How to create a one-off payment in
Business Online.

Step 1.

Click on
Payments. Q

BALANCES & REPORTING

Balancas | Transaction Saarch

Account Balances

This is  summary of accounts. Click any Account Name 1o see its transaction list

BOL Demo for staff

Accounts

Account Name
Business Transaction Account

Demo Test

Business Transaction Account

PAYMENTS

INTERNATIONAL

Account Number #
03-05 -000 $1,247.20 DR
03-0587- -001
-000 $84.73 DR $0.00

03-0587-

DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT

Current Balance

$20,914.00 CR

Money Available Limit
$0.00 CR $0.00 CR
$20,914.00 CR

$0.00CR
CR $0.00CR

Welcome Ryan
Last ogn: 100872021 11:33
You have 0 Unress Usszaces

Step 2.

Click Pay One or
More People. G

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

Automatic Paymants | Direct Dabits

Pending Payments

This is a list of all payments awaiting authorisation or scheduled for a future date. Use Select checkboxes fo Autharise mare than one payment

Payment Options:

Pay_One or More People >> @
Make A Tax Payment >>
Manage Payees >>

Search Payments List:
Beopaptyee

Show All v
Payment Status:

Show All v

From (21052021 | EE) to: [17711/2021

H:I Search |

Step 3.

Select the account
you wish to make the
payment from. ®

\\\s

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

Pay One or More People

Use i funzion to make 2 paymeneto ons o mers peopie. Enter detais and ek Cantrus,
* Required Field

Enter Payment Details:
Enter the date payment is required, up fo 180 days in advance

Payment Date: |21/05/2021 = E oommarvry

Account Name - Account Number - M ilabl
From Account: Select An Account

These details will appear on YOUR statement

Particulars:
These details will appear on YOUR statement

Analysis Code:

Enter any reference nofes you require for this payment (not avallable for credi cards)

Transaction Note:
Y,

Create Many Single Payments: [ Gneck this box to create many single payments (in your account)

Save as Template: (] Save payment as template for future use?

These details will appear on the PAYEES statement.

Template Option:

Select Payees:
|_MyPayee List | |_NewPayee ] |_One OffPayee |

Select
All[None'

<4 Cancel l

Amount

Continue & |

Payee Name Account Number Particulars Analysis Code Reference

No Payees selected




Step 4.

Enter the details to
appear on your bank
statement. @

Note: Tick ‘Create
Many Single
Payments’ if you are
paying more than

one person and

wish to see them as
separate lines on your
statement.

s

BALANCES & REPORTING | PAYMENTS | INTERNATIONAL | ADMINISTRATION

Pay One or More People

Use this functon o make 3 payment o ons or mers people, Evierdafais 2nd

Enter Payment Details:

Payment Date:

From Account

DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGO

click Continus.
* Required Field

Enter the date payment is required, up to 180 days in advance
210512021 - Edoommryvy

‘Account Name - Account Number - Money Available:

Business Transaction Account - 03-0587- -000--$0.00 CR ~|*

Particulars:

Analysis Code:

Transaction Note:

These details vil appear on YOUR statement
ABC123
‘These details will appear on YOUR statement

niter any reference noles you require for this payment (not available for credi cards) Q

[Office Supplies|

Create Many Single Payments:

Template Option:
Save as Template:
Template Name

Select Payees:
My Payee List I New Payee I One Off Payee I

Select

RilNong"2¥ee Name Account Number

< Cancel '

(3 Gheck this box to croate many single payments in your accourt)

[ save ?a%mem as \em%\ ate for future use?

These details will appear on the PAYEES statement.
Particulars Analysis Code Reference Amount

No Payees selected

Continue >

Step 5.

Select One off
Payee. G

\\\s

BALANCES & REPORTING | PAYMENTS

‘Automatic Pays

Pay One or More People

Use ts function 1o make 3 pyment 0 on of mor people. Enter datais 31

Enter Payment Details:

Payment Date:
From Account:

Particulars:

Analysis Code:

Transaction Note:

Create Many Single Payments:
Template Option:

Save as Template:
Template Name:

Select Payees:

My Payee List | |_NewPayes | |_One Off Payee |

Select
AllNone’

<4 Cancel l

Payee Name Account Number

ADMINISTRATI( BOARD | MY PREFERENCES | FEEDBACK | HELP | L

clck Continue.
* Required Fiekd

Enter the date payment is required, up to 130 days in advance
2110512021 - Edoomminryyy

Account Name - - Money Available

Business Transaction Account - 03-0587- -000--$0.00CR v |*

‘These details will appear on YOUR statement
ABC123

These details vill appear on YOUR statement

nter any reference notes you require for this payment (not available for credit cards)
[Office Supplies|

[0 check his box to create many single payments (in your account)

O save ?E%mem as tem%\ ate for future use?

Particulars. Analysis Code Reference Amount

No Payees selected

Continue &



Step 6.

Enter the details
of the person
you're payingG
and then click
Continue. @

BALANCES & REPORTING

PAYMENTS | INTERNATIONAL

T

Pay One or More People

Enter Payment Details:

Template Option:

Select Payees:

Select "
Aniase [Paves Name Account Number Particulars
John Smith Ltd J[oo0 ] [ABC123

DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGO!

Enter the date payment s requiree, up to 180 days in 3dvance

Payment Date: [21/052021 |+ L] DDMMAYYY

Account Name - - Money Available.

From Account: [Business Transaction Account - 03-0587-

-000-80.00 CR v |*

These delais vil appear on YOUR statement
Particulars: |ABC123
These etais il appear on YOUR statement
Analysis Code:

(Office Supplies
Transaction Note:
4

Create Many Single Payments: (] Check this boxto create many single payments (in your account)

Save as Template: [] Save payment as template for future use?

My Payee List ] |_NewPayee ] |_One Off Payee

These details will appear on the PAYEES statement

* Required Field

Analysis Code Reference

Amount

| Copy( | Copy[invoice Copy  §

4 Cancet |

Continue >

100] F
Toar 10000 -
G

Step 7.

Check the payment
details are correct
before you click
Confirm. 0

BALANCES & REPORTING | PAYMENTS | INTERNATIONAL

Automatic Payments | Diract Dabits

Preview Payment

Review detsis nd click Corfirm o compiste paymen.

Payment Details:

Payee Details:
Payee Name
John Smith Lid

Payment Date: 21/05/2021

From Account: Business Transaction Account -- 03-0587-

Other Party Name: John Smith Lid
Particulars: ABC123
Analysis Code: Payment
Amount: $100.00
Transaction Note: Office Supplies
Create Many Single Payments: No

Account Number Particulars
03-0587- -000 ABC123

< Cancel l 4 Edit l

DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGO

-000

Analysis Code Reference
Invoice

Amount
$100.00

Total: $100.00

Confirm & H

Step 8.

A confirmation
message will be
displayed to confirm
the payment was
successfully created.

BALANCES & REPORTING

PAYMENTS | INTERNATIONAL

Automatic Payments | Direct Debits

Pending Payments

This s a lst of all payments awailing aulhorisation o scheduled for a fulure date. Use Select checkboxes o Authorise more than ane payment

Successful Submit:
Your payment on 21/05/2021 for $100.00 has been succassfully created. The payment nesds to be authorised before it wil be processed.

Payment Options:

Pay One or More People >>

Make A Tax Payment >>
Manage Payees >>

Select
AlllNone

(m] 21/05/2021

PaymentDate v  Payee Name

From Account

John Smith Enterprise ey

Business Transaction Account
-000

DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT]|

Search Payments List:
Payment Type:
Payment Status:

From: 211052021 | [ 1o [17/1172021 | 0] ((SEaien)

Particulars  Analysis Code  Reference  Status Type
Ready to
ABC123 Payment 38746805 Loa0tl®  payment

Amount

$100.00

Important: You have now created a payment. The payment still needs to be fully authorised before it can go
to the other party. See instructions on “How to authorise a payment in Business Online”.

Westpac New Zealand Limited.



