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Mashreq NEO CORP Saved Beneficiary Updates 

1) Single Beneficiary Updates  

Step 1: Log in to NEO CORP. 

Step 2: On the main page, click the Menu icon (☰) located next to the Home icon in the top-right corner. 

Step 3: Scroll down and select the Payments section, as shown below. 
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Step 4: Click on the Beneficiary section and select View Beneficiary, as shown below. 

Tip: You can also use the Quick Search box located at the top-right corner of the screen. Simply type 

View Beneficiaries and select the matching result to navigate directly to the page, as illustrated below. 

 

 

 

Step 5: On the View Beneficiaries page, select International from the Transaction Type dropdown 

menu, as shown below. 

 

 

Quick Search  

Select View 
Beneficiaries  
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Step 6: In the Nickname/Beneficiary ID field, enter the nickname or beneficiary ID of the saved 

beneficiary you want to locate. Alternatively, leave this field blank and click Search to view a list of all 

saved beneficiaries, as shown below. 

From the search results, select the beneficiary you wish to edit by clicking the blue hyperlink under the 

Nickname column. 
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Step 7: On the Beneficiary Details page, click the Edit button to modify the beneficiary information, as 

shown below. 

 

 

 

 

 

 

 

 

 

 

 

Select Edit  
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Step 8: On the Edit Beneficiary Details Page (as illustrated below) you will see an additional mandatory 

field, Beneficiary Town/City, along with the Country field. Enter or update the required information in 

these fields. 

Once you have completed the updates, click Submit to save the changes and send for necessary 

approval.  

 

 

 

Input Beneficiary 
Town/City here 

Click Submit 
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2) Update for multiple beneficiaries 

Step 1: Log in to NEO CORP. 

Step 2: On the main page, click the Menu icon (☰) located next to the Home icon in the top-right corner. 

Step 3: Scroll down and select the Payments section, as shown below. 

Step 4: Click on Beneficiary Report. 

Tip: You can also use the Quick Search box in the top-right corner of the screen. Simply type 

Beneficiary Report and select the matching result to navigate directly to the page, as illustrated below. .  

 

 

 

 

 

 

 

 

Click on Beneficiary  
Report  
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Step 5: Enter the CIF number in the search field and click Search to open the Beneficiary Report, as 

shown below.  
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Step 6: On the next page, you can download the current Beneficiary report in csv format to validate the 

International beneficiary details. 
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Step 7: To prepare for the modification of the beneficiary address, a new ‘Beneficiary Address Update’ csv 

download option is available. This allows you to provide the required beneficiary town or city and/or 

country information. No other changes can be made via this method. 

Please do not edit the format of this file format as this will be used for file upload. 
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Step 8: Download the Beneficiary Address Update csv file and update the required beneficiary details, 

including Beneficiary Country, Beneficiary Address, and Beneficiary Town/City (highlighted in red), as 

shown below. 

Once you have made the necessary updates, save the csv file to your device. You will need the updated 

file to upload in the next step. 

 

Beneficiary 
type 

Beneficiary 
ID 

Beneficiary 
Nick Name 

Beneficiary 
Name 

Beneficiary 
Account 
Number 

Beneficiary 
Country 

Beneficiary 
Address 

Beneficiary 
Town/ City 

TT 11308 LIBRARYICICI3 AN ABC 
LLC DUBAI 

1.23457E+20 UK 11 New 
Street 
Paddington 

London 

TT 11352 LIBRARYICICI AN ABC 
LLC DUBAI 

1.23457E+19 IN 199 BKC 
Complex 

Mumbai 

 

 

Step 9: From the Menu page, select Payment File Upload, as shown below. 

Tip: You can also use the Quick Search bar located in the top-right corner of the screen. Simply type 

Payment File Upload and select the matching result to navigate directly to the page, as illustrated below. 

 

 

 

Select Payment File Upload 

Quick Search  
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Step 10: On the Payment File Upload page, select the Beneficiary Address Update template. 

Click Upload and choose the updated beneficiary address file that you saved earlier. Once the file has 

been uploaded successfully, submit it for the required approval process for the beneficiary address to be 

modified. 

 

 

The additional Beneficiary Town/City information will only be visible in the View Beneficiary screen and 

Beneficiary report after the submitted changes have been reviewed and approved by the designated 

approver(s).  

The amended Beneficiary address details will not be available on the payment initiation screens till 18th 

October 2026 when the beneficiary address data points become mandatory.  
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3) Adding new Beneficiary 

Step 1: Log in to NEO CORP. 

Step 2: On the main page, click the Menu icon (☰) located next to the Home icon in the top-right corner. 

Step 3: Scroll down and select Add Account Beneficiary. 

Tip: You can also use the Quick Search bar located in the top-right corner of the screen. Simply type Add 

Account Beneficiary and select the matching result to navigate directly to the page, as illustrated below. 

 

 

 

 

 

 

 

 

 

 

Search Bar  

Select “Add Account Beneficiary”  
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Step 4: Select the International tab, as shown below. 

While adding the beneficiary details, you will notice that Beneficiary Town/City and Country are 

mandatory fields. Please ensure that both fields are completed before proceeding. 

Once all required information has been entered, click Submit to save the beneficiary details and send the 

request for approval. After approval, the beneficiary record will be created and available for use. 

 

 

Select “International” tab 

Populate Beneficiary Town/City  
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Important: Starting from 18th October 2026, the Beneficiary Town/City field will be available on all 

International Payment screens. Users will be required to provide this information when creating or 

updating international payment beneficiaries to ensure payment instructions are processed successfully. 

 


