The co-operative bank
good with money

Service requests

A service request allows you to complete certain transactions online without the need to telephone us. The service requests that are available are:
¢ add account to Business Online Banking

¢ cancel direct debit

¢ cancel standing order

e change of signature form request

e cheque book request

 copy cheque request

e copy debit/credit item

e copy statement request

e paying-in book request

e pre-addressed envelope request

¢ remove account from Business Online Banking

¢ request interim statement.
New request

To initiate a service request, from your home page select Service Requests from the left-hand menu then New Request. The following screen is displayed.
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e (lick on the service request you wish to select.

The following screen is displayed showing your customer and user name.
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e Complete the remaining fields. Fields marked * are mandatory.

e For example, if you are cancelling a Direct Debit you need to provide:

contact number

— account name selected from the drop-down list

beneficiary
reference
amount.

us to process your request. If any information is missing your request may be delayed.

e Once you have completed all the required fields click Submit.

The request is then sent to the bank and you are provided with a unique reference number to enable you to track the progress of your service request.

Query requests

To check the status of your service request, you can use the Query Request function.

The information you need to provide varies according to which service request you have selected. Please provide as much information as possible to enable

To initiate a query request, from your home page select Service Requests from the left-hand menu then Query Request. The following screen is displayed.

.I.ist of Setvice Requests
Sl. No. Reference ID Request Type Requested Date Emterer Status
GJ 1 ASE27S Add Accourt to FD Online 100272010 A04VDB USER193 Wanting For RM Approval
O3 CHG2T4 Cheque Book Request 10022010 AD4VDB USER193 Waiting For R Approval
O 3 CcDC192 Copy Debit/Credit tem 130200 AD4VDB USER193 Waiting For RM Approval
O 4 chMe2 Cancel Direct Debt 13012010 AD4VDB USER193 Waitirg For RM Approval
Advanced Search

All of your service requests are displayed in date order with the most recent at the top.

Each request will have a status. The status of your service request will be one of the following:

— waiting for RM approval — request is awaiting CFS approval as a valid request
— submitted — request is being processed
— closed — request has been actioned
—rejected — request has been rejected.

e Select the service request you wish to query by clicking the button next to it.

e (lick Details to view the full details and the history of the request.

e Alternatively, click Advanced Search to narrow down the search by:

— request type
— date
reference ID
status.
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