

 

 

 
 

 

 

 
 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

For Approvers 

 

1. All transactions will be 

listed on the dashboard.   

2. View / review transactions 

in the “Pending Approvals” 

and the “My Approved 

List” tables.   

3. Transactions will be 

classified in different 

transaction types.  

 

Dashboard 01 
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  2. Approval Workflow – Initiator and Approver are 
the same user (Single Authorisation) 

 
  

The following will demonstrate initiator and approver are the same user. The user can 

initiate and approve the payments in one go. 

(Using a foreign exchange transaction as an example) 

 

1. Enter the relevant details 

for foreign exchange 

transactions.   

2. The following message 

will be displayed: “This 

exchange rate is for 

reference only. The actual 

rate will be confirmed 

when the transfer is 

executed.”   

3. Click on “Pay” to continue.   

 

Initiate 01 
 

Step 
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1. Review the transaction 

details. 

2. Click on “Confirm” to 

continue. 

3. Enter the OTP and Signer 

PIN for verification.  

4. Click on “Submit” to 

continue.   

 

Verify 02 
 

Step 
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1. The Transaction 

Reference Number and 

final exchange rate will be 

displayed as confirmation.  

 

Successful Submission 03 
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The following demonstrates the steps that the initiator input the transaction and require 

approver to complete the transaction in pending approvals widget. The approver can 

approve a single transaction or approve multiple transactions in one go. 

How to get there 

a. Dashboard > Pending Approvals Widgets 

3. Approval Workflow – Initiator and Approver are 
different users (Dual-Control Authorisation) 

 

For single transaction approval: 

1. Click on “Reference No.” to 

go to the approval screen.  

For multiple transactions 

approval: 

1. Select the checkboxes up 

to 10 transactions (FX 

transaction is not 

applicable for multiple 

approval) under the same 

tab and click on “Approve” 

to continue. 

 

 

 

 

 

Pending Approvals 01 
Step 
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For single approval: 

1. An Approval Comments 

pop-up window will 

appear.    

2. Enter additional remarks if 

necessary.  

3. Click on “Approve” to 

process the approval.  

4. Enter the OTP (if 

applicable) and Signer 

PIN for verification.  

5. Click on “Submit” to 

continue. 

For multiple transaction 

approvals: 

1. Review the transaction 

details of each selected 

transaction by clicking on 

“Reference No.” under 

“Selected Transactions”.  

2. Enter additional remarks if 

necessary.  

3. Read the statement 

carefully and check the 

box(es) and click on 

“Approve”. 

4. Enter the OTP(if 

applicable) and Signer 

PIN for verification 

5. Click on “Submit” to 

continue. 

Approve 02 
 

Step 
 

Single Approval 

Multiple Approvals 
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For single approval: 

1. The Host Reference 

Number and final 

exchange rate will be 

displayed as confirmation.    

For multiple transaction 

approvals: 

1. The confirmation message 

will show up. 

2. You can check the latest 

status of the selected 

transactions on “My 

Approved List” table. 

Pending items* will remain 

under “Pending 

Approvals”. 

 

*Note: You will have pending 

items for below reasons: 

1. You may not have access 

right to approve the specific 

transaction.  

2. You may approve the specific 

transaction out of its service 

hours or there may be system 

enhancement in place. 

You should contact your 

company’s Authorised Person to 

check the relevant access right 

or try to re-approve the pending 

items later within the service 

hours.  

Successful Submission 03 
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Special Scenario:  

If the FX rate for the FX 

transaction has changed.  

 

1. The following message will 

be displayed: “The 

exchange rate has been 

updated. Please re-approve 

the transaction.”     

2. The latest exchange rate will 

be displayed.  

3. Re-enter the Signer PIN and 

/ or OTP for verification.  

 

Special Scenario  04 
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4. Approval Workflow – Initiator and Approver are the same user 
and the transaction requires more than one Approver (Dual-
Control Authorisation) 

 The following demonstrates the transaction is initiated by an approver and needs to be 

approved by another approver.  

How to get there 

a. Dashboard > Pending Approvals Widget 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Click on “Reference No.” 

to go to the approval 

screen. 

2. Refer to the previous 

section for how to approve 

the transaction.  

3. Upon approval of the 

transaction, proceed with 

further approvals needed.  

 

 

 

 

 

1. For transactions that 

require more approvals, 

the status displayed will 

be Pending Approval.  

2. For transactions that are 

fully approved, the status 

displayed will be sent to 

Bank.   

 

Pending Approvals 01 
 

Step 
 

Next Approver 02 

Step 
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1. Click on “Reference No.” 

to go to the approval 

screen.  

 

Pending Approvals 01 
 

Step 
 

5. Approval Dashboard – Reject Transaction – 
Send to Modify 

 The following demonstrates steps for approver to reject a Fund Transfer transaction, 

and send back to initiators to update the transaction details. 

How to get there  

a. Dashboard > Pending Approvals Widget 
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1. Click on the “Send to 

Modify” button to send the 

transaction back to the 

initiator of the transaction. 

2. A Modification Comments 

pop-up window will 

appear.    

3. Enter additional remarks if 

necessary.  

4. Click on “Send to Modify” 

to process the approval.  

5. Enter the Signer PIN for 

verification.  

6. Click on “Submit” to 

continue. 

Send to Modify 02 
 

Step 
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1. Initiators can find the 

transaction in the Activity 

Log widget, edit, and re-

submit the transaction.     

 

 

 

 

 

 

Activity Log 03 
 

Step 
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a. Menu > Transfers > Favorites; or 

 

b. Quick Search > Favorites 

 

6. Add to ‘Favourites’ 

For regular transactions, users can add the transaction as “favourite” and it will save the 

transaction details (e.g. withdrawal account, currency, amount and receiving account) 

for your future transactions.  

 

How to get there 
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1. Click on “Add to 

Favourites” via the 

transaction confirmation 

screen. 

 

 

 

 

 

 

 

 

 

 

 

 

1. You can find the saved 

Favourites by clicking on 

the “Favourites” under 

Transfer menu.  

 

2. View the Fund Transfer 

template details under the 

Favourites sections. 

 

Add to Favourites 01 
 

Step 
 

Fund Transfer template 02 
 

Step 
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a. Dashboard > My Approved List / Activity Log widget 

 

 

 

 

 

 

 

 

 

 

 

7. Copy Transaction 

For successfully completed transactions, you can copy the transaction to create a new 

transaction. 

*Copy Transaction is not applicable for Cheque service, Time Deposit, FX agreed rate, 

Bill Payments, Liquidity Management and eDDA related transactions. 

 

How to get there 
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Step 
 

Step 
 

Step 
 

Step 

 

 

 

 

 

 

 

 

 

1. Click on the Reference 

No. from “My Approved 

List” / “Activity Log”. 

 

 

 

 

 

 

1. Click on “Copy”. 

2. All the transaction details 

will be pre-filled in the new 

transaction input page. 

View Transaction 01 
 

Step 
 

Copy 02 
 

Step 
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b. Dashboard > Activity Log widget 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. Withdraw Transaction 

You can withdraw submitted pending approval transactions before the approver has 

approved. 

*Withdraw Transaction is not applicable for FX agreed rate related transactions. 

 

How to get there 

  



 

 
20 / 21  (09/2025) Back to Top Approval Workflow 

 
 
  

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Click on the Reference 

No. from “Activity Log”. 

 

 

 

 

 

1. Click on “Copy” button. 

 

3. Click on “Withdrawal”. 

4. Enter “Remarks” if 

needed, then click 

“Proceed”. 
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Withdraw 02 
 

Step 
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Withdraw Success 03 
 

Step 
 

1. The submitted pending 

approval transaction will 

be cancelled. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


