
PLEASE NOTE:  RETURNS CANNOT BE INITIATED FROM A BLOCKED ACCOUNT.  

PLEASE ENSURE THAT YOU ACCOUNT IS ACTIVE BEFORE PROCEEDING. 

 

Add the Return Account to the Trusted Account List 

Step 1:  Find the transferring account (the relevant aircraft operator holding account) in the account 

list and choose "view details". 

  



Step 2:  Choose the Trusted Account Tab and click "add"

 

  



Step 3:  Add the account number for the return provided by the National Administrator (in section 5 

of the letter) and click "save".  

 

You will now have to sign the transaction and confirm with an SMS code received by mobile phone. 

After being signed, the update of the trusted account list must be approved by an Additional 

Authorised Representative (AAR) if the account has an AAR appointed.  If no AAR is appointed, then 

the update of the trusted account list must be approved by another Authorised Representative. 

While waiting to be approved, the status of the trusted account is "APPROVAL PENDING". 

Once approved by the AAR or Authorised Representative, the status will change to "TRUST 

DELAYED".  The account will be added to your trusted account list upon the expiry of a 7 day delay 

from the point of approval. 

The account will be added to your trusted account list after 7 business days.  

 



 

 



 

 



 



 

 

 

 

 

 

 

 

 

 

 

 



Transfer  

Once the addition to the trusted account list is active (status = "TRUSTED"), the transfer to this 

account may take place. 

Step 4:  Choose the "holdings" tab and click "propose a transaction". 

 

  



Step 5:  Click "transfer of allowances".  NOTE:  Do NOT mistakenly click "surrender of allowances" in 

this step. 

 

  



Step 6:  Choose "select from trusted accounts".   

 

  



Step 7:  Choose the return account from the list.  Click "select". 

 



Step 8:  Enter the number of aviation allowances to be returned (given in section 4 of the letter).  

 



Step 9:  Check the account number again and the amount to be returned.  Click "confirm".

 

You will now have to sign the transaction and confirm with an SMS code received by mobile phone. 

  



If there is an AAR on the account, the AAR on the account will need to approve this transaction.  In 

this case, the AAR should look for an "Approve Transaction Request" for which the "start date" 

corresponds to the date/time in step 9.  

Step 10:  The AAR will need to find the transaction on the task list. 

 

  



Step 11:  The AAR must "tick" the box next to the transaction and click "claim task". 

 

  



Step 12:  Now the AAR must again select the transaction and make it orange.  

 

  



Step 13:  Click on the request ID 

 

  



Step 14:  AAR should check details again (account number, amount to be returned).  The AAR should 

also ensure that the units are Aviation Allowances only.  If all is okay, then click "approve".   

  



Step 15:  Confirm the transaction.   

The AAR will now have to sign the transaction and confirm with an SMS code received by mobile 

phone. 

  



Step 16:  Take note of the time and date details given on this screen.  Check your account on this 

date to make sure that the return has been completed. 

 


