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Creating a Beneficiary with 
FNB Online Banking Enterprise

1.	 Select the Forex tab

John Doe

2.	 Select Global Beneficiaries, click on Add on the right side of the screen and then select 	
	 New beneficiary
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3.	 Complete the details required. 
	 •	 NB: all fields are mandatory
	 •	 Fields should not exceed 35 characters (a space counts as a character)
	 •	 No special characters allowed, e.g. ()/’-“@%_|\!?*+><.{}[]
	 •	 Physical Address needs to be added where required and not Postal Address
	 •	 The beneficiary name should be the full legal name of the person or entity being pai
	 • 	 Select Paying currency and click on Capture next to beneficiary bank

4.	 Select Country where beneficiary bank is located and add SWIFT Code/BIC/IBAN/Account 
 	 number as required
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5.	 Banking details will be displayed - now Submit

6.	 You will get an overview of the beneficiary loaded - now Confirm
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7.	 Submit the beneficiary for authorisation

8.	 The loaded beneficiary will move to the authoriser for authorisation
	 •	 Authoriser needs to sign in and go to Forex
	 •	 Select Global Beneficiaries and select Authorisation needed
	 •	 Depending on the number of authorisers required to authorise Global Beneficiaries 		
		  (usually 2), the beneficiary will move into partially authorised status
	 •	 Second authoriser needs to sign in and complete the final authorisation process
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of Namibia Limited. Reg. No. 2002/0180. A subsidiary of FirstRand Namibia Limited

9.	 Finalise the authorisation process on the FNB App or Verify Passcodes as per set up 

10.	 Once fully authorised, the beneficiary will be listed under the beneficiary list that can be 	
	 maintained or deleted at a later stage if no longer needed

JDoe******@**b.com.na
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Making a Global Beneficiary 
Payment with FNB Online Banking 
Enterprise

1.	 Select the Forex tab

2.	 On the right side of the screen, select Add and then click Pay beneficiary

John Doe

JohnDoe13
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3.	 Next to the beneficiary you wish to pay, click on Pay

4.	 Select the Account that payment will be made from and enter the required payment details:
	 •	 Enter amount
	 •	 Enter Reference
	 •	 Select value date (market requirement is SPOT) 2 business days from capturing date.
		  For CMA ZAR payments, you can future-date up to 10 days. Same-day payments are 	
		  allowed up to 15:30
	 •	 Select charge option and then continue

John Doe - 12345678900 (NAD)

MR JOHN DOE
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5.	 Select BoP code (reason for payment). This can be searched directly by code or keyword. 	
	 Please note that this is a regulatory declaration and thus needs to be correct and should 	
	 correspond to the supporting documents loaded for the payment. 

	 NB: For CMA ZAR payments, no documents are required.
	 NB: For import payments, additional information is required.

	 BoP Category Codes 101 and 102 - Import Payments

Add Customs client number (TIN) and Continue

Note:
	 • A slider is now available to activate. Should the Import Control details be required,  
		  activate the slider and continue to add Import Control details
	 • Import Control details are required for all payments outside the CMA. If the payment is 	
		  within the CMA and greater than 5 million, TVS information also applies and the slider 	
		  must be turned on
	 •	If you are making payments within the CMA and amounts are less than 5 million, the  
		  indicator slider can be left off and no Import Control details will be required

Select Add Import Control Number
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5.	 (continued)

Add the Proforma Invoice Number, preceded by the PRO (Import Control Number)

Add the amount of the invoice and click on Add. If there are multiple invoices, these all need to 
be added individually

Once all required invoices are added, select Continue to finalise the transaction

P11



5.	 (continued)

	 BoP Category Codes 103 and 104 – Non-Import Payments
	 (Where goods have already arrived in Namibia and cleared customs)

On the BoP code selection screen, search for the BoP code and select the valid category for 
your payment.
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Enter TIN/CCN number - this is a mandatory field. If no TIN/CCN is available, the value NO TIN 
needs to be entered in the field. 

Note:
	 • A slider is now available to activate. Should the Import Control details be required, 		
		  activate the slider and continue to add Import Control details
	 • Import Control details are required for all payments outside the CMA. If the payment is 	
		  within the CMA and greater than 5 million, TVS information also applies and the slider 	
		  must be turned on
	 • If you are making payments within the CMA and amounts are less than 5 million, the 		
		  indicator slider can be left off and no Import Control details will be required
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Select Add and then select Add Import Control Number (MRN)

5.	 (continued)

Add Import Control Number. NOTE: it needs to be in the format as per the orange highlight 
below

Add Transport document number and Amount then select Add

Details of the invoice will be shown. Click on Add again should there be additional invoices. 
Note, all invoices relating to the payment should be added individually.

Once all invoice numbers and amounts have been added, select Continue to finalise the 
transaction as per the usual process.

Please enter a valid assessment number i.e. format CCYY + Customs Code + A + Assessment Number



6.	 After the BoP code has been selected, the outstanding amount needs to change to 0.00 	
	 and amount should be displayed next to the BoP code selection. Then Continue

7.	 For non-CMA payments, documents are required. Pictured below are the documents 		
	 required for BoP 101 and 103. NB: For CMA ZAR payments, no documents are required so 	
	 this step can be skipped

101

103
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8.	 Select Add on the right side of screen and then select Add Document to add all the 
	 supporting documents required for Exchange Control approval relating to the payment

9.	 Select Document Type, locate the file and click on Upload
	 •	 More than one attachment can be done
	 •	 Document size should not exceed 10MB
	 •	 Valid file formats are .PDF .TIFF .TIF .JPG .GIF 
	 •	 Once first document is uploaded, select Add more to add the next
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10.	 Once all documents are loaded, click on Upload in the bottom right corner

11.	 Submitted screen will be displayed if documents were uploaded successfully. 
	 Now Continue

12.	 Summary screen will be displayed

MR JOHN DOE

12345678900DE12345678900000000
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13.	 Scroll down and accept the Terms and Conditions and Regulatory Declaration by 
	 placing a tick in the appropriate boxes. Click Confirm

14.	 Submitted payments will move to the authoriser/s for authorisation.
	 •	 Authoriser needs to sign in and go to Forex
	 •	 Select Global Payments and select Authorisation Needed
	 •	 Depending on the number of authorisers required to authorise Global Payments 
		  (usually 2), the payment will move into partially authorised status
	 •	 Second authoriser needs to sign in and complete the final authorisation process

12345678900
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17.	 You will have 120 seconds to Accept or Decline the quote. If declined, it will revert to Get 	
	 Quote and, if accepted, it will move to the final step 

	 If a quote is not accepted – and the payment will not be processed until such time as a 	
	 quote is accepted – this transaction will remain pending in the Get Quote tab under 
	 Global Payments

15.	 Finalise the authorisation process on the FNB App or Verify Passcodes as per set up

JDoe******@**b.com.na

16.	 Once fully authorised, the payment will move to the Get Quote tab. Under Global Payments, 
 	 select the Get Quote tab and select Get Quote next to the payment

12345678900
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of Namibia Limited. Reg. No. 2002/0180. A subsidiary of FirstRand Namibia Limited

18.	 Click on Finish 

19.	 Payment will reflect in the History tab in an In-Progress state. This means that the 
	 payment is being reviewed by Exchange Control to determine compliance to Bank of 
	 Namibia regulations for cross-border payments.

John Doe

12345678900

12345678900

12345678900
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of Namibia Limited. Reg. No. 2002/0180. A subsidiary of FirstRand Namibia Limited


