
  

  

First time login – Corporate Admin 

Download the “HBL Bank UK Mobile Banking” application from Google Playstore for Android, or the 

App Store for iOS operating devices. Once downloaded, select the tab on top of the application for 

“Business” followed by “Register.” 

 

 

 

 

 

 



  

  

Key in the Username which you had written on the Business Internet Banking Application followed 

by the Password which you would had received via Text (SMS). Once completed, tap “Login.”



  

  

 

For anti-phishing purposes, we have 

added a feature where you can select 

a ‘Security Image’ and Security Text.’ 

Select one of the images and write a 

text of your choice which will appear 

everytime you login via the website 

and ensure the same image and text 

appears.  

Once your chosen image and text has 

been selected/keyed, tap “Next.” 

If for any reason, the image does not 

match, do not proceed with logging in 

and call our Contact Centre 

immediately.  



  

  

 

You will receive a Text (SMS) message 

with your OTP (One Time Password) 

on your registered mobile number. 

Key in the OTP and agree to the 

Terms and Conditions, followed by 

tapping “Continue.” 



  

  

 

You will be required to select 3 

security questions with your chosen 

answers. These will be requested 

when you have forgotten either your 

Username or Password.  

Once completed, tap “Next.” 



  

  

 

As the initial password sent to you via 

Text (SMS) is for one time 

registration, you will be prompted to 

choose a password of your own.  

Please ensure the following criteria 

are met:  

• Password must not be the 

same as your Username 

• Password must between 10-

15 characters 

• Password must contain at 

least one Upper and Lower 

case 

• Password must be 

combination of letters, 

numbers and special 

characters 

• Password must not be the 

same as your previous last 3 

passwords (applicable when 

updating/changing your new 

password) 

Once completed, tap “Next.” 



  

  

 

 

 

 

 

 

 

 

 

 

You will have logged in successfully 

with your main dashboard.  

You may also login to our website, 

ensuring you have logged out from 

the mobile application.  



  

  

Creating A New User 

Main Page – Under the heading “User Management” click “Create New User” 

 

Hover mouse over “User Management” and select “Create New User” 

 

 

 

 

 

 

 

 

 

 



  

  

Complete all the fields for the employee who will be required the relevant role.  

The roles available are: 

• Poster 

• Approver 

• Inquirer 

• Supervisor 

 

 

 

 

 

 

 

 

 

 

 



  

  

After completing the employee’s details, the next screen will allow how each account can be viewed 

to the specific user. The options are: 

• Inquiry and Execution 

• Only Observation 

• Hide 

Once the appropriate option has been selected, click “Next” to proceed to the next screen. 

 

 

A summary screen will appear to view the details keyed in for the additional user; their Role and 

their Status for each account opened under HBL Bank UK. Click confirm if you are happy to proceed. 

 

 



  

  

Once you have clicked “Confirm” the new user will receive a mobile text (and email) informing them 

of their Username and Password. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

  

Manager User Role 

To change the role given to a specific user, from the main page click on “Manage User Role” or via 

the side panel, hover your mouse over “User Management” and click “Manager User Role.” 

 

 

Then select the user you intend to amend/view their role and click “Next.” 

 

 

 

 

 

 

 

 

 



  

  

Under the heading, “Role Information” click and select the new role you intend to assign to your 

staff, then click “Next.” 

 

 

A summary screen will appear showing the intention to assign a new role to the user. If you happy to 

proceed, click “Confirm” 

 

 

 

 

 

 



  

  

A confirmation screen will then appear once the new role has been assigned. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

  

Update User Information 

To update either the user’s, Sign in Expiry Date; Department; Email Address or Mobile Number, use 

this option. This can be selected via the main homepage or side panel under “User Management” 

 

 

Select the user you intend to update their details and click “Next” 

 

 

 

 

 

 

 

 

Amend the necessary details required on this screen and click “Next” once updated. 



  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A summary screen will appear, once you are happy with the changes, click “Next” 



  

  

 

 

A confirmation screen will appear. 

 

 

 

 

Update User Status 



  

  

If you intend to change the status of a user, you can do so by clicking “Update User Status” via the 

main homepage or the side panel, “User Management” 

 

 

Select or search your user and the “Status” you intend to assign. The options are, Active; Blocked 

and Inactive.  

 

 

 

 

 

 

A summary screen will appear showing the new Status you intend to assign and click “Inactive” as a 

confirmation.  



  

  

 

 

A summary screen will appear confirming your action. 

 

 

 

 

 

 

 

 

 

 

To reactivate the user, click on “Update User Status” and from the drop-down list, select the status 

you have assigned to the specific user or search via their username and click “Search”. Select the 

user and click “Active” in order reactivate their access for the pre-existing assigned role. 



  

  

 

Review the summary screen and click “Confirm” 

 

 

 

 

 

 

 

 

 

 

 

The confirmation screen will appear. 



  

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Delete User 



  

  

To delete a User, you can select click on “Delete User” via the homepage of under the side panel, 

“User Management” 

 

Select the User whose access you intend to delete. 

 

 

 

 

 

 

 

 

 

 

Review your action on the summary screen and click “Confirm” to delete the user followed by a 

confirmation screen. 



  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Poster – Processing Payments 

UK Payment 



  

  

The user with the ‘Poster’ login will be able to execute payments, however, will require approval 

from either the ‘Approver’ or ‘Supervisor’ for the payments to be processed.  

To process any payments, except Bulk Payment, select from the left hand menu “Payments & 

Transfers” and select “UK Payment” and select the debiting account and complete the beneficiary 

details and amount. Once completed, select “Next.” 

 

 

 

Review the account details and amount keyed, agree to the Terms and Conditions and click 

“Confirm.” 



  

  

 

 

A confirmation screen will appear with the payment Reference Number which informing the 

transaction has been submitted to the approver. 

 

Bulk Payment 



  

  

Select “Bulk Payment” from the side dashboard and select the account you intend to debit from the 

dropdown menu. Click on “Download Template” where a MS Excel workbook will be downloaded for 

you to complete. Please ensure the “File Reference Number” differs for each Bulk Upload. 

Once completed, “Click to Upload” and click “Next.” 

 

 

 



  

  

 

 

Review the payment details of the beneficiaries, click “Confirm” once you are ready to proceed. 

 



  

  

A confirmation Reference Number will appear for the “Approver/Supervisor” to view and approve 

the payment. 

 

 

The approver will be able to view all pending transactions when you click “Corporate” on the side 

menu and select “Pending Approval Transactions” and the same will appear on the Dashboard. 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

  

Approver/Supervisor – Approving Payments 

All payments carried out by the ‘Poster’ user will appear on the Approver/Supervisor’s Dashboard 

and on the side Menu of under “Corporate.” 

Please note, Payments will be allowed to be viewed during 9am-5pm on working days. 

Dashboard - View 

 

Corporate > Pending Approval Transaction List – View 

Under this option, the Approver/Supervisor can view all types of transactions and requests within 

date ranges and as per the transaction ID (confirmation references). 

 

 

 



  

  

 

Review the transactions the ‘Poster’ user has keyed and click “Approve” or “Decline” accordingly. 

Bulk Payment - View 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

  

 

UK Payment – View  

 

 

Authentication will be required via OTP to confirm the payment(s) to be processed; once keyed, the 

payment will be processed accordingly.  

 


