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First Time Login

Logging into Business Online for the first time will require you to complete the following one-time tasks.

1. You will be asked to accept the ‘Terms and Conditions’ of use:

BALANCES & REPORTING | PAYMENTS | ADMINISTRATION ‘

DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT

Timeout: 0:19:54

Service Agreement

In order to use online banking, you must agree to the terms snd cenditions cutlined below

Reguirsd Fizld
Business Online Terms & Conditions

View Agreement

[Accep

BALANCES & REPORTING | PAYMENTS | ADMINISTRATION

Terms and Conditions

To view the Terms & Conditions click the ‘View Agreement’ link.

Important! The Terms & Conditions of use contain important details about the responsibilities of users in

Business Online. These Terms and Conditions can be viewed at any time via the link at the bottom of each
page or on the Westpac website.

To continue logging in to Business Online click the ‘1 Accept’ button. If you decline you will be returned to the
Westpac web-site home-page.

2. You will be asked to change your temporary password:

BALANCES & REPORTING PAYMENTS ‘ ADMINISTRATION |

DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT

Preferences

Change My Passwor

Enter your existing and new password detsils below

Warning:
You must change your password before you may access the application.

Password
Old Password:
New Password:

Confirm Password:
Confirm ©- l
You will be prompted to change your password every 90 days See Security for more information

Business Online Helpdesk 0300 337 522

A temporary password will have been advised to you by the Bank (if you are an Administrator) or by your
Administrator. You are required to change this the first time you log on to ensure it remains known only to you.

Password Guidelines

e Your new password needs to be between 8 and 20 characters long
e Must contain at least one alpha character and one numeric character
e Passwords are case sensitive.
o We recommend you don’t choose something easily guessed by others.
Note: You can change your password at any time by selecting the My Preferences tab in the top right corner,

then clicking on Change my Password. You will be asked to enter your current password and then enter your
new password twice before confirming.
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3. You will be asked to select three Challenge Questions and enter answers to them.

Establish Challenge Questions & Answers

Use this screen 1o establish challenge questians & snswers for password reset, These questions may then be used to reset s forgatien password by providing answers, which will trigger the delivery of a temporary password o you from the bank,

* Required Fisld
Challenge Questions & A

Pick a Question

What was the model of your first car? (Enter model only e.g. Corolla)

Enter an Answer

What is your grandfather's first name on your father's side? (Enter first name only)
In what city/town was your father bomn? (Enter full name of city/town only)

4 Cancel Continue &

Resetting your password with Challenge Questions

If you forget your password and enter a valid Business ID and Login ID, but an incorrect password, you will
see the standard error message which will state that you have entered the wrong password. In that situation,
a ‘Forgot Password’ link will be displayed on the Logon screen. When you click on the ‘Forgotten Password’
link, you will be asked to enter answers to your 3 Challenge Questions and if the answers are correct you will
be sent a new password by email. You can then log on using the new password and change it in the normal

manner. If you do not answer the Challenge Questions correctly, you will need to contact your Administrator
to change your password.
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Screen Layout and Basic Navigation Principles

A few basic principles apply to all screens you will see within Business Online:

w Common Links

Main Menu BALANCES & REPORTING | PAYMENTS | ADMINISTRATION DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT!

Submenu
Dropdown

Timeout: 0:19:04

Menu Welcome Donna
Account Balances Last login: 21/08/2012 10 Screen Header
Thiz is 2 summary of sesounis Cligk any Assount Nsma to s== its renssction list ¥ou rave § Unres -

BOL Channel - Test

Accounts &
Account Name Account Number 4 Current Balance Money Available Limit

Standard Cheque 03w #xx-arexnss 001 $688,663.52 CR $688.663.52 CR $0.00 CR

Standard Cheque 03-#ars_sxnsens000 $2.488.67 CR $2,688.67 CR $200.00 CR

Standard Cheque 03+ k| 000 52522909 DR $9.770.91 CR $35.000.00 CR

Standard Cheque 03-#=%» —xanaana | 001 $370.72CR $570.72 CR $200.00 CR

Foreign Currency & Screen Deta
Account Name Account Humber £ Currency Current Balance Limit

Euro COR-##+=#++-EUR-3740-01 EUR EUR31.293.55 CR EUR0.00 CR

Australian Dollar WRE =+ cx+=x -AUD-3740-01 AUD AUDE09.277.21 CR AUD0.00 CR

Credit Cards

Card Name_ Card Number # Current Balance Money Available Limit

Mastercard Business Card L K 11 §384.50 DR $1.615.50 CR $2.000.00 CR

“(we~Not sure which account is whict
=

your own gnline nicknames to help you tell them apart

Other accounts not shown? ere for more information

Business Cnline Helpdesk 0300 337 522
Screenfooter

BALANCES & REPORTING | PAYMENTS | ADMINISTRATION

Terms and Conditions

Every screen contains the menu structure at the top of the page. This is made up of:
= ‘Main Menu’ options — these are fixed on every screen and the current menu option selected
will always have a red background (in the above screen this is Balances & Reporting);
= ‘Sub-menu’ options — the current option selected will always be in bold type (in the above
screen this is Balances)
= ‘Dropdown Menu'’ this is where you select the function you wish to use.
= ‘Common links’ — these do not change and appear on every screen in Business Online

The remainder of each screen contains three broad sections which change according to function selected, as
follows:
= ‘Screen header’ area — which contains a title, a brief description and/or instructions for the
screen;
= ‘Screen detail’ area — which may contain a list, details for viewing or provide for input of data;
and
= ‘Screen footer’ area — which may contain additional instructional text and other useful links.

Any underlined column headers indicate that this can be clicked on to sort the information on the screen and
any underlined items are links to further information on that particular item.

Important! Because Business Online uses a secure session, do not use the back and forwards arrows

in your browser- this may cause your session to end. Always use the menu and the buttons on the
bottom of the screen to navigate.
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Balances & Reporting

Account Balances

This page is the first page you will see when you log into Business Online. It provides the name, account
number, and balances for any accounts and credit card facilities you are entitled to see in Business Online:

BALANCES & REPORTING | PAYMENTS | ADMINISTRATION | DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT

Welcome Donna
Last login: 21/08/2012 10
You hsve 0 Unies

Account Balances

This is 8 summary of accounts. Clidk sny Account Name to ses its transaction list

BOL Channel - Test

Accounts @
Account Name Account Number 4 Current Bal Money Available Limit
Standard Chegue 03-xxeworsesers 01 $688.663.52 CR $688.663.52 CR §0.00 CR
Standard Cheque 03-#sxx_xexsan e 000 52488 67 CR $2,688.67 CR §200.00 CR
Standard Cheque 03-#sss ssasann000 520.229.09 DR §9.770.91 CR §35,000.00 CR
Standard Cheque 03-#sss_wennann01 $370.72 CR §570.72 CR §200.00 CR
Foreign Currency &
Account Name Account Number 4 Currency Current Balance Limit
Euro COR-*##=++-EUR-3740-01 EUR EUR31.293.65 CR EUR0.00 CR
Australian Dollar WWRE==zr= -AUD-3740-01 AUD AUDB09,277.21 CR AUD0.00 CR
Credit Cards &
Card Name Card Number £ Current Bal Money Available Limit
IMastercard Business Card [ K e <11 $384.50 DR §1.615.50 CR §2.000.00 CR
“(w)=Mot sure which account is which? Add your own online nicknames to help you tell them apart

Other accounts not shown? Click here for more information

Business Online Helpdesk 0800 337 522

BALAMCES & REPORTING | PAYMENTS | ADMINISTRATION

JTerms and Condition

Balances are provided for accounts and other facilities in three categories:

= ‘Accounts’ — includes all transaction, savings/deposit and loan accounts loaded
= ‘Foreign Currency’ — accounts in foreign currency
= ‘Credit Cards’

To return to this main page at any time during your session click on the Balances and Reporting option in the
main menu, at the top left of the screen.

On the top right-hand side of the page you will see confirmation of the last date and time you logged in. You
will also see notification of any new (secure) messages* that have been sent to you from the Bank. Click on
this link to see the messages or send us feedback.

*NOTE: Secure messaging allows you to send a message to Westpac but this is currently only
used to provide us with any feedback you have on the service. We appreciate and respond to
any feedback you can give us on how Business Online meets your business and banking needs.
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How to view your transaction history

For a quick view on the last 7 days of transactions for a specific account, you can simply click on the link for
that account name. The resulting screen contains a list of all transactions found.

To see more than just the last seven days enter the date range into the boxes and then select Search.

Note: Maximum amount of transactions viewable on screen will be 1,000. If you need more than this you will
need to Export the data.
Foreign currency accounts only have the last 6 months worth of transactions available.

BALANCES & REPORTING ‘ PAYMENTS ‘ ADMINISTRATION

Payment Date
22/06/2012

20/06/2012
20/06/2012

19/06/2012
19/06/2012

18/06/2012
18/06/2012

- function.

Transaction List
Westpac Access - 03-0009-0090009-001

Default visw for selactad scoounts shows iransactions proossssd in last 7 days. Change view by s

View Account: VWestpac Access - 03-0009-0090009-001

Description
ELECTRONIC

EFTPOS TRANSACTION
EFTPOS TRANSACTION

EFTPOS TRANSACTION
EFTPOS TRANSACTION

ATM TRANSACTION
EFTPOS TRANSACTION

Other Party Name
CARE PARK

THE BUN FACTORY
CALTEX

MCDONALDS
KFC

PAK N SAVE. WBC ATM
FRESH BUN BAKERY

DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT

[ | 221062012

Timeout: 0:19:36

Enter date range
required and

Particulars
frrereeeeee

reTea—

reTea—

shrk s

Analysis Code

Cash

"~ Looking for a specific transaction? Click colurmn headings to re-sort list or use Transaction Search

Reference
22-07:35

20-12:32
20-19:53-623

19-19:26
19-20:05

16-13:14
17-13:05

click search
] [ Sgdlch
Current Balance as at 22/06/2012: $356.72 CR
Debit Credit

514.00
Closing Balance: $356.72 CR

511.80

517.49
Closing Balance: $370.72 CR

51040

$9.90
Closing Balance: $400.01 CR

540.00

55.00
Closing Balance: $420.31 CR
Opening Balance: §465.31 CR

To view transaction for a different account:
e Select the account from the drop down list
e Enter the date range for which you want to view transactions
e Click on the Search button.
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How to search for specific transaction/s
If there is a specific transaction(s) that you would like to search for:
e Click on Transaction Search from the sub-menu of the Balance and Reporting menu
e Select the account you want to search, from the drop down list
e Enter at least one of the following criteria- date, cheque number, or amount- in the fields

BALANCES & REPORTING ‘ PAYMENTS ‘ INTERNATIONAL ‘ ADMINISTRATION DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT
Timeout: 0:8:56

Transaction Search

Use this sareen to search for a specific ransaction or group of transactions.

- Required Field

Search Accounts:

Account: |Eu5mess Interest Account - 03-0000-0000003-000 le

Dste
Criteria | | B o - prom: | | B v | | E2 ooy

Gher Farty Nems

Particulars

Analysis Code

Refernce

Amaunt

‘ |5 -OR - From: |s T::| 5

Continue & |
Business Online Helpdesk 0800 337 522
BALANCES & REPORTING | PAYMENTS | INTERNATIOMAL | ADMINISTRATION

Terms and Conditions

e Click Continue, any transactions meeting the criteria entered will be displayed
e To complete more searches, click on the new search button and begin the process again.

How to get Transaction details

If you have selected one of the grouped payments options- paying multiple people, using a template, or
importing a file - you will not get complete details of the transaction on your Transaction List. However, it’s

easy to get a breakdown of the payments that make up the payment.

e When you are on your transaction list Click on the payment date of the payment you want to see the

break down for

e This will show you the View payment screen with a breakdown of what the payment is made up of

and the authorisation history.

BALANCES & REPORTING | PAYMENTS | INTERNATIONAL | ADMINISTRATION DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | Lt
View Payment

Payment Details:
Payment Date: 27/07/2012

From Account: Business Interest Account -- 03-0004-0000023-000
Other Party Name: Multiple Payees
Particulars: Internet
Analysis Code: Payment
Reference: 1210013
Amount: §4 00
Transaction Note:
Create Many Single Payments: No
Status: Processed

Payee Details:
Payee Name Account Number Particulars Analysis Code Reference Amount

Payee 03-0000-0000003-000 Batch010 $1.00
Payee 2 03-0000-0000003-000 changes $1.00
SCP Test 03-0000-0000009-000 $1.00
Wellington District 03-0000-0000005-003 123456 DEPOSIT $1.00
Total: $4.00

Authorisation History:
Action User Name Date/Time
Create David 19/06/2012 17-20
Approve David 27/07/2012 14:33

< Back l Copy b l
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Exporting/Downloading Transaction Details

You may want to download your transactions so you can work with the data or to use in programs like your
accounting package or payroll system. This can be done easily by setting up an export profile. Each profile
only needs to be set up once and can be run whenever you require them.

How to set up your export profile:

e From the Balances and Reporting menu, select Export in the sub-menu. In the drop-down menu
select Export Profiles. Click on New Export Profiles

e Inthe description field, enter a name that will let you know what this Export Profile is for e.g. daily
transaction report for active account

e Under File name, enter a name for the profile. This will be the default name for the file created, but it
can be edited when you run the export

BALANCES & REPORTING | PAYMENTS | ADMINISTRATION ‘ DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT

Balances | Transaction Search Timeout: 0:19:05

New Export Profile

Enter details and clidk Continus to orzate profile.

Enter File Details:
Description: |Daily Export

File Name: |Prior Day

Format: |MYOB yyyymmdd D *
Enter Selection Criteria
Accounts: | \ulti Million - 03-0000-0000001-000 D *
Date Range: srom: l:l To: l:l DD/MMIYYYY
Relative Date Range: ;:':- Prior Business Day D Te: | Prior Business Day D
q Backl Continue & l

BALAMCES & REPORTING | PAYMENTS | ADMINISTRATION

Terms and Conditions

e Select the format in which you would like the file created from the drop-down list. You will also need to
select which date format you would like. For a file in a simple excel format you would choose CSV

e Choose the account from the drop-down list

o Enter either the date range required or a ‘Relative Date Range’ from the options. Entering a date
range is more useful for a one-off export of information, while the Relative Date Range option is more
useful if you are going to be running this report on a regular basis

e When you have entered all the information required press the Continue button, this will take you to a
preview screen
Check that the details are correct
If the details are incorrect select the Edit Profile button and you'll be taken back to the previous screen
to make the appropriate changes

o If all details are correct, click on Save. This will take you to the Export Profile list.

How to use your export profile:

Once the profile is set up, you can choose to edit, delete or execute the profile at any time.
o Go to the Export Profile option on the Balances and Reporting menu
e Select the profile you wish to use
e Click on Edit, Delete or Execute

If you have selected execute, you will then be asked where you want the file to be saved. You can alter
the name and/or browse to a new location if you want
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Payments

With Business Online you can process different types of transactions. Transactions can be between your own
account- Transfers; to a third party- Pay One or More People; to the IRD- Tax Payments; or automated-
Automatic Payments. You can also set up Templates for recurring payments like wages or regular
suppliers, and Import files generated by your accounting software.

Transfers

Business Online allows you to make transfers between two of your accounts, or to one or more of your
accounts loaded to your site. You can transfer funds between any of your transactional accounts and certain
card types loaded to your Business Online id. The transferred funds are available immediately when
transferred between transactional accounts.

How to make a Transfer between Two Accounts:

e Select the Payments menu from the main menu

e Click on Transfers in the sub-menu

e Click on Transfer Between Two Accounts
Click on the drop down arrow to select the Transfer From account
Click on the drop-down arrow to select the Transfer To account

e Enter the amount you want to transfer, any reference notes you want attached to the transaction, and
the date you want the transfer to occur

BALANCES & REPORTING ‘ PAYMENTS | ADMINISTRATION ‘ DASHBOARD | MY PREFERENCES | FEEDBACK | HELP [ LOGOUT

Automatic Payments | Diract Debits Timeout: 0:18:04

Transfer Between Two Accounts
Use this function to make a transfer between two Westpac accounts.

* Rzquirzd Fisld
Enter Transfer From Details:

Account Neme — Account Number — Menay Avelilatle
Encore - 03-0===-(000 ===~ 000 52.646.70 D *
Particulars: |Transfer to

Transfer From:

Analysis Code: |Active

Account Nsme — Acsount Number — Mansy Avsilsble
Transfer To:: | Active - 03-+#++-0000+=++-001 - 50.00 D *
Particulars: |Transfer frm

Analysis Code: Encore

Amount: 200.00| *
Enter ary referencs notes you requins for this tensfer (not svsilssls for credit cards)

Transaction Mote: |2(th creditors

Enter the dste payment is raquirsd., up to 180 days in sdvance.

Payment Date: |20/01/2012 « ] DAY Yy

<4 Cancel l Continue P l

Note Use of the Transaction Note field is restricted to Business Cnline only. These details will MOT appear on your statement

Business Cnline Helpdesk 0800 337 522

BALAMNCES & REPORTING | PAYMENTS | ADMINISTRATION

Terms and Conditions

e Select Continue. This will take you to a screen where you can preview the details of the transfer
e Once the details have been checked, select Confirm
e Transfers need to be authorised. Only users with authorisation rights are able to do this.

Note: When transferring to one or more accounts, the steps are similar to the above however you select
more than one account to pay to.
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Processed Transfers

This option on the dropdown menu lists all the transfers that have been processed. You are able to search for
a particular transfer by using the reference number as a search detail or sort the list by clicking on any of the
column headers to sort by account, amount, or status.

BALANCES & REPORTING | PAYMENTS ‘ ADMINISTRATION | DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT

Automatic Payments | Direct Debits Timeout: 0:19:56

Processed Transfers

This is 2 list of 21| transfers recently proosssed thet have oeen fully suthorissd.

Transfer Options:
Transfer Between Two Accounts ==
Transfer To One or More Accounts >>

S i Show Al [ prom 011032012 |[[ . 1811272012 |[[] | Search )

Transfers List :

Reference Number Payment Date ¥ From Account To Account Status Amount
Graxass 30/05/2012 Multi Million/ 03-0==+-0000+==-000 Encore/ 03-0000-0000005-000 Processed $0.02
Branrnn 26/03/2012 Standard Cheque/ 03-0===-00##===- 004 Encore/ 03-0000-0000004-023 Processed $10.00

Net# Use this function to view authorisation details for transfers processed via Business Online in the past

Use the Transaction Lists from the Balances screen to view all transaction history

Business Online Helpdesk 0800 337 522

BALANCES & REPORTING | PAYMENTS | ADMINISTRATION

Terms and Conditions

Payments

How to Pay One or More People:
e Select Payments from the main menu

Click Payments in the Submenu

Click on Pay One or More People

Enter the payment date and select the from account number from the drop down box

Enter the details you want to appear on your statement as well as any transaction notes

At this stage you have the choice of adding this payment as a template to use again in the future. To

do this, click the Save as a Template box and enter a name for the template

e There is an option of Create many single payments. Tick this box if you wish to have each payment
show as an individual debit on your statement.
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BALANCES & REPORTING ‘ PAYMENTS ‘ INTERNATIONAL ‘ ADMINISTRATION DASHEOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT
Payments Automatic poymant=
Pay One or More People

< this functicn to maks = p more people. Enter detsils and dlick Continus

Enter Payment Details:
E

Payment Date: |17/10/2012 ~ [ oomanr
Acsount Name - Asseunt Numbar - Monsy Available
From Account: | Business Interest Account - 03-0004-0000123-000 - $727.36 CR - -
on YOUR ststement
Particulars: [Test
Thase ceiails will spoear on YOUR sistement
Analysis Code: [Payment
Transaction Note:
Create Many Single Payments: [[] cras:tnis sox tz reste many single seymants (in your asseunt
Template Option:
Save as Template: [] Save payment as template for future use?
Template Name: .
Select Payees:
MyPayee List New Payee ' QOne Off Payse ' These details will appear on the PAYEES statement
:I"i"ﬁ_‘f‘nepayee Name Account Number Particulars Analysis Code Reference Amount
"~ AA(The New Zealand Tost Payments
utomobil ssociation 4 L 1000 ~
Inc) Copy Copy Eopy
Contact Energy Limited Test Payments 5 5.00) =
Peter Piper Pickles 03-0007-0000001-000 Test Payments s 524 64/ -
Total: $539.64
< Cancel | Continue & |

o Enter the payment details. There are three ways to do this:

1. Click the My Payees List button and select the people you want to pay from your saved
payees list. Click Continue and enter the details you want to appear on their statements.

2. Create a new payee by selecting the New Payee button. Either select the payee from the list
of pre-registered bill payees, or choose the second option, enter the new payee’s name in the
field, and click Continue. On the next page enter all the details of the new payee, including
account number and details to appear on their statement. Once entered, check the details
and click Continue and Confirm.

3. Make a one off payment by clicking on One Off Payee. This will allow you to make a payment
to someone you don’t want to save.

The details of the other parties that you are paying will now be displayed

Enter the payment amount/s and click Continue

Check the payments and Confirm

At any stage you have the option of clicking the Cancel button on the left hand side to go back to the
previous screen

e Payments need to be authorised. Only users with authorisation rights are able to do this.

How to Make a Tax Payment:

Select Payments from the Main menu
Click on Make a Tax Payment
Select the tax payment type from the drop down list and select Continue

Enter the payment details as per the prompts, particularly remembering to enter your IRD number and
the end date of the tax period the payment is for

Once all the details are entered, select Continue then Confirm that the details are correct.
e The payment will need to be authorised. Only users with authorisation rights are able to do this.
e |Ifthe Tax Type you are after is not listed please contact the IRD.

Manage Your Payees

So you don’t have to enter the details of a supplier more than once, transactions within Business Online are
based around your Payees list. The Manage Payees option allows you to create new payees, view, and edit
all the payees whose account details you have saved.
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How to Create a Payee:

Click on the Payments menu

Hover over Payments in the sub-menu

Select the Manage Payees dropdown menu

Click on Create a Payee

Westpac maintains a list with the payee details of many businesses. If the company you want to pay
is in the scroll-down list, select their name and Continue. You will be prompted for specific payee
references to ensure your payment is credited to your account with them

If they are not in the list of pre-registered payees, you will need to create them as a payee. Click the
second radio button and enter their name, then click Continue

Enter the details of your payee, including account number, any nickname, and reference details

BALANCES & REPORTING | PAYMENTS | ADMINISTRATION | DASHBOARD | MY PREFERENCES

CEmE s s || Boemiber e

Create A New Payee - Step 2 of 2

Enter details and dlidk on Continue

Payee Name Details:

Payee Account Details

< Back l Continue © l

FEEDBACK | HELP | LOGOUT

Timeout: 0:19:00

Third Party Name: (Donna Barnes

Nickname:

Bank - Branch — Acoount - Suffix

Account Number: 03 (| [\ESEEEE 000

Particulars: |Test

Analysis Code: |Payee

Reference:

Business Online Helpdesk 0800 337 522

BALANCES & REPORTING | PAYMENTS | ADMINISTRATION

Terms and Conditions

Click Continue, this will take you to a preview screen
If you want to make any changes, select Edit which will return you to the previous screen
When the payee details are correct, click Confirm.

How to View your Payees:

Click on the Payment menu and select the Manage Payees option

Once the list is displayed, to view a particular payee’s details simply click on the payee’s nickname,
which will be underlined

You will then be able to edit the payee’s details or delete the payee

Once you have made any changes, select Continue and then Confirm the changes.

Page | 13



Automatic Payments

The automatic payments function allows you to set up new automatic payments as well as
edit/cancel/suspend existing automatic payments on your accounts.

How to create a new Automatic Payment:

Select Payments from the main menu

creating a new payee

Click on Automatic Payments from the submenu and select Create New Automatic Payment
Enter the details of the automatic payment

You can choose the person you are paying from either the drop-down list of your saved payees or by

e Enter the rest of the required details including the recurring amount; number of payments (optional);
frequency of the payments; the start date and, if known, the end date for the payments.

Create New Automatic Payment

Use this function to create a new automatic payment. Enter details and click Continue.

Payment Details:

You may select a different pay

for First Pay

Pay To:

Particulars:
Analysis Code:

Reference:

From Account:
Particulars:
Analysis Code:

Reference:

Recurring Amount:

Number of Payments:

If your pay

Frequency:
Start Date:

* Required Field

Name -- Account Number

TRUST POWER ]+
Create a new payee...

11*56
Armstrong M
10189

Name - Number

Iden NZ Ltd - 03-05*=*121-000 *
power

1156

101*89

300

t OR Last | Not Applicable [
Payment:

Variable First’Last Amount:

falls on a non-busi day, make the payment on either:
® Next Business Day (O Prior Business Day

MONTHLY on the same DATE as your first payment (e.g. 12th) d*
13/05/2008 | * DDMMAYYYY

e Continue and double check the details before selecting Confirm.
e The automatic payment will need to be authorised before it is successfully activated.

How to Edit/Cancel/Suspend an Automatic Payment:

e Select the Automatic Payment option from the sub menu
e This should take you to the Current Automatic Payments screen

e Select the payment you wish to edit from the current list by clicking on the AP number. The current
details of the payment will then be displayed.

e You have the option to cancel, suspend or edit the payment. Select the appropriate button before

continuing and confirming the change.

e If you have edited the Automatic Payment, it will need to be authorised before the changes are made

active.
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Your Pending Automatic Payment list

This option under the Automatic Payment menu shows a list of all Automatic Payments that are awaiting
authorisation before the payments have been successfully loaded.
Note: Nothing changes on the Current list until the AP on the Pending list is fully authorised.

BALANCES & REPORTING | PAYMENTS ‘ ADMINISTRATION ‘ DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT

e —

Timeout: 0:19:52

Pending Automatic Payments

This is & list of new or changed sutomstic psyments swaiting suthorisstion

Aot tic Pay t Options: Search Payments:
Create New Automatic Payment == Automatic Payment Status
IManage Payees == Show All

From: |26/062012 |t [23/12/2012 | [ (Seareh )

Select Start Date/

AlllNone AP No Payee Name From Account Next Payment Date # Status Freguency Amount
O MEW  01acctiest it Million 29/06/2012 Ready to Authorise  MONTHLY on LAST BUSINESS DAY $1.04

03-0000-0000001-000

Authorise & l

Noete All new or changed automatic payments must be fully authorised before the due date

Failure to authaorise changes before processing cut-off on the next due date will result in payment being made under current
instructions

Business Online Helpdesk 0500 337 522

BALANCES & REPORTING | PAYMENTS | ADMINISTRATION

Terms and Conditions

Direct Debits

Direct debits may only be processed by bank-approved direct debit initiators. Speak to your Relationship
Manager or Branch if you are interested in becoming a direct debit initiator.

How to Authorise Transactions

Authorising transactions is the same process regardless of the type of transaction.
e From the Pending Payments, or Pending Transfers or pending Automatic Payments, all transactions
and their status will show
o If you want to view or edit any transaction details, click on the underlined name and the full details for
that transaction will be displayed
e Click on Select All or check the individual tick-boxes next to the items you want to authorise
e Click on Authorise. This will take you to the preview screen where the transactions and the total you
are authorising will display
e Check the details, if you want to edit or change which items you are authorising click on Cancel. This
will take you to the previous list screen where you can make any necessary changes.
e When you are ready to authorise, enter your password into the field and click Confirm
e The status field will update, to one of the following:
1. Processed- the transaction was successfully processed
2. Partially Authorised- you need another authoriser to log on and authorise the transaction
3. Scheduled- the transaction was successfully authorised for a payment date in the future.
When the payment date is reached, the status will change to Processed
4. Failed- Most often payments/transfers fail due to insufficient cleared funds at the time of
processing. If you have any questions, call the Business Online Helpdesk on 0800 337 522.
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How to edit or delete a transaction

Transactions that have a status of processed cannot be edited or deleted. You can edit or delete a
transaction with the status of scheduled. This means you can change or cancel any future-dated payment up
to the day for which the payment was dated.
e Select Pending Payments from the Payments menu
Find the payment you wish to edit and click on the underlined name
From here you can either delete or edit the transaction.
You will need to preview and confirm the deletion of or any changes to the payment.
If you have edited the payment, you will then need to authorise the changes.

Failed Transactions

The majority of failed transactions are due to insufficient cleared funds at the time that it is being processed. If
a transaction fails on authorisation, a reason will be displayed for the failure. If it was a scheduled payment,
that failed when it was processed by Westpac, the payments list will have ‘failed’ as the status and no reason.
If you think it failed for any reason other than insufficient cleared funds, contact the Helpdesk on 0800 337 522
and they will be able to look into the matter.

Note: you can reprocess a failed payment. This will copy the failed payment details and put them on the
pending payments list to be authorised again.

To reprocess a payment go to the Processed payments list, Click on the failed payments payee name. Then
in the bottom right click on the reprocess button. Then click OK.
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Other Payment Options

Payment Templates

A template is a way of saving a group of payees with all their details so that you can easily pay them on
multiple occasions, for example wages or creditors.

How to create a new payment template:

Click on Templates from the Payments menu
Select Create a New Payment Template.

Enter a name for the template that will help you easily recognise the payments for which this template
is used

Select the from account number from the drop down box

Enter the details you want to appear on your statement as well as any transaction notes

Enter the payee details either by selecting them from the My Payees List or creating new payees
using the New Payee button. For more information see How to Create a Payee, above

The details of the businesses/people that you are grouping in this template will now be displayed. You
can either enter a payment amount against the payees or leave that field blank and complete it when
you use the template to create your payments.

Create A New Payment Template

Entsr payment detsils snd dlick on the Cont

Enter Payment Details:
Template Hame:

From Account: | Acti

Particulars:

Analysis Code: [Invaices

Enter s whols dollsr smount to limit the use of this templ ste (options

Maximum Payment Amount: 500000

Enter any referenos notes you require far this payment (ot availatle for aredit cards
Use of Transaction MNote field 4
Transaction Note: |'S only in BOL These details
“ |will NOT appear on your
statement b

Create Many Single Payments: [] Chec inis o ic stz many singls seymenis (in your ssseunt

Select Payees:

Add _MyPayeelList New Payee These details will appear on the PAYEES statement

:ﬁ::zt"e Payee Name Account Number Particulars Analysis Code Reference Amount
Al BOL 12452 5 10.00
ADL 03-0000-0000839-000 Mothly payment 12478 5 25000
Computer Techies IN12125000 g 125.35]
< Cancel Continue t

Click Continue to preview the template details
If all the details in this template are correct, click Confirm
Your template is now established and can be used to create payments.

How to view and edit a previously saved template:

Click on the Payments menu and select Templates from the sub-menu

Click on the underlined template name. The template details will then be displayed
You have the option of editing the particulars and amounts of the payments if needed
If you have made any changes, select Continue

Preview and Confirm the changes

How to remove a payee from a template:

Click on the Template name from the Payment templates screen.
Untick the select box on the left of the payee you wish to remove from your template.
Select Continue

Make sure the correct payee is removed on the preview modified payment template screen.
Select Confirm
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How to create a payment using a saved template:

Click on the Payments sub-menu and select Templates from the dropdown menu

A list of your templates will be displayed

Choose the appropriate template from the list and click on the corresponding Create Payment
Enter the payment date

Update any details as required, such as references or amounts

Once you are certain the details are correct, click Continue

Preview and Confirm the payments

The payments now need to be authorised. Only users with authorisation rights are able to do this.

Importing Payments

If you have accounting software that generates files in either the DeskBank or PC1 format, you can import
your payments into Business Online. To import your payments you first need to create an Import Profile.

How to set up an Import Profile:

e Select the Payments Import option on the Payments menu.

e Click on New Import Profile

e Select the file format from the drop-down list. If you are unsure which one to use, contact your
accounting software company. There is a link to the file formats in the Payments Import page footer

e Give the profile a name so you can easily recognise what this profile is for

BALANCES & REPORTING ‘ PAYMENTS ‘ ADMINISTRATION | DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT

Automnatic Payments | Direct Debits Timeout: 0:19:12

New Import Profile

Use this function to oreate s new import profile. Enter the file detsils and didk on the Continue button below
- Required Fisld
Import Profile Details:
Profile Type: | DeskBank CSV D =
Payment Type: | Payment D =

Import Profile Hame: |Import Wages

DD Authorisation Code: | Select An Authorisation Code D (Cnly required far Direct Debit. )

Entar the filz path you wish to impant frem (DO NOT enter the file name) or lesve tlank if browss required for any lecstion when imperting.

File Location:
Path Check Required: [T] Cres:this sox o msten on the fils |ocation (25ove) 2nd net scoset files bam cthar locsticns

Create Many Single Payments/Direct Debits: [[] check this box to oreste many single payments (in your =

Duplicate File Check: Chedk this bo

to reject the import of duplicate files
Create Template: [[] creckthis boxto crastz = Templste from this fils (masx 75 it=ms)

. @ Public - Other users can view and edit this Profile
Profile Access: )
O Private - Only visible and usable for creator

4 Cancel l Continue b |

o If you want one debit on your account, leave the Create Many/Single Payments tick-box blank. You
will still be able to get a breakdown of payment details in the Payments List

e If you do not want to be able to import the same file twice, tick the Duplicate File Check tick-box,
otherwise leave blank

o If you want the profile to be viewed and used by other users leave the Profile Access as Public, if you
want to be the only person who can use this Import Profile, change the access to Private

e Click on Continue to preview the profile and, if all the details are correct, click Confirm

The profile is now set up and you can use it to import files for payment.

How to import afile:

e Select the Payments Import option on the Payments menu
e Your import profiles will be listed, Chose the correct profile and click on the Import button on the
profile you want to use.
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BALANCES & REPORTING | PAYMENTS | ADMINISTRATION ‘ DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT

Import Profiles

Uss this soren to oreste, =dit or delete Imoort Profiles.
Import Options:

New Import Profile ==

Select  Import Profile Name Type Access Created/Last Modified By Last Modified
O Create pavees DeskBank Fixed Length Public david 08/12/2009
® Import Wages DeskBank CSV Public donna 26/06/2012

| Edit ][ Delete l>][ Import D]

Mo Specific file formats must be used to import payments into Business Online

Payment files may have a maximum of 999 payees (or payers)

Business Online Helpdesk 0800 337 522

BALANCES & REPORTING | PAYMENTS | ADMINISTRATION

Click on the Browse button and browse to your file
Click on Confirm

The Import History List page will now be displayed with your file listed as ‘processing’. Press the F5
key to refresh the screen

o If the status changes to errors, there was a problem with the file. Click on the underlined error status

and it will take you to a page which lists what the problems were. If you have any questions about the
error messages, contact the Helpdesk on 0800 337 522

e |If the status changes to success, your payments will now be displayed on the Payments List screen,
ready to be authorised

¢ The payments now need to be authorised. Only users with authorisation rights are able to do this.

The Import History List can be checked at any time to view what files were imported and their status.

International Transactions

Creating an International Transfer

This takes you through how to create international transfers using Westpac’s Business Online Banking.

Create a Transfer

Access international payments via the e

International tab and select the International Pending International Transfers

transfers tab. This 1. s of al panding fransfers o o rom a fersign aunency aceount. These includa payments anciting autharsation, or ose shasled for s fuure date
From the Pending International Transfers page, Trancter Options: P
Select the Transfer Money to or from a Forelgn Transfer Money To Or From A Foreign Currency Account == I

Currency Account link.

BALANCES & REPORTING | PAYMENTS ‘ INTERNATIONAL ‘ ADMINISTRATION

Select the accounts

Select the account you wish to transfer funds FROM and the account you want to transfer the funds TO, then
click the Next button.

Note: The account you transfer funds from may constrain the accounts you can transfer funds to. For
instance, you can’t transfer funds from a Foreign Currency Account directly to another Foreign Currency
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Account in a different currency.

BALANCES & REPORTING | PAYMENTS | INTERNATIONAL | ADMINISTRATION |

Create Transfer

Transfer Details:

Account Name — Account Number — Money Availssle

Intemational Payments | Intemational Transfers Timeout: 0:9:56

Choose the scoounts between which the transfer will be made. Enter the transfer smount and the ststement and transaction details. Continue to see the transfer summary

DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT

- Requirsd Fisls

From Account: |Choices Everyday - 03-05

F333-000 - 33.479.39

v«

Acceunt Name — Acosunt Humber — Cument Balanoe

To Account: |United States Dollar - WCO-115222-USD-3740-01 - USD 203,596 .05 vl "

Next l

<4 Cancel |

Continue

Select the amount and details

Enter the amount you wish to transfer. If the transfer is to or from a New Zealand Dollar account you’ll have
the option to enter the Transfer amount in either NZD or the foreign currency. Use the switch icon @ to move

between these fields.

Enter any statement reference details or notes you want to attach to the transfer. Once you're done, click the

Continue button.

BALANCES & REPORTING | PAYMENTS ‘ INTERNATIONAL

ADMINISTRATION

[ —
Create Transfer

Use thi

reate & transfer

Transfer Details:

* Transfer Amount: NZD usb

Choices Everyday - 03-05*-***333-000 (NZD 33 470 .30 available)
United States Dollar - WC0O-115222-USD-3740-01
Change this (changing the selected sccounts emove any other tran

@® \1'0-00707 00

Transfer Date: 19/12/2012

From Account Statement Details: |F‘ruwslum

o, This transfer will be processed on 19/12/2012 if it is fully authorised by 03:30 pm on 19/12/2012.

To Account Statement Details: |Fur Dec pymis ||

g The reason for this transfer

Transaction Note: | proyisioning for Decembers ABC Test invoices

< Cancel |

DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT

- Requirsd Fisld

Exchange rates are indicative and you
won'’t get a confirmed rate until the
transfer is ready to be fully authorised.
Indicative and final rates will include
any concessions you’ve arranged.

Refresh indicative rates

Ue'll ask you to confirm these details before you are done [GCONLINUE B> l

Confirm the Transfer

When the Please confirm page displays, check the details before you click the Create Transfer button.
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BALANCES & REPORTING | PAYMENTS | INTERNATIONAL | ADMINISTRATION |

DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT

Please confirm...

“You a12 sbout o creste the following intemational wensfer, Flesse chadk the details of the ransfer and select Craste Transfer to continue, or Edit to go back and make changas

Internationsl Payments

Transfer Details:

Choices Everyday -- 03-05™-"**333-000

Provision ABC Test Ltd

NZD 12,069.00

1 NZD=1.8288 USD (Ingicstiva)

USD 10,000.00

The transfer must be fully authorised
by the date/time advised if it is to

19/12/2012

meet this Transfer Date.

#* This transfer will be processed on 19/12/2012 if it is fully authorised by 03:30 pm on 19/12/2012.

United States Dollar - WCO0-115222-USD-3740-01

For Dec pymis

Provisioning for Decembers ABC Test invoices

* Password:

4 Cancel | |_4 Edit | | Create Transfer Only® | | Create & Authorise Transfer o |

Note: If you have Authoriser rights you’ll also see the Create & Authorise Transfer option.(if you use this you

will not need to complete the step below)

Authorising International Transfers

The transfer will now show on the Pending International Transfers screen and will need to be authorised
before it can be processed.

BALANCES & REPORTING | PAYMENTS | INTERNATIONAL | ADMINISTRATION |

DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT

International Payments

Pending International Transfers

This is = list of sll pending transfers o or fram s forsign cumency scoount, Thass includs psyments swaiting suthorisstion, or those schedulad for s future date. Select s ransfer to se= or changs its details,

Transfer Options: Pending Transfer Search:

Status
From [18112/2012 | [ 1o [18/03/2012 | [ (SEarei)

Transfer Money To Or From A Foreign Currency Account ==

One or more of the amounts below are calculated using indicative rates | Update Indicative Ralesl

Transfer Date Cut-Off Date 4 Created By From Account TJo Account From Amount To Amount Transfer Status
Cut-0ff Time
© 19M12/2012 19/12/2012 Tracy Price 03-05**-**355-000 WCO-115222-USD-3740-01 NZD 12.069 00 UsSD 10,000 00 Ready to
Autharise
02:30 PM Choioes Everydsy United Ststes Dollar 1.2082 (Indicative)
* Password:

[ ]
< Delete | Authorise © |

Once the transfer has been successfully authorised it will disappear from this screen and will display on the

International > International Transfers > Processed Transfers screen.
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How to Create an International Payment / Telegraphic Transfer (TT)

This takes you through:
e How you can create international payments using Westpac’s Business Online Banking.
e How to save your international payment as a template for on going use.

Create an International payment

Access international payments via the International tab Hoamarrms S

BALANCES & REPORTING | PAYMENTS ‘ INTERNATIONAL |

(International Payments submenu). Pending International Payments

From the Pending International Payments page, select the Make
a Payment link.

Payment Options:

" late ==
lMake A Payment ==

This is a list of all pending international payments. These include payments awating authorisation, bank approy

Step 1. Enter the Beneficiary’s details and select the Payment
Currency from the dropdown list. Click the Continue button.

nacunason luv soreearuacs [ eeenna sy L uein L Aacq T

BALANCES & REPORTING | PAYMENTS | INTERNATIONAL

' . '”‘ = T 1 o The Beneficiary’s country is their

e ron cvcse s s v e soc e COUNMTY OF Ressidence; it may be
different from the country the

payment will be sent to.

Beneficiary's Details:

Beneficiary's Name: |AEC Test

Beneficiary's Address: |:1;2irhr;eé Sfre;t== . / *
|Z; 0 city & state/province //
Testvill * . . .
= 7~ The Payment Currency list will display
Country: | Australia - the most commonly used currencies at
Payment Currency: the tOp, and Othel’ Currencies (|n
e currency you woud ke the beneicry o recene alphabetical order) below.
Payment Currency: |AUSTRALIAN DOLLAR (AUD) ,V‘*;

< Cancel l You can change these details later if you need to [MCONEINWE > l

Step 2: Select the country you want to send the payment to then click the Next button to enter the
Beneficiary’s Bank & Account Details.

BALANCES & REPORTING ‘ PAYMENTS | INTERNATIONAL | DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT

International Payments International Transfers Timeout: 0:7:16

Create Payment :: Step 2 of 4
Enter the bank and account details of the person or organisation you wish to pay. Select Continue to move to the next step.
= Required Field

Beneficiary's Bank & Account Details:

AUSTRALIA Change this (changing the counin move any other information that has baen entered on this scree

BSB number: 034635 *
Account Number: [1234-56789 =

<4 Back I _Continue o
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Note: this screen will differ depending on the currency and country you're sending to. The examples below
show how the Beneficiary’s Bank & Account Details will differ if you were sending a payment to the United

States or to France

Beneficiary's Bank & Account Details:

UNITED STATES

Fedwire, ABAorRTN: [ |*

Account Number: ‘

\Mext )

Beneficiary's Bank & Account Details:

FRANCE

Once you've clicked the Next button, the system will confirm the Bank Details based on the information you've
entered. You may be asked to enter the Bank Details if they can’t be found by the system.

Step 3: Select the account you want this payment to be made from and click the Next button.

BALANCES & REPORTING | PAYMENTS | INTERNATIONAL ‘

International Payments. International Transfers Timeout: 0:9:57

Create Payment :: Step 3 of 4

Payment Details:

Choose the account from which the payment will be made. Enter the payment amount and choose what charges you'll pay. Select Continue to move to the next step.

DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT

* Required Field

Frem Account: ‘ 03-05""-"***333-000 -- Choices Everyday -- NZD 33 479.39 w =

Next I

Enter the Payment Amount and whether you want to pay the Westpac charges only, or those of the other
banks as well. Note: These charges can be substantial. Click the Continue button.

BALANCES & REPORTING | PAYMENTS ‘ INTERNATIONAL ‘ DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT

international Payments | International Tr < Timeout: 0:7:32
Create Paymi
Choose the account from v [l MLEISC ] int and choose what charges you'll pay. Select Continue to

* Required Field

The payment

Use the switch button to enter
the amount in New Zealand

Choices Everyday - 03-05**-****333-000

must be fully
authorised by
the date/time
advised if it iS | -payment amount:
to meet this
Payment
Date. \

Payment Date:

“Payment Charges:

| a Back]

NZD 33,479.39

Change this (Changing the selscted account will remove any other payment detall

Dollars if you need to.

Australian Dellar

New Zealand D

1000.0

Refresh indicative rates

19/12/2012
#, This payment will be processed on 1971212012 if it is fully authorised by 3:30 pm on 18/12/2012

O Il pay my Westpac charges only
@ TIll pay my Westpac charges and those of the other banks

You can change these details later if youneed to (LG ONtINUE D l

Exchange rates are always
indicative, you won’t get a
confirmed rate until the payment
is ready to be fully authorised.

Note: The exchange rate displayed may be indicative but it will contain any concessions you may be eligible

for, as will the final rate

that is displayed when the payment is authorised.
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Step 4: Enter the Payment Information & Remittance Advice details and, if you want to save the payment as
a template for future use, provide a name for this template.

BALANCES & REPORTING | PAYMENTS | INTERNATIONAL | DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT
Timeout: 0:7:34

Create Payment :: Step 4 of 4
Enter the payment information, choose your remittance advice and template preferences. Select Continus to s2& the payment summary

= Required Fiekd
Payment Information & Remittance Advice:

Payment Information: -Ir;vm:-:e 1-2-34:L\B- —

L You can opt to have a copy of the
" Remittance Advice emailed to two

Statement Details: |ABC Tést Ltd | |7In\..'mrcrerl;v].mrv Sepa_'r_a'te addresses - handy FO Iet the

These vl sgpear on your satment and Processes et Paymenis s recipient know the payment is on its
Remittance Advice: O | don't want Westpac to send remittance advice way. (NOte: The remittance will Only be

@ | want Westpac to send remittance advice via email. sent when the payment is fu"y

_ """ o be sent unti the payment has been fully authorised and processed processed.
To: |jbrluggs@arlrnrctresl:c;rrnr.ag - |"

Ce: |tracyz@westpac co.nz |

Payment Template:

Save As Template: O | don't want to save this payment as a template
@ | want to save this payment as a template for future use

Template Name: ABC Test Ltd *

4 Back l You can change these details later if you need to  [RiGONEINUE B l

Once you've clicked the Continue button, you'll see a confirmation screen showing all the payment details. If
these details are correct, click the Create Payment button.

BALANCES & REPORTING ‘ PAYMENTS | INTERNATIONAL DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT

p—— T
Please confirm...

“You are about to create the follewing international payment. Please check the details of the payment and select Create Payment to continue, or Edit to go back and make changes.

ABC Test
12 Three Street
Testville
Australia

WESTPAC BANKING CORPORATION

AUSTRALIA

034635 1234-56789

AUD 1,000.00
NZD 1,263.60

19/12/2012
#* This payment will be processed on 19/12/2012 ifitis fully authorised by 3:30 pm on 19/12/2012.
Invoice 1234AB

Choices Everyday 0: 05 =312 000 If you are an Authoriser you'll also see a
(N7D 3347939 avaiiable) Create & Authorise Payment button to take
ABG Test Ltd Invaice Nov you straight to the authorisation process.

+ You'll pay your Westpac charges and those of the beneficiary's ban

« You would like Westpac to send remittance advice to:
+ jbloggs@abctest.com.au
+ tracyz@westpac.co.nz

+ Based on this payment, a new template called ABC Test Ltd will be created.

4 Edit | 4 Cancel | Create anem o l

The payment has now been created and you’ll be returned to the Pending International Payments page.
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Administration

This section will only be available if you have Administration rights.
The administration page allows Administrators to change user’s access and reset passwords.
Administrators can also change account nick names from here.

BALANCES & REPORTING ‘ PAYMENTS | ADMINISTRATION

d"sr‘;z entitlements for an existing user.
User Setup Report
Add NeW User

Reset User Login

Reset Password

User List:

Login ID Last Name First Name
amanda Admin Amanda
dave Adrmin Dave

david Admin David
donna Admin Donna

Business Online Helpdesk 0500 337 522

Find

DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT

User:

Search by

Lagin 1D

]

Search For:

Administration Rights

wote: There are specific responsibilities for the company Administrator. Want to see these now?

v
v
v

Search |

Results 113 of 13
Authoriser

AN N

Timeout: 0:19:33

User Entitlements

This section allows you to update user details, reset passwords, add a new user, or edit the access of an

existing user.

How to Add a New User:

Select Add New User

Enter the new user id and a temporary password

Select Administration from the menu and click on User Entitlements

Personal Details

Contact Information

< Cancel l

User Login ID:

Temporary Password:
Confirm Password:
User Status:

Name:

ngarie

newuser!
newuser!

@ User is active
O User is inactive

Title First: M

MNyarie A

Last

Thompson

Email Address: MNgarie thompson@MNewZe meguiced for password rese

.t

=

Continue & l

e Atthis stage if your site is dual administration you can also set payment limits. To do this select Set
User Payment Limits Here you can enter a maximum limit to one or more types of payments. Once
that has been done, continue and confirm the limits.
Note: For Single administration Sites this option will be on the next screen
Enter the contact information, including email address, and Continue
Preview the user details and, if correct, Confirm. Otherwise, click Back and make any changes

necessary.
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Setting User Account Access
e Click on Edit Account Access. This will take you to a screen listing all the accounts on your Business
ID
¢ Click on an account which you want the user to be able to access

e Check the tickboxes for the functions that you want the user to be able to do on this particular
account. You can set different access for different accounts

BALANCES & REPORTING | PAYMENTS | ADMINISTRATION | DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT

User Administration Company Administration Timeout: 0:19:57

Preview User Account Access:

Review detsils nd clidk confirm to set user sccount scosss.

Company ID — Name: BOL Channel - Test
User ID — Name: ngarie - Ngarie Thompson

Account Access Details: 03-0000-0000021-000

Information Reperting Payments
v Bslances W Trensfers

W Tranzzction List W Tax Payments

¥ Autemstic Payments

< Cancel l < Back l Confirm © l

Business Online Helpdesk 0800 337 522

BALANCES & REPORTING | PAYMENTS | ADMINISTRATION

Terms and Conditions

e Continue and then confirm the access
e You will need to do this for every account to which you want the user to have access.

Step Three: Setting Bank Report Access

There is a monthly billing report that you can allow users to access.
e Click on Edit Bank Report Access
e Tick the checkbox next to Special Reports
e Click Confirm

Step Four: Setting Functional Access
e Click on Edit Functional Access
e Check the tickboxes for the specific functions you want the user to be able to do within Business
Online or, if you want them to do everything but authorise, check the ‘Check All’ tickbox at the top of
the columns

Note: If you want the new user to be an authoriser or an administrator, you will need to submit a
Business Online Making Changes form available at www.westpac.co.nz
Access to administration and authorisation functions will be arranged by Westpac.
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Set User Functional Access
Click esch box required to set user functionsl acosss
Company ID - Name: BOL Channel - Test
User ID — Name: ngarie - Ngarie Thompson
All Payment Services Functions All Administration Functions All Balances & Reporting Functions
SelectAll | Select None SslectAll | Ssiect Nons Sslect All | Sslect None
Transfer Regorts Spacisl Reports - Vi
D - Report Transaction Search
Fayments - Report Eslznoss & Transaction List
= Impart: Exparts
Fayment - Manags Frofiles
.wutomatic Payments - View O Feyment - Exscuts
matic Payments - EditDelete [ Temal=
matic Payments - Suspend/Re-Activate/Cancsl Templs
"1 Direct Debits - Mansgs Frofilss
N . Recigiznt - Exzcuts
O pireto T Exeen
O pirect o emplate y/Delete Faymant - Manags Frofile:
t2 from Te Paymant - -
Template - Mansge Frofiles
- Exscute
View nt - Mansge Frofiles
Payments - Recipient - Execute
Fayment Te
Paymant Templat eate/Modify/Delete
Payments - Create from Template
T Tax Payments
O TaxPayments e/EditDelete
[ Tax Payments - vies
< Back Continue &=

e Click on Continue and, if all access details on the preview screen are correct, Continue
e Click on Done and let the new user know what their user id and password is.

How to Edit an Existing User:

If you want to change the access that a user has in Business Online, such as add, edit, or remove access to
an account or a function, this can be done in User Entitlements.

e Select Administration from the main menu. This will take you to the User Entitlements page

e Click on the Login ID that you wish to edit. This will take you through to a screen where you can edit
email address, Payment limits, Account access, Bank Report access and Functional access.
Note: for Dual Administration sites Account access, Bank Report access and Functional access will
be on the next screen.

e Click on the item you want to change. If you click on Set User Account Access, this will take you to
the screen listing the accounts for your business, and you can select the specific account from there

e For Single administrations sites: Click Continue and then Confirm. The user will now have the new
access when they next log in.

e For Dual administration sites: Once you have made the changes you want and confirmed them,
click on Done which will change the access for the user once the second administrator has authorised
this from the Pending Tasks page which is found on the User Entitlements page.
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How to Reset a Password for another user:

Select Administration from the main menu

This will take you to the User Entitlements page, click on Reset Password

In the Login ID drop down box select the log in ID for the person you want to reset the password for
Enter the new password in both new password fields

Click Reset.

Note: If your site is Dual administration you will need a second administrator to authorise the change from the
pending list before the password is changed.

The new password
e needs to be between 8 and 20 characters long,
e must have at least one alpha character and one numeric character
e |s case sensitive.

How to Add an Account Nickname:

To help you easily identify your separate accounts you are able to add a nickname to the account. To
nickname an account:
e Select Administration from the menu
e Then Select Company Administration from the Sub-Menu
e Click on Account Nicknames in the drop down menu. A list of all your accounts will then be displayed.
e To change one or all account names simply write the name you wish the account to be called in the
Nickname field
e Select Confirm.
Note: The Account Short name that Westpac has loaded for your account is displayed for your reference.

BALANCES & REPORTING | PAYMENTS ‘ INTERNATIONAL | ADMINISTRATION | DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT

User Administration ‘Company Administration Timeout: 0:9:46

Change Account Nicknames

Ravisw snd changs nidnsmas. Click to Confirm.

Requirzd Fizl
Account Nickname Account Short Hame
buetlan Dot [ustrsten Dot |
353[_'353";E_’;’:j?gfﬂ?ﬁccmmt |Elusiﬂess Interest Account | Test Account 1
?Zi:qalg;gijﬂg;”jfac“m |Busmess Transaction Account | Test Account 2
E;fj”jf_jgjjws_j” |Encore | Test Account 3
Confirm & l

Business Online Helpdesk 0800 337 522

BALANCES & REPORTING | PAYMENTS | INTERNATIOMAL | ADMINISTRATION

Terms and Conditions

For further information

Call the Helpdesk on 0800 337 522, 8am to 8pm on business days
(If calling from overseas use our international number +64 4 499 0410 - toll charges will apply).
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