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1. Introduction

Welcome to NetTeller Business Banking.

This Quick Start guide is designed to help new and existing business banking user to understand the
range of features available to your Business.

The combination of NetTeller Business Banking and Holiday Coast Credit Union, gives you the ability
to take control of Business Banking needs.

View transactions and accounts;

Transfer funds;

Access Internet BPAY®

Create and print statements

Transfer funds to accounts with Holiday Coast or any financial institution
Schedule future bill payments

Multiple signature security available;

Create, view and edit batches from NetTeller or your own business accounting software e.g.
MYOB,;

Check interest earned on current or previous financial year;

Transfer funds to loan accounts;

Redraw advance loan repayments (available for eligible loan. Conditions apply);
Contact us securely online.
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2. Register for Business Banking

Visit www.hccu.com.au and click Access, Internet Banking, Register Today, Business Banking
Registration Form.

Internet Banking | Contact Us

@\HOLIDAYGQAST
) G o) (e (o) (e, Search HEoU

Access

Home / Access [ Intarmet Banking ¢

Registration Form.
Sign up now...

To register for Internet Banking, simply contact our Member Contact Centre on 1300 365 7 24 Monday to Friday
hetween 8:00am til 6:00prm and we'll have you online in minutes

If you need to register for our Internet Banking - Business Banking package you will need to complete and return the
Business Banking Registration Form,

Upan Registration if you require daily transfer limits greater than our standard values simply advise one of our friendly
staff and they can increase this for you.

Call us today on

| f
13003657 24 §

Select - Business Banking- Online Banking Application
e Click on online application Once you have completed the Business Banking form you will need
to sign and return to Holiday Coast Credit Union by dropping into your nearest branch, or Post
to Holiday Coast Credit Union Ltd, Private Mail Bag 9, Wauchope NSW 2446.

Internet Banking — Business Banking oate:

HOLIDAYCOA!
MEMBER NAME; WEMBER No:

Email A

ACCOUNT OPERATION
Oneto Sign____ Tus s Sign Qne o Signwaniag fo s2ad B3t wriout suirorssion

LIST AUTHORITIES REQUIRED [AGCESS)

Permissions Explained

MEMEER ACKNOWLEDSEMENT

IIPORTANT INFORKIATION

Haliday Coast Gt Union Lid FRINO328 - V51
ABN 84087850154 AFS & ACLNo. 240782 10 May 2012

@ Copyright 2008 Commercial in Confidence E&OE Page 4 of 58



O

HOLIDAYCOAST

credit union

3. Accessing Business Banking

After logging into Online Banking (NetTeller), access Business Banking from the NetTeller Menu by
clicking Business Banking

Quick Links: | View Accounts | eStatements |

ALERT: Y

Internal Transfer ‘Reference’ ¢ Card Activation
Open Savings Account # Card Cancallation

HCCU INTERNET BANKING TRAINING
1 COMMERCE STREET

WALICHOPE MSW 2446 :

‘working with account 12748858

Email: ubelongiBheeu. com.au;

| Accounts and Balances vour sccounts and balances on Tuesday, 12 June 2012% ak 07:574M are:

12748858
Hccu Internet Banking Training - Business Access {2 to sign} 41,000.00 current

$1,000.00 available

12743858.1
Hccu Internet Banking Training - Business Access (2 to sign) $250.00 current

$250.00 available

The following Menu Options will be displayed:
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4. Authority Passwords

Authority Passwords are assigned to individuals who perform operations via Business Banking.

Authorities can have the following permissions:

e Upload — upload a bank file created through accounting packages such, as MYOB, which conform
to bank file standards;

e Sign — sign a batch for job creation or sign a job for processing (see 8.7 To sign a batch and 9.4
To sign a Job:). This can be done at anytime from any computer, eliminating the need for
authorised persons to be present at the time of posting; and

o Delete — delete a batch or job.

These added permission levels allow Members to have greater control of what operations individuals
can perform. For example, account holders / signatories to a Membership would have permission to
perform all of the above operations whereas admin / clerical staff may only be allowed to create / edit
and upload batches with only those with signing authority able to post transactions.

41 Change Authority Password

Where an authority has been issued a new password, or where an existing password needs to be
changed, Business Banking users can alter the password in the “Change Authority Password” screen

To Access the Change Authority Password Screen, from the Business Banking menu, select Change
Authority Password.

Business Banking Click to Hide All I

m  Create Batch

m Review Batches

Ipload Bank File
Check Johb Status

Job History
Zhange Authority Passwaord I

Note:
Change Authority Password is not relevant for Sole Trader’s. Option is still available in
menu, however they will not be able to select an authority reference number.

@ Copyright 2008 Commercial in Confidence E&OE Page 6 of 58
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The change authority password screen will be displayed.

Member number: 127455
HCCU INTERMNET BANKING TRAINING working with account: 12745858

Change multiple authority password for member 127488

Autharity:

0ld Password: | |

Mew Password: | |

Confirm Mew Password: | |

CIlu:k to drag|

El-- [+l[s]el7[e]efo]-[=]oe |

[ ctear Ja fw]le|[r [ t]y]ulli]o IE---

| caps [[a [ | d I-El-lﬂlil
Shift |- l ||| Shift

Space

MNOTE: Passwiord must be at leask four {4) charackers, with a maximum of eight {3} charackers long, contain at least one number {0-93 and
one letter (A-Z, a-2), but no spaces. Remember your new password will be case sensitive,

Important: When Changing / Adding Passwords DO NOT use birth date or common sequential number patterns. Make
sure it is difficult for others to guess!

Select the authority from the drop-down list:

BREAD
BRAD

Note:

have requested to have sign on your account.

Your list of Authorties will display differently depending on the number of authorities you

@ Copyright 2008 Commercial in Confidence E&OE
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Using the Crypto KeyPad, enter the old password and click enter.

Click to drag|

T EEEEEE L
FEADoEAnNoNNEEN
EANADNAnAOnAEEE
ene L= [T o [oTnll [ LT o

Space

Using the Crypto Keypad, enter the new password and click enter (or click on the next password box).

Using the Crypto Keypad, reconfirm the new password and click enter (or click on submit).

The system will confirm that the password change has been successful.

Password processing report

Your new password details have been accepted.

cantinus

Copyright @ 1987-2012 by MetTeller Pty Ltd. Internet Banking*

Once you click on continue you will then be moved to your “view all accounts” page.

Note:

To move your Crypto keypad to another location simply click on the keypad background (not
on the keys) once. Move your mouse to the location you would like the crypto keypad to be
located and click once more to release the keypad. The Keypad will jump slightly after you

click on each key.
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5. Manual Batch Processing

Enhanced security functionality, such as multiple signatories, requires all manual transaction
processing within Business Banking to occur via batches. The batches can be made up of all Internal,
External, or BPAY transactions. But you will not be able to create a batch containing a combination of
Internal, External or BPAY transactions. Batches are also able to contain multiple ‘From’ accounts.

If you have created a batch that you require the same payee’s or Biller’'s regularly refer to 8.8 of this
manual

Once a batch is created, it will need to be signed to proceed from the batch stage to becoming a Job.

A job is the final stages of processing a batch. At the job stage, the batch has received its preliminary
signing and waits for all required authorities to complete the signing process.

Once the signing process has completed, the job will post in accordance with its release date.

5.1 Creating Batches

To create a batch, click on Create Batch in the Business Banking menu:

The Create a New Batch screen will display:

Create a new batch

Transfer Type:

Descripkion: | |

@ Copyright 2008 Commercial in Confidence E&OE Page 9 of 58



)

HOLIDAYCOAST

Select the Batch Type: Enter a Name for the Batch:
Internal s Internal %
Internal
External - aan
BPAY Pay Jan 2010
| cancel ” nexk ‘ ‘ cancel H nexk ‘

Click next to progress with the batch

riexk

You can now start adding the batch transaction details:

The previous steps will be the same for each batch type whether it be Internal, External or BPAY. For
further details on Internal Batches refer to 5.2, External Batches refer to 5.3 and BPAY Batches refer
to 5.4 of this manual.

Note:
When creating a batch you are only able to use the same type of transaction. For example you will
not be able to create a batch that contains both internal and external transactions.

@ Copyright 2008 Commercial in Confidence E&OE Page 10 of 58
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5.2 Creating an Internal Batch

HCCU INTERNET BANKING TRAINING  Member number: 127455

Create/Edit a batch

From afc: 12748858(Hecu Internet Banking Training - Business Access (2 to sign)) $1.000.00 +

To afc: 12748858.1 (Hocu Internet Banking Training - Business Access) ¥

Description: Manual

cancel save Selloa /
unselec:
From Account To Account Annourik Reference Edit | Delete | Include
cancel save select /
unselect

Select the account you wish the funds to come from, multiple from accounts are allowed. You then
select the account you wish the funds to be transferred to, from the drop down boxes provided.

Note:
The ‘From’ or “To’ account selection will also display accounts from other memberships that
have been linked to your current Business Banking membership for internal transaction
purposes. These additional accounts will not display on your view accounts page.

Once you have checked the transaction details and amounts for that one payment are correct select

update

Once this payment has been registered it will display at the bottom of the create a batch screen as
per below image.

From Account To Account Armount Reference Edit j Delete [ Include
12745855 127458555, 1 50,00 Sample edit | delete
l cancel H save select / l
unseled:

@ Copyright 2008 Commercial in Confidence E&OE Page 11 of 58
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If you are creating multiple payments in each batch repeat the previous steps to add transactions to
the batch. Batch details will now display as follows. Continue until all required transactions have been
added to the batch.

From Scoount To Account Armount Reference Edit | Delete [ Include
127435855 1274358558.1 25.00 Marual edit | delete
127455855, 1 12743558 15.00 Sample edit | delete

Business Banking will update the Batch Total field with the new transaction amount each time you
add a payment to the batch list list:

Descripkion: Manual

Batch Tokal: | |

Business Banking allows for multiple from accounts to be selected when creating batch transactions.
When each transaction is entered, a different from account can be selected from the drop down box.
When entering multiple transactions to a batch, you will need to reselect your ‘To’ and ‘From’
accounts for the next transaction. You will also need to type over the amount and reference details as
these will stay populated from the previous transaction. The batch transactions will display at the
bottom of the screen showing the multiple from accounts:

From Scoount To Account Armount Reference Edit | Delete [ Include
127435855 1274358558.1 25.00 Marual edit | delete
127455855, 1 12743558 15.00 Sample edit | delete

If you do not wish to proceed with creation of the new batch, click on the cancel button to exit the
batch creation process.

cancel

If you happen to update a transaction that is incorrect you can either edit or delete the transaction,
refer to 8.3 and 8.4 of this manual.
Once the batch transactions have been entered/altered, click the save button:

Save

@ Copyright 2008 Commercial in Confidence E&OE Page 12 of 58
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Business Banking will save the batch details and display a confirmation screen displaying the new

Batch ID

Your batch has been successfully saved.

Your batchID is 127488%16229%39543

Click on continue to see your current listing of batches.

Copyright € 1997-2012 by MetTeller Pty Lbd, Internet Banking®

Review the information the click the continue button:

conkinue

Business Banking will take the user to the Review Batches screen where the new batch will be

displayed:

HCCU INTERNET BANKING TRAINING Member number: 127458 [ Prirt [ l
Working with account: 12743858 =

logout m ]

‘Welcome to Internet Banking

Your Batches on Wednesday, 6 June 2012, at 11:144M, are:

Date Date

Total created __!_a_ss ___Iff_': Status Action

Batch ID Description Type IT:I:‘:E Batch Date

127485*%16229+39543 Internal 1 50,00 O&JUN1E 06JUNLE Awaiting Authorisation

127486*% 16222450288 30 External External 2 60,00 30MAY1Z  30MAYIZ2 Authorised
127486*%16222*446310 30 May Internal ! 84,00 S0MAYIZ  30MAYIZ Authorised
127486%16220*34034 28 may 12 BP&Y 1 50.00 Z8MAY12 ZEMAY1Z authorised
127486*%16220*%30062 28 external External 1 12,00 2EMAY1Z  28MAYI2 Authorised
127488%16220%30059 23 external External 1 12,00  28MAY1Z  28MAYiZ2 Batch submitted For Job authorisation
127486% 1622030052 28 external External 1 12.00  ZEMAY1Z  ZBMAY1Z Awaiting Authorisation
127436%16220%30038 28 external External 1 12,00 Z8MAY1Z  ZEMAYIZ fwwaiting Autharisation
127486*%16220%29621  28may Internal bl 34,00 ZEMAYIZ  ZEMAYIZ Authorised
127486%16214*36815  tuesdal4 BRAY 1 52.00  ZZMAY1Z  ZEMAY1Z Awaiting Authorisation
127486%16214*%35850 tuesdaylZ BRAY 1 23.00 ZEMAYIZ  2EMAYIZ Awaiting Autharisation
127486%16214*34424  tuesl Exkernal &) IR.00 0 ZEMAYIZ  ZEMAYIZ Autharised
127486*%16214*%34383 tues Internal 2 146,00  ZZMAYIZE  Z2ZMAYIZ Authorised
127486*%16213%43902  hmmm BRAY 2 7000 ZIMAYIZ  ZIMAYLZ Authorised

back to top

Note:
Go to section 8 to find how to view, delete, sign or edit a batch

@ Copyright 2008 Commercial in Confidence E&OE Page 13 of 58
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5.3 Creating an External Batch

For an external batch, complete section 5.1 of this manual, enter the account the funds are being
transferred from (refer to 6.1 if you wish to have multiple from accounts) and the account the funds
are being transferred to using the existing external account details in the drop down box. If the FTE
Payee is not available in your drop down list and/or is a new payee you will need to add them to your
list of available payee’s. Refer to 7.1 of this manual to create a new payee.

(note once payee selected information fields should pre populate. You will need to check the transfer
details as it is possible for you to alter the amount of the payment and your reference if required.)

Create/Edit a batch

From Account: 12748858(Hecu Internet Banking Training - Business Access (2 to sign)) $1.000.00

Select Payee BSE: (14 available)[Please select or enter below] v

Payee BSE (nnn-nnnj: l:l To add a new BSE click here: Add BB
Payee - Account Mumber: l:l

Payee - Accounk Marme: |

Amount of Payment: I:I
‘four Reference (17 chars, l:l
lirnity:

Description: Sample

cancel save Selloa 7
unselec
From .
Amounk Reference BSE AIC no. Mame Edit { Delete [ Include
Account
cancel save Selloa 7
unselec

update
Select after the details have been entered for each transaction.

Confirm update by clicking

Message from webpage g|

Yalid BSE
! Account Mo.: 12345

Reference: Brad
Amount: $150,00

@ Copyright 2008 Commercial in Confidence E&OE Page 14 of 58
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Once this payment has been registered it will display at the bottom of the create a batch screen as
per below.

(e Arnounk Reference BSB AJC no, Marme Edit [ Delete [ Include
Accounk
12748658 150.00 EBrad G0z2214 12345 Srnith edit © delete

select / l

cancel Save
l l l unselect

Once the batch transactions have been entered/altered, click the save button:

Save

Business Banking will save the batch details and display a confirmation screen displaying the new
Batch ID

Your batch has been successfully saved.

Your batchID is 127488%16229%39543

Click on continue to see your current listing of batches.

Copyright € 1997-2012 by MetTeller Pty Lbd, Internet Banking®

Review the information the click the continue button:

conkinue

Business Banking will take the user to the Review Batches screen where the new batch will be
displayed:

HCCU INTERMET BANKING TRAINING Member number: 127438 [ Prirt l
Working with account: 12745858 ®

logout m ]

‘Welcome to Internet Banking

Your Batches on Wednesday, 6 June 2012, at 11:144M, are:

Date Date
last last Status Action
saved posted

e No.in  Batch Date
Batch ID Description Type batch Total ereated

127466%16229*39543  Manual Internal 1 50,00 06IUNLZ 0EIUNLE Awaiting Autharisation
127488%16229*31829  Finalin Internal 2 37.00  DAJUM1Z  OBJUN1Z Authorised

127486*% 16222450288 30 External External 2 60,00 30MAY1Z  30MAYIZ Authorised

127486%16222#%46310 30 May Internal & 84,00 J0MAYIZ  30MAYIZ Authorised

127486%16220*34034 28 may 12 EP&Y 1 50.00 Z8MAY12 ZEMAY1Z authorised

127486%16220*%30062 28 external Exkernal 1 12,00 2EMAY1Z  28MAYI2 Authorised

1274858%16220%3005% 23 external External 1 12,00 28MAY1Z  28MAYLZ2 Eatch submitted For Job authorisation

127486% 16220730052 28 external External 1 ZEMAY1Z  ZBMAYIZ Awaiting Authorisation

127486*%16220%29621  28may Internal il 34,00 ZEMAYIZ  ZEMAYIZ Authorised
127486%16214*36815  tuesdald BRAY 1 52.00  ZZMAY1Z  ZEMAY1Z Awaiting Authorisation
127486%16214*%35850 tuesdaylZ BR&Y 1 23.00 ZZMAYIZ  Z2EMAYIZ Awaiting Autharisation
127486%16214*34424  tuesl External 3 FRO00 ZEMAYIE  ZEMAYIZ Authorised
127486%16214*34383 tues Internal 2 146.00 ZZMAY1Z  Z2ZMAY1Z Authorised
127486*%16213%43902  hmmm BRAY 2 7000 ZIMAYIZ  ZIMAYLZ Authorised

@ Copyright 2008 Commercial in Confidence E&OE Page 15 of 58
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5.4 Creating a BPAY Batch

For a BPAY Batch, enter the account the funds are being transferred from (to select multiple from
accounts refer to 6.2). Then enter the Biller details by selecting existing Biller details from the drop
down box or by entering new biller details in the “New Biller” Field, refer to 7.3 for details on how to
create a new biller.

Once the correct Biller has been entered, complete the Reference and Amount fields:

Create,/Edit a BPAY batch

From Account: 12748858(Hecu Internet Banking Training - Business Access (2 to sign)) $1.000.00 |+
Previous Biller (2 available)[Flease select or enter below] |+

R Biller: | |TD add a new Eiller click here: Add Mew Biller

Reference: | |

Amount; | |

Cescription: sample BPay
Batch Tokal: |
cancel save select /
unseled
From Accounk Eiller Reference Armounk Edit [ Delete [ Inclde
cancel save select /
unseled:

Once the transaction details have been entered, click the update Button after each transaction:

update
Confirm update by clicking

Message from webpage g|

N

Yalid BSE

Account Mo.: 12345
Reference: Brad
Amount: $150,00

Note:
When creating new BPAY billers refer to 7.3.

@ Copyright 2008 Commercial in Confidence E&OE Page 16 of 58
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Once this payment has been

per below.
From Account Eiller Reference Amounkt Edit j Delete [ Include
12745555 2155 0115147092 S0.00 edit  delste
1274558558.1 23796 2000049813753 23.00 edit  delete
cancel save select /
unseled

Once the batch transactions have been entered/altered, click the save button:

Save

Business Banking will save the batch details and display a confirmation screen displaying the new

Batch ID

Your batch has been successfully saved.

Your batchID is 127488%16229%50163

logout m

Click on continue to see your current listing of batches.

continue

Copyright € 1997-201Z2 by MetTeller Pty Lkd, Internet Banking®

Review the information the click the continue button:

| conkinue |

registered it will display at the bottom of the create a batch screen as

Business Banking will take the user to the Review Batches screen where the new batch will be

displayed:

Welcome to Internet Banking

HCCU INTERNET BANKING TRAINING Member number: 127488

Working with account: 12748358

oae @1

=T

Batch ID

127486%16229%39543

agE*1 E22o*31 820
127488* 16222450288
127488* 1622246310
127488% 1622034039
127486%16220%30062
127486%16220%30059
127486%16220%30052

127486"16220*30038

@ Copyright 2008

30 External
30 May

28 may 12
28 external
28 external
28 external

28 external

External
Internal
BRAY

External
External
External

External

¥our Batches on Wednesday, 6 June 2012, at 01:56PM, are:

= o B B

Date
created

06JUMN12
0EILINL

saved

06IUN12
0531

posted

| ALERT: You have Job(s) ready to Sian. ‘

Status Action

Awaiting Authorisation

&0.00
84.00
S0.00
12.00
12.00
12.00

12.00

S0MAY1Z
30MAYL1Z
ZBMAYLZ
2BMAY1Z
28MaY12
2BMAY1Z
2BMAY1Z

SOMAYLIZ
SOMAYLZE
ZEMAYLZ
26MAY1Z
28MAY1Z2
28MAY1Z2
ZBMAY1Z

futberized

Authorised E!

Authorised [Ced ]

Authorised

Autharised

Batch submitted for Job authorisation dit

Auwsiting Authorisstion

Auwaiting Authorisation

Commercial in Confidence E&OE
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6. Multiple ‘From’ Accounts in Batches

6.1  Multiples in Eternal Batches

If you are creating multiple payments in each batch repeat the previous steps in 5.3 to add
transactions to the batch. Batch details will now display as follows. Continue until all required
transactions have been added to the batch.

o Armount Reference B3E &) no, Mame Edit | Delete [ Include
Account

127458858 150,00 Brad S02214 12345 Srnith edit | delete
127485858, 1 21.00 may S02214 35435 best edit | delete

Business Banking will update the Batch Total field with the new transaction amount each time you
add a payment to the batch list:

Descripkion: Manual

Batch Tokal: | |

Business Banking allows for multiple from accounts to be selected when creating batch transactions.
When each transaction is entered, a different from account can be selected from the drop down box.
The batch transactions will display at the bottom of the screen showing the multiple from accounts:

e Armount Reference B3E A1 no, Mame Edit | Delete | Include
Account

127485855 150.00 Brad 02214 12345 amith edit  delete
127485855, 1 21.00 may 02214 35435 besk edit  delete
127485855, 1 22,00 ZE2E2EEE 02214 595121 May edit © delete

If you do not wish to proceed with creation of the new batch, click on the cancel button to exit the
batch creation process.

cancel

When you click on “Cancel” you will be taken to the “Review Batches” page.

If you happen to update a transaction that is incorrect you can either edit or delete the transaction.
Refer to 8.3 and 8.4 of this manual.

@ Copyright 2008 Commercial in Confidence E&OE Page 18 of 58
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6.2 Multiple BPAY Transactions

If you are creating multiple payments in each batch repeat the steps in 5.4 to add transactions to the
batch. Batch details will now display as follows. Continue until all required transactions have been
added to the batch.

From Account Biller Reference Armount Edit | Delete [ Include
12745858 2185 0115147092 S0.00 edit | delete
12745858 23796 200004951 3753 23.00 edit | delete

Business Banking will update the Batch Total field with the new transaction amount each time you
add a payment to the batch list:

Descripkion: Sample

Batch Total: | |

Business Banking allows for multiple from accounts to be selected when creating batch transactions.
When each transaction is entered, a different from account can be selected from the drop down box.
The batch transactions will display at the bottom of the screen showing the multiple from accounts:

From Account Biller Reference Armount Edit | Delete [ Include
12745858 2185 0115147092 S0.00 edit | delete
12745858 23796 200004951 3753 23.00 edit | delete

If you do not wish to proceed with creation of the new batch, click on the cancel button to exit the
batch creation process.

cancel

When you click on cancel, you will be taken to the “Review Batches” page.

If you happen to update a transaction that is incorrect you can either edit or delete the transaction.
Refer to 8.3 and 8.4 of this manual.

@ Copyright 2008 Commercial in Confidence E&OE Page 19 of 58
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7. Creating and Deleting Payees and Billers

7.1 To Add FTE Payees

If you are not already in a batch with existing payee’s already updated as a transaction, please refer
to and complete section 5.1 of this manual, make sure you select batch type as external. Batch name
may be “Adding new FTE’s”, select next as you would when creating a normal batch . Click on Add
BSB as highlighted below.

Payee BSE (nnn-nnnj: Toadd a ni BSE click here: Add BSE I
Pavee - Account Mumber:

Payee - Account Mame: |

Arnount of Payvment: I:l
lirnity:

Once you have clicked on Add BSB the following screen will display

Create a new FTE BSE

BSE (o | |

Account Murmber: | |

Account Mame: | |

Reference: | |

Arnount of Firsk Payment: | |

l clear l update

Enter the BSB, Account Name and Account number for the New Payee. Enter the reference for the
Payee. This will be the default reference displayed when making payments to this payee. Enter the
amount of the First Payment. This will be the default payment amount displayed when making
payments to this payee.

Create a new FTE BSB

BSE (oo | anzetd |
Account Mumber: [123456 |
Account Mame: |Mary Poppins |
Referance: | Wages |
Amaount of First Payment: | 50 |

Select

@ Copyright 2008 Commercial in Confidence E&OE Page 20 of 58
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The following page will display. Select the “TAPwd” code from the dropdown box provided and using
the Crypto keypad

BSB DETAILS
BSB 802214
Account Mumber 123456
Account Mame Smith
Please ensure you have your mobile phone with you if you are using SMS security.

Please select your security option from the dropdown list

Your one time password may take up to 90 seconds to be delivered to your mobile phone.

submit cancel

Note:
Refer to page 8 for an outline of how the crypto keypad works.

Click on | ot | The following screen will display to confirm the action. Click on Continue

Your BSB details have been submitted for updating.

conkinue

Copyright © 1997-2012 by MetTeller Pty Led, Internet Banking®

Note:

If creating a new FTD Payee as the first transaction on a batch once you select continue you will
be taken to the “View all Accounts” page. This will not create a new batch even though you have
given it a name.

If you have already updated your batch with existing FTD Payees, once you select continue you
will be back on the at the batch you have been working on. You will then need to go to ‘Select
Payee BSB’ the new payee you have just saved will be saved in the drop down list.

@ Copyright 2008 Commercial in Confidence E&OE Page 21 of 58
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7.2 To delete a FTE Payee
From the transfers menu, click the Delete FTE BSB
-
The system will display the existing Payees for the Business Banking User.
Welcome to Internet Banking
Wour External Pavees on Wwednesday, & June 2012, at 01:43PM, are:
Numhber BSB Account Name :ﬁﬁ?;:: :2;?:_':2'2: Flast Iﬁaair':nent Reference Option
1 802214 Again 9ETESIES 12,00 285
2 802214 charlens 127019 Z3.00 123
3 BOZZ14  guy 45679 13,00 13

From the listing, select the Payee you wish to delete and click the delete option on the left hand side
that corresponds to the payee being deleted.

3 802214 quy 45679 13.00 13 I

The System will confirm the deletion
Message from webpage |g|

BSE: 506036

Accounk Marme:Mrs MetTeller Smikh
Account Number: 995566

Lask amount: 0,00

Last Pavrnent: _

D] } Are wou sure wou wank ko delete this BSET
-

[ Ok, ﬂ[ Cancel ]

Click OK to continue or Cancel to discontinue with the deletion process.

@ Copyright 2008 Commercial in Confidence E&OE Page 22 of 58
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The system will confirm the Payee details have been deleted.

Your BSB details have been submitted for updating.

continue

Copyright © 1997-2012 by MNetTeller Pty Ltd, Internet Banking™®

You will come back to the home page

logout

Note:
Please be aware that above images are for illustration purposes only.
Transaction details may vary depending on the type of batch.

@ Copyright 2008 Commercial in Confidence E&OE
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7.3 To add BPAY Billers

If you are not already in a batch with existing payee’s already updated as a transaction, please refer
to and complete section 5.4 of this manual to create a BPAY Batch. Click on “Add New Biller”. Select
the account you would like the BPAY Biller to be paid from. Manually type in the billers code in the
new biller section. Type in the reference provided on your bill in the Customer Reference Number
section. Enter the amount.

If you have multiple accounts with the same biller e.g. phone company and one of these accounts has
already been added to your list of billers please pay special attention to the reference code and
amount.

Create New BPAY Biller

Fram Accaunt: 12748858(Hecu Intermet Banking Training - Business Access (2 o sign)) $1,.000.00 +

Biller Code: | |

Custamer Reference | |
Murnber:

Armount: | |

l clear I update

Click the Update button to continue with the creation or click on clear to remove the information from
the screen and begin the creation process again.

Note:

If creating a new BPAY Biller as the first transaction on a batch once you select continue you will
be taken to the “View all Accounts” page. This will not create a new batch even though you have
given it a name.

If you have already updated your batch with existing BPAY Billers, once you select continue you
will be back on the at the batch you have been working on. You will then need to go to ‘Previous
Biller’ the new payee you have just saved will be saved in the drop down list.

@ Copyright 2008 Commercial in Confidence E&OE Page 24 of 58
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7.4 To Delete a BPAY Biller
Click on Delete BPAY Billers in the BPAY menu

BPAY Click o Hide Al I

m Delete BPAY Billers

The system will display the existing Payees for the Business Banking User.

logout ml

l Print -5, l

HCCU INTERNET BANKING TRAINING  Member number: 127458
1 COMMERCE STREET

WELICHOPE N3 2446

Ernail: ubelong@hcou, com, au;

| ALERT: You have Jobis) ready to Sign. |

Welcome to Internet Banking
‘YYour BRAY Billers on wednesday, 6 June 2012, at 02:12FM, are:

Last Last

Customer

Number From a/c Biller Code Biller Name Ref Payment Payment Option
glerece amount Drate
1 12748858 2188 2188 0115147092 50,00 30 MY 2012
2 12748858 2379 2379 2000049313783 23.00 30 MAY 2012
back to kop

From the listing, select the Biller you wish to delete and click the delete option on the left hand side
that corresponds to the payee being deleted.

! 12748855 2188 2188 0115147052 50,00 30 MAY 2012

The System will confirm the deletion
Message from webpage [5_<|

9P Are wou sure vou wank to delete this BPAY Biller?
“'\‘!) From Account:514
Biller Code: 2004
Biller Mame:BROOME LIGHT

Armounk: 50,30
Date lask paid: _

| (o]4 |[ Cancel ]

Click OK to continue or Cancel to discontinue with the deletion process. The system will then confirm
the Biller details have been deleted

Your BPAY history biller details have been updated. gL m

Copyright © 1997-2012 by MetTeller Pry Lkd, Internet Eanking®

Note:
Please be aware that above images are for illustration purposes only. Transaction details may vary
depending on the type of batch.
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8. Review Batches

This menu item will display the ‘List All Batches’ screen, which holds a list of all batches saved on the
host. This includes Internal, BPAY and External batches, along with uploaded Bank Files. The user
will be able to View, Edit, Delete and Sign batches from this screen depending on the status and type
of batch being selected.

To review batches click on Review Batches in the Business Banking menu:

Business Banking will display a listing of the current batches and details such as the total number of
transactions in a batch, batch total, last posted date, etc.

HCCU INTERMET BANKING TRAINING Member number: 127458
Working with account: 12748353

logout ﬂl

l Print “

Welcome to Internet Banking
Your Batches on Wednesday, 6 June 2012, at 02:30PM, are;

| ALERT: ‘You have Jobis) ready bo Sign. |

Date Date

Batch ID Description Type : :E ;: E_lrat::'::af: cre[a)?zg last last Status Action
saved posted

127458%16229%50163  Sample BPay — BPAY 2 7300 0RIUMLZ  DEJUMIZ Awaiting Authorisation [ wiew |[delets][ sign ][ edit ]
127488%16229%39543  Manual Internal 1 5000 OBJUMLZ  OBJUMIZ fwatting Authorisation [ view ][delete ][ sign |[ edit |
127468 16229%31629  Final in Internal 2 700 ORINIZ  O6IUNIZ Authorised

127468 16222%50288 30 External  External 2 EDO0 GOMAYIZ  30MAY1Z Autharised

127488% 16222446310 30 May Internal 3 400 J0MAYIZ  A0MAYLZ Authorised

1274B8% 16220%34034  ZBmay 1z BRAY 1 G000 ZEMAYIZ | EBMAYIZ Authaorised

127468 16220%30062 28 external  External 1 1200 ZEMAVIZ  ZEMAYIZ Authorised

127486% 16220%30059 2B external  Externl 1 lz0o  28Maviz || ZEMAYL2 Batch submitted for Job authorisation
127488*16220%30052 26 external  External 1 1200 ZEMAYLZ  ZBMAY1Z Awaiting Authorisation [ view |[delete |[ sign |[ edit ]
127488* 16220%30038 28 external External 1 12,00 Z2BMAVIZ  2E8MAY1Z Awaiting Authorisation [ view |[delete ][ sign ][ edit |

For an overview of the fields displayed in the Business Banking, refer to the Fields and Status
Description section 13 of this manual

The Review Batches screen will also provide access to reviewing, editing and posting options.

Date Date
last last Status Action
saved

_ Mo.in  Bakch Date
Batch ID Description Type batch Total T oy

posted

12748a%16229*50163  Sample BRay  BPAY 2 FIO0 DEIUMLZ  DEIUMLZ Awaiting Authorisation [Cwiee ] [delete ][ sign ][ edit |

@ Copyright 2008 Commercial in Confidence E&OE Page 26 of 58
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8.1 To view transactions in a batch

Click on the view button that corresponds to the batch you are reviewing:

Date Date
last last
saved posted

_ Mo.in  Bakch Date
Description Type batch

Batch ID Total created

127468%16229%50163  Sample BPay BPAY Z 7300 0aJUM1z 0aIUMN1Z Awwaiting Authorisation

Business Banking will display the batch and transactions details:

HCCU INTERMET BANKING TRAINING Member number:1 27435
Working with account: 12745558

Welcome to Internet Banki

Batch ID Description Date last saved Transactions Batch Total Type
127485%16229%50163  Sample BPay 06062012 & 73,00 BP&Y
Sub Batch Id Transaction Number Amount From Account Biller Code Reference
i 1 S0.00 12748855 2153 0115147092
i Z Z3.00 12748858.1 23798 2000049515753
< Back

Status Ackion

delete || sign || edit

l Print ’l”/ ]llogout El

| ALERT: You have Job(s) ready o Sign. |

For an overview of the fields displayed in the Business Banking, refer to the Fields and Status

Description section 13 of this manual

@ Copyright 2008 Commercial in Confidence E&OE
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8.2 To edit a batch

Click on the edit button that corresponds to the batch you are reviewing:

Date Date

_ Mo.in  Bakch Date -
Batch ID Description Type batch Tt el last last Status Action

saved posted

127485%16229%50163  Sample BPay  BPAY 2 7300 OBIUMLIZ  O6IUM1Z Awaiting Authorisation [view |[delete ][ siar{][ edit |

An editing screen, the same as when loading new batch transactions, will be displayed:

Create /Edit a BPAY batch

From Account: | 12748858(Hccu Internet Banking Training - Business Access (2 to sign)) $1.000.00 +
Previous Eiller | (2 avvailable)[Please select ar enter below] V|

e Biller: | | To add & new Biller click here: Add New iler

Reference: | |

Arnount : | |

Descripkion: Sample BPay
Batch Total: | 73.00 |
cancel save seleat
unseledct
From Account Eiller Reference Amounk Edit / Delete § Include
12748858 2188 0115147092 50,00 edit  delete
127455855.1 23796 200004951 3753 23,00 edii  delete
cancel save seleat
unseledct

From the transaction listing at the bottom of the screen, click the edit option that corresponds to the
transaction being reviewed:

From Account Biller Reference Armount Edit | Delete [ Include
12745855 21588 0115147092 S0.00 edit | delete
12748558, 1 23796 200004951 3753 23.00 edit ~ delete

@ Copyright 2008 Commercial in Confidence E&OE Page 28 of 58
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8.3 To edit a transaction in a batch:

Locate the transaction in the listing then click the edit option

12748853 2158 0115147092 50.00 m Helate

The transaction will be removed from the transaction listing and the details will populate the
transaction creation fields.

This allows the user to edit any of the transaction details, as well as add new transactions to the
Batch:

From Account: 12748858(Heou Internet Banking Training - Business Access (2 to sign)) $1.000.00 w
Previous Biller (2 available)[Flease select or enter below]

Mew Biller: | |T|:| add a new Eiller click here: Add Mew Eiller

Reference: | |

Arnounk; | |

Description: Sample BPay

Batch Taokal: |

select / |

cancel SAVE
unselect

Once the transaction details have been entered, click the update button:

update

Business Banking will update the Batch Total with the new transaction details and the transaction will
be again displayed in the Batch Transaction listing at the bottom of the screen.

Click save to confirm the changes to the batch

SaVE

Note:
Any changes that have been made and saved to a batch that has been signed by all or signed by
one authority will then need to be signed again by all required authorities for the changed to take
effect.
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8.4 To delete a transaction from a batch:

Locate the transaction in the listing then click the delete option

12748853 2158 0115147092 50.00 edit

An advice will appear advising you will need to save the batch to permanently delete the transaction:

Message from webpage [§|

Delete Transaction?
L] (To permanenthy delete this transaction
wol must also save the bakch)

| ok |[ Cancel ]

Click OK to continue or Cancel to exit this function

Once deleted, the transaction will be removed from the transaction listing at the bottom of the page:

From &ccounk Biller Reference Armount Edit J Delete | Include

12748558,1 237596 200004951 3783 23.00 edit  delete

select / |

cancel save
unseled

Click save to confirm the changes to the batch

SaVeE
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8.5 To include or exclude a transaction from a batch:

Locate the transaction in the listing then click the Include check box to either include the transaction

or exclude the transaction from the batch.

Click save to confirm the changes to the batch

To select all transactions for inclusion/exclusion from a batch, click the select/unselect button:
select /
unselect

The system will automatically update the Include check box for all transactions in the batch and adjust
the Batch Total to reflect the new total value of the batch:

' |
Batch Total: Biakch Tokal:
select/ select /
cancel save Ebe e I = unselect
[ Amount Reference BB AfC no. Hame Edit / Delete | Include e Amount Reference i} AJC o, Hame Edit | Delete | Include
Account Account :
1z7g858  30.00 3005 602214 975438t May Test edit_{ delete: 12748858 30.00 3005 802214 9754364 May Test edi: | delete
12748858 30.00 a0 sozzlq 3562l Testing Again May edit_{ delete: 1Z7486858  30.00 30 602214 35621 Testing Again May edit - delete
17748858 22.00 22zzerz2 s02zl4 895121 My e i 12748858 22.00 20222222 802214 895121 May edit_ delate
12748855 150.00 Brad 802214 12345 Smich edi: RS 12748858 150,00 Erad 802214 12345 Swith edic  delete
R ——
select /
o o

To save changes to a batch, once the batch transactions have been entered/altered, click the save
button:

Save
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8.6 To delete a batch

Click on the delete button that corresponds to the batch you are reviewing:

Date Date

_ Mo.in  Bakch Date
Batch ID Description Type batch Total T oy

last last Status
saved posted

127488%16229*50163  Sample BPay  BRAY 2 7300 OEIUNLZ  ORJUMIZ Buaaiting Authorisation [Cwiew W delete |[Bsign |[ edit |

Business Banking will request authorisation to perform the deletion:

Member number: 177455

HCCU INTERNET BANKING TRAINING wWorking with account: 12748558

Delete Bank File Batch

send one
fime password

Token Yalue: | |

W iE

[ subrnik l [ clear transactions

From the drop down box, select the Authority ID then enter the correct Authority Password:

Delete Bank File Batch

- send one
Token: Please selecta device v hirme password

= select a device
BRAD - BBAuth Crypto
Token ¥alue: |15y BB Auth Crypto

Ra=
transackions

l subirnit “ clear

Once the device details and password have been entered, the system will confirm the deletion has
been successful and the batch will no longer be visible in the review batches screen.

Batch Deleted Successfully

Member Number: 127488

Batch Id: 127488%16214%35850

conkinue

Copyright © 1997-201Z2 by NetTeller Pty Lbd, Internet Banking®

You will then be back at the ‘Review all Batches’ page.
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8.7 To sign a batch

Where the business banking action requires transactions to be authorised after being signed (or
submitted for processing), the authorisation can be done at anytime from any computer, eliminating
the need for authorised persons to be present at the time of posting.

Click on the sign button that corresponds to the batch you are reviewing:

_ Date Date
Mo.in  Bakch Date -
batch  Total created last last Status Action
saved posted

Batch ID Description Type

127466*16229*50163  Sample BPay  BPAY 2 7300 OAIUNIZ  O6IUMIZ furaiting Autharisation

Business Banking will request additional information to complete the signing step:

HCCU INTERNET BANKING TRAINING Member number:127453 B >
Print "% logout
Working with account: 127485858 =
Welcome to Internet Banking
Batch '127488%16229*50163" is ready to be signed ‘ ALERT: You have Joh(s) ready to Sign. |
Batch ID Description Date last saved Transactions Batch Tatal Trpe
127488%16229*50163  Sample BPay 06 JUN 2012 z F3.00 BRAY

2 Authorities are required to sign the batch before it can be processed successfully,

Authority Name DateTime Signed Device Used

Mo entries on file

Token: | Flease selectadevice v :]

wiew

[ subrmit “ clear transactions

Enter the Release Date for the batch being signed:

Release Date: | | |

Token: Flease select a device

Token ¥alue:

Release Date: |21 JUN 2012

Token: | Flease selectadevice ¥

@ Copyright 2008 Commercial in Confidence E&OE Page 33 of 58



O

HOLIDAYCOAST

From the drop down box, select the Authority ID then enter the correct Authority Password:

Release Date: | |

Token: Flease select a device |

Token ¥alue: | |

Multiple Signatories

Once the device details have been entered, the system will confirm the batch has been successfully
signed. The batch will become a Job and will be visible in the “Check Job status Screen” ready for
further authorisation. Refer to section 9 of this manual, the following alert will display when a job is
waiting to be signed

ALERT: You have Job(s) ready ko Sign,

If an authority attempts to sign a batch they have already signed for the following message will display

BEW3.0 - Member has already signed this batch

Any to sign
Once the device details have been entered, the system will confirm the batch has been successfully
signed. The batch will be posted.

Job Signed Successfully

Member Humber: 127488
Authority - Token: TRCY - BBAuth Crypto

Job Id: 12748871 622073005971

continue

Copyright @ 1997-2012 by MetTellsr Pty Lkd, Internet Banking®
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8.8 Forward Dating a Batch

Refer to 6.3 of this manual ‘Signing a Batch’. To forward date a Batch simply enter the release date
required for this batch. This can be authorised up to 90 days in advance as you require.

8.9 Creating a Regular Batch

As a Business Banker you will often be required to process the same or similar batches on a regular
basis. To save time you do not need to worry about creating a whole new batch each time. You can
go to Review Batches and select the original batch once it has been authorised. Edit and update the
batch as required. Refer to all sub-points within section 8.2 of this manual should you require further
clarification on any of the editing/updating processes. Complete as a regular batch.
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9. Check Job Status

This section is not relevant for Sole Trader or One to Sign memberships.

This menu item holds a list of un-posted jobs. This includes Internal, B-Pay and External jobs, along
with Bank File jobs. The user is able to Sign and Delete jobs from this screen depending on the status
and type of job being selected.

To check the status of a job, click Check Job Status in the Business Banking menu:

Business Banking will display a listing of all Job ID’s as well as details such as the total number of
transactions in a batch, Batch Total, Last Posted Date, etc.

HCCU INTERNET BANKING TRAINING Member number: 127435
Working with account: 12748855

Welcome to Internet Banking
‘four Jobs on Thursday, 7 June 2012, at 08:044M, are;

Release Total Batch Lot

Posted Unposted Audit

CES.HpELL Date  Trans. Total Type PD;';: Trans. Trans. ' History WIE BEL
_
127488 16229%30543%1  Manual 200012 1 5000 Internal 0 1 Authorise all
elele
back to top

Additional displays are available to allow users access to more detailed information about jobs. This
information is accessed from the columns on the right of the batch details highlighted above.

For an overview of the fields displayed in the Business Banking, refer to the Fields and Status
Description section, section 13 of this manual
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9.1 To view the Audit History

To view the Audit history for a job, click on the view button, in the Audit History column, that
corresponds with the job you are reviewing:

127486%16220°30543%1  Manual 20IUM12 1 S0.00  Internal i 1 Authorised - all
-BEE

A pop-up screen will appear showing the history for the selected job:

| e e
HZCU IMTERMET BAMKING TRAINING

WALICHOPE RSW Member number: 127488
2446

Listing of Audit History Entries
The enkries For Job 127485%16229%39543*% 1 on Thursday, 7 June 2012, sk 08:04AM, are:

Date Time Activity Authority Token Id
06 JUM 2012 10:59 Sigred BRAD 127488[1

For an overview of the fields displayed in the Business Banking, refer to the Fields and Status
Description section, section 11 of this manual

9.2 To view all transactions in a Job

To view all transactions in Job, click on the all option in the view column that corresponds with the job
you are reviewing.

127486%16229%39543° 1 Manual 201012 1 5000  Internal ] 1 Authorised all
-EEE

Business Banking will display a list of all transactions in that job:

HCCU INTERNET BANKING TRAINING Member number:127438 l print % l s m ]
Working with account: 127458853 ’
Welcome to Internet Banking
Job ID Description Release Date Posted Date Transactions Job Total Type
127485*16220%30052%1 26 external 0& U 2012 4 1597.00 External
Sub JobId  Transaction Number Amount  From Account BSE  Todccount  Reference Status
i 12,00 12748858 802214 B5446 testing BE-SUEMIT
2 23,00 12748858 G02214 127019 123 BE-SUEMIT
) 150,00 12748855 B02z214 12345 Erad BE-SUEMIT
& 12,00 12748858 802214 64553 28 BB-SUEMIT
<« Back
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9.3 To Action a Job

The Check Job Status screen allows for Jobs to be actioned in two ways, sign or delete:

HCCU INTERNET BANKING TRAINING Member number: 127435
Working with account: 12748855

logout ml

l Print ‘?/., l

Welcome to Internet Banking
‘four Jobs on Thursday, 7 June 2012, at 08:044M, are;

Release Total Batch Posted Unposted Audit

CES.HpELL Date  Trans. Total te Trans. Trans. History WIE BEL
- -sign
127488*16229439543% 1 Manual 201UM12 1 50.00  Internal ] 1 Adthorised
elele
back to top

9.4 To sign a Job:

Where the business banking action requires transactions to be authorised after being signed (or
submitted for processing), the authorisation can be done at anytime from any computer, eliminating
the need for authorised persons to be present at the time of posting.

To sign a job from the Check Job Status screen, click on sign option in the Action column that
corresponds with the Job you are reviewing.

[sian | |

127486%16229%39543° 1 Manual 201012 1 5000  Internal ] 1 Authorised

Business Banking will request additional information to complete the signing step.

HCCU INTERNET BANKING TRAINING Member number:1 27458
Working with account: 12748858

logout m]

[ Print IF’ l

Welcome to Internet Banking

Job "127488%16220*30052*1" is ready to be signed

Job ID Description Date last saved Transactions Job Total Type

1274864 162203005241 28 external 07 JUN 2012 4 197,00 External

2 Authorities are required ko sign the job before it can be processed successfully.

Authority Name Date/Time Signed Device Used
127458 07 JUN 2012 08:14 1274881

Release Date: 08 JUN 2012

Token: FPlease selecta device il

I subrmit ” clear

transactions
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From the drop down box, select the Authority ID then enter the correct Authority Password:

Release Date:

|08 JUN 2012 |

Token:

Token Yalue:

send one

Fime pas sword

Once the device details have been entered, the system will confirm the job has been signed.

When the final Authority has signed the job, Business Banking will confirm the Job is posted
and the job will be posted on the release date.

Posted jobs will appear in the Job History screen

¥elcome to Internet Banking

‘our Jobs on Thursday, 7 June 2012, at 03:254M, are:

Description

Last
Type Posted
Date

Total Batch
Trans. Total

Unposted
Trans. History

Audit

127488%16220%30052%1 28 external 4 197.00  External 0 4 authorised [ view | [all] [failed] [posted)

1Z7456"16229%50163%]  Sample BPay 2 7300 BPRAY 0 2 puthorised [ wiew | [all][failed] [posted]

127488%16220%30059*1 28 extarnal 1 1200 External 0 1 puthorised [ view | [l [failed] [posted)
Note:

rejected.

then be uploaded again.

If one of the transactions in the batch rejects during the upload process, the entire batch will be

An uploaded batch cannot be edited with the Business Banking software. In the event that there is
incorrect data in the file, the batch will need to be deleted and the file updated. The bank file can

@ Copyright 2008
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9.5 To delete a Job:

Enhanced security functionality through the batch creation process, requires transactions to be edited
during the batch stage. Once the batch has been signed and becomes a job, users don’t have the
option to delete transactions from a Job. In the event that a transaction in a job is incorrect, the Job
will need to be deleted and the batch recreated.

To delete a job from the Check Job Status screen, click on the delete option in the Action column that
corresponds with the Job you are reviewing:

T
127486%16229%39543° 1 Manual 201012 1 5000  Internal ] 1 Authorised

Business Banking will request additional information to complete the deletion step:

ovos ]
Member number: 127455
HECLELRIERNET: S8R BARCER AR s Working with account: 12743353

Delete Job

Token: | Flease selectadevice v |

Token Yalue: | |

i e

l submik H clear transactions

From the drop down box, select the Authority ID then enter the correct Authority Password:

Token: Flease select a dewvice

Token ¥alue: | |

Once the device details have been entered, the system will confirm the Job has been successfully
deleted. The Job will no longer be visible in the Check Job status screen
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10. Job History

Business Banking allows users to display the history of Jobs created.

To access this information, click on the Job History option from the Business Banking menu:

Business Banking will display a list of Jobs, including details such as the total number of transactions
in the Job, batch total, last posted date, etc.

HCCU INTERNET BANKING TRAINING Member number: 127455 I print 8 l
Working with account: 12748358 =

logout Hl

Welcome to Internet Banking
“our Jobs on Thursday, 7 June 2012, at 08 324M, are:

Release Total Batch Tore Pu;‘::; Posted Unposted Status Audit
Date Trans. Total yP Date Trans. Trans. History

Description

127488%16220%30052%1  28external  OBJUNLZ 4 19700  External i 4 Adthorised
127486%16229%50163%1  Sample BPay  07JUN1LZ 2 7300 BRAY 1 2 Authorised [
127488%16220%30059%1 2B external  217UN1Z 1 1200  External i 1 Authorised
127455%16229%31629%1  Finalin 08IUNLZ z 3700 Inkernal a 2 Autharised
127488%16222%52459%1  sdfa 31MAY1Z 1 s0.00  Internal 0 1 Authorised |
127468%16222%51010%1  30EPAY MY 12 2 730D EPAY o 2 Adthorised
127486%16222%502686% 1 30 External  01JUNLZ z 6000 External i 2 Adthorised Em|
127488%16214%34383% 1 tues 30MAY12 Z 14600 Internal i 2 Authorised
127488%16222%46310%1 30 May 30MAY1Z 3 8400 Internal i 3 Adthorised [al]
127488%16220%34034%1 28 may 12 28MAY12 {5000 BRAY i 1 Authorised
127486%16220%30062%1 28 external  28MAYIZ 1 1200  External i 1 Authorised [z
127488%16220%28621%1  Z8may 28MAY1Z 3 3400 Internal i 3 Authorised
127455%16214%34424% 1 tuesl zz2Mavlz 1 100 External [ 1 Adthorised
127488%16213%48909%1L  hromm 21MAY1Z 2 anon ERAY 0 2 Adthorised [an]
back to top

Additional displays are available to allow users access to more detailed information about Jobs. This
information is accessed from the columns on the right of the batch details:

Last .
Release Total Batch Posted Posted Unposted Status Audit

Date  Trans. Total Type Trans. Trans. History
Date

Description

127485%16220*30052%1 28 external  0BIUNLZ 4 197.00  External i 4 adthorised [ view | [all] [failed] [posted]
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10.1 To view the Audit History

To view the Audit History for a job, click on the View button, from the Audit History column, that
corresponds with the Job you are reviewing.

127488%16220%30052%1 28 external  08JUNLZ 4 19700 External 0 4 nuthorisedm [all] [Failed] [posied]

A pop-up screen will appear showing the Audit History for the selected Job:

e ra—— s
HCCU INTERMET BARNEIMNG TRAININMG

WAALICHORE M3 Member numbier: 127488
2446

Listing of Audit History Entries
The entries for Job 127488%16220%30052%1 on Thursday, 7 June 2012, ak 08:324M, are:

Date Time Activity Authority Token Id
07 Jun 2012 o514 Sigred BRAD 127488(1
07 Jun 2012 08:22 Sigried TROY 127488|2

For an overview of the fields displayed in the Business Banking, refer to the Fields and Status
Description section, section 13 of this manual

10.2 To view specific transactions in a job:

To view the specific transactions for a job, click on the appropriate option in the view column that
corresponds with the Job you are reviewing.

=]

4 futhorised i I . failed] [posted I

127488%16220%30052%1 28 external naiuniz 4 19700  External
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10.3 To View all Transactions in a Job

To view all transactions in Job, click on the all option in the view column that corresponds with the Job
you are reviewing.

127488%16220%30052%1 2B external  DBILUNLZ 4 19700  External 0 4 Authorised [an] [[iled] [posted]

Business Banking will display a list of all transactions in that Job:

HCCU INTERNET BANKING TRAINING Member number:127438 l print % l s m ]
Working with account: 127458853 e
Welcome to Internet Banking
Job ID Description Release Date Posted Date Transactions Job Total Type
127485*16220%30052%1 26 external 0& U 2012 4 1597.00 External
Sub JobId  Transaction Number Amount  From Account BSE  Todccount  Reference Status
i 12,00 12748858 802214 B5446 testing BE-SUEMIT
2 23,00 12748858 G02214 127019 123 BE-SUEMIT
) 150,00 12748855 B02z214 12345 Erad BE-SUEMIT
& 12,00 12748858 802214 64553 28 BB-SUEMIT
<« Back

10.4 To list all failed transactions in a Job:

To view all failed transactions in Job, click on the all option in the view column that corresponds with
the Job you are reviewing:

127488%16220%30052%1 2B external  DBILUNLZ 4 19700  External 0 4 Authorised El

Business Banking will display a list of all failed transactions in that Job:

lagaut El

HCCU INTERMET BAMNKING TRAINING Member number:127433 l Print - l
Working with account: 127485855 =

Welcome to Internet Banking

Job ID Description Release Date Posted Date Transactions Job Total Type
127458%16220*30052%1 28 external 05 UM 2012 4 1597.00 External
Sub Job Id Transaction Number Amount From Account BSB To Account Reference Status

Mo entries on file

<4 Back
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10.5 To list all posted transactions in a Job:

To view all posted transactions in Job, click on the posted option in the view column that corresponds
with the Job you are reviewing:

127488%16220%30052%1 2B external  DBILUNLZ 4 19700  External 0 4 Authorised I

Business Banking will display a list of all posted transactions in that Job:

HCCU INTERNET BANKING TRAINING Member number:127483

l Print "“/ l logout ml
i i 5 ~
Working with account: 12745358
Welcome to Internet king

Job ID Description Release Date Posted Date Transactions Job Total Type

127485*16220%30052%1 23 external 05 JUM 2012 o 197.00 External

Sub Job Id Transaction Number Amount From Account BSB To Account Reference Status

Mo entries on file
<4 Back
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11. Upload Bank File

Business Banking allows users to upload bank files into the batch processing functions.

The system accepts .aba files created through accounting packages, such as MYOB, which conform
to bank file standards. This allows payroll and payment batches to be created through third party
software and then processed through Business Banking.

11.1 Creating the Upload environment

To utilise this functionality, the user’s environment needs to meet a set of credentials for the upload to
work.
These include:

¢ NET 2.0 (or above) Framework (refer to 1.2)

¢ Specific Business Banking security policy installed on their PC, provided from the institution.

(referto 1.3)
¢ Browser settings identifying NetTeller as a trusted site (refer to 1.4)
o [f installed, McAfee Security suite requires Site Advisor uninstalled. (refer to 1.5)

Identifying the .NET version

Microsoft® .NET 2.0 framework is required to utilise the bank file upload option. Framework versions
may not always be easy to identify and further investigation may be required.

Go to the Control Panel, either by going to My Computer on your desktop (Control Panel should
display on left hand side menu) or Start then Settings then select Control Panel, click on
Administrative tools

T Administrative Tools EER
#

File Edt Vew Favorkes Toos Help

Qe @ - (T Osearch [ rokders | [T~

Address | 8 Administrativs Tools v B

i Component Services Computer Management. -4 Data Sources (ODBC)
Shartclk | = | ek E,fji Shortck
zx8 2K8 L=l
§ 14| Event Viewsr Local Security Policy E, Microsoft NET Framework 1.1
§ oo | shortat Shortcut (ST Confiaration
A 2 2K8 E:g Shartcut
oft MET Framewor k11 [l Herosaft NET Framencrk 2.0 Performance
(g Configustion Shortek
ﬂ:g shartcut zr8

ssssssss
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The system will display the .NET configuration icon and the version number which will be displayed in
the icon name

Microsaft JWMET Framework 1.1

Shiorkcuk

If .NET version 2.0 is installed but the system doesn’t have the 2.0 configuration icon present, this
may not be a true representation of the environment and additional confirmation is required.

Confirm the presence of .NET 2.0 systems files in C:\WINDOWS\Microsoft. NET\Framework

& Framework =1
 Hle Edt Wiew Favorites Took  Help Z"
eBack . -Q ?: ,‘:\ Search |{— Folders v

i.quress‘ﬁ oS Microsoft.NETIFramewo "|G°

File and Folder Tasks v1,0,3705 vl.1.4322 +2.0,50727

12 Make & new Folder

e Publish this Folder to the METFRSBS10 MNETF=SE510.hkF
‘Wb ¥3.5 Microsaft JMET Installation Hook HEF File
E; share this folder Micrasoft Corparation 36 KB
netfxsbs12,hkf sbs_diasymreader. dll sbs_iehost. dll

HEF File
41 KB

1.0.00
Microsaft \MET Framework Setup

1y
Other Places Microsaft MET Framework Setup

| Microsoft MET
[ﬂ My Docurnents
i My Computer
Ng Iy hetwork Places

sbs_microsoft, jscript. dl
1000
Microsoft .NET Framewark Setup

sbs_mscordbi.dil
1.0.0.0
Microsoft \MET Framework Setup

sbs_microsoft.vsa,vb.codedo, ..
1.0.0.0
Microsoft MET Framewark Setup

shs_mscorrc.dll
1000
Micrasoft .NET Framewark Setup

sbs_mscorsec.dl
1.0.0.0
Microsoft .MET Framewark Setup

sbs_system.configuration.inst. ..
1.0.0.0
Microsaft \MET Framework Setup

Details

shs_system.data.dl shs_system, enterpriseservice, ., sbs_vsavb?rt.dll
1.0.0.0 1.0.0.0 1.0.00

Framework
File Folder

Microsoft JNET Framewark Setup Microsoft JMET Framewark Setup Microsaft \MET Framework Setup
Date Modified: Today, &

sbs_wminet_utils.dll
February 2010, 1:14 P

sbscmpi0.di
2/0,50727.3053

Microsoft .NET Framework wl....

sbscmp20_mscarwks.dll
2.0.50727.1433
Microsoft \MET Framework vl....

CACATArACAE I

1000
Microsoft .NET Framewark Setup

shscmp20_perfrounter. dil
2.0.50727.1433
Microsoft JMET Framework v1....

SharedRegiz.dll
2.0,50727.1433
Microsoft NET Framewnrk v1....

EEEEEET U
EACACACA AN ks

The information in this folder should reflect the information that is displayed in the “Add/Remove”
programs screen.
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¥ Add|or Remove Programs

i:ﬂ‘ Currently installed programs: [ shows updates Sork by
Change or 59 Inkel(R) Graphics Media Accelerator Driver A
Remave gl B
Pragrams (@) KeePass Password Safe 1.15 Size 1,90ME
ﬁ Microsoft \MET Framework 1.1
o ; 5 Microsoft \NET Framework 1.1 Hotfix (KE928366)
Add Newy ﬁE—,l Microsoft \MET Framework 2.0 Service Pack 2 Size
Prograrns
ﬁl Micrasoft .MET Framework 3.5 SP1 Size  34.05ME
E;l ﬁl Microsoft Compression Client Pack 1.0 for Windows =P
add/Remaove D_‘, Microsoft Office Professional Edition 2003 Size  775,00MB
Windows _
Components D_‘, Microsoft Office Visio Wieser 2003 (English) Size  19.57ME

ﬁl Microsoft User-Mode Driver Framework Feature Pack 1.0

@ ﬁl Maouse Suite

5:&?8;959;2;“ (@) mozila Firefox (3.6) S 27.31MB

Defaults iS5 MsHML 4.0 SP2 (KBIS54430) Size  2.67MB
B Mwsnap 3 Size  0.98MB —

5! MvOB CDBC Direct 9 AUS Sis  12.02MB

[ MYOE Premisr v12.5 Size  171.00MB

The Windows files identify a 2.0 folder however the Add/Remove software screen shows this as a
Service Pack and not the Framework.
To reconfirm this, go to the Windows 2.0 file and confirm that it holds a CONFIG folder.

{2 SHWINDOWSMicrosoft MET Frameworkly2 0,507 27

Mame Size | Twpe Date Modified

and Folder Tasks - () ASP.NETWehAdminFiles File: Folder 5/02/2010 1:01 PM

W a r P | .:l Temparary A5P.MET Files File Falder 8i02/2010 1:02 PM

e | [MsBuild File: Falder 5/02/2010 1:14 PM

ﬁﬂm this folder to the M Fil= Folder 8/02/2010 5:15 PM

Eharsthis Folder [DRedistlist File Folder 5/02/2010 5:15 PM

L1033 File Falder 8/02/2010 5:15 PM

o === i File: Falder 5/02/2010 5:18 PM
- Py File Falder 23/02/2010 3:05 PM

63 KE Application Extension  23/09/2005 12:14 AM

If the config folder for 2.0 cannot be found, the user will need to install Microsoft .NET Version 2.0
from a trusted site. The .NET Version 2.0 Configuration Wizard icon (GUI Interface) may also need to
be installed.

Note:

There are multiple versions of the .NET2.0 framework available. These cater for different
Operating System versions such as 64 bit Vista, etc. To identify the specific version required for
your operating system, refer to the ‘System Requirements’ identified by the source of your
upgrade software.

@ Copyright 2008 Commercial in Confidence E&OE Page 47 of 58



)

HOLIDAYCOAST

Install the Security Permission

Go to http://www.ge.tt/7jz6u2E/v/0?c, run the install program to install the Security Permissions.
These are required to upload Bank Files in Business Banking.

Security Permissions-BatchSetup2.0.mst

HCCU is using Ge.tt to share this file.

htep: / fge tt/7jz6u2E/v/0

This file:
[# zafenzoiz
40z K8

2 downloads

No preview available for this type of file.
Download Security Permissions-8atchSetup2.0.msi

Once the installation begins, follow the screen prompts until the installation complete.

i# Batch File Upload Control

i Batch File Upload Control

Welcome to the Batch File Upload Control Setup Select Installation Folder

Wizard

The installer will guide pou through the steps required tao install Batch File Upload Control on pour The installer will install Batch File Upload Control ta the follawing folder.
computer.
! Taoinstallin this folder, click "Mext". To install to a different folder, enter it below or click “Browse".

FEolder:

C:M\Program FileshThe System Works GrouphB atch File Upload Contro Browse...

Reminder: Az good computing practice, we recommend you backup pour computer befare instaling Install Batch File Uplaad Control for pourself, or for anyone who uses this computer:
new software. WARMING: This computer program iz pratected by copyright law and international
treaties. Unauthorized duplication or digtribution of this program, or any portion of it, may result in

severe civil or criminal penalties, and will be prosecuted to the maximum extent possible under the © Everyane
g (%) Just me
1 2 Cancel ] [ < Back ] | Mest »
Note:

Depending on the security settings on your computer, you may receive a security message
requesting that you do not run this program. You may need to find more options to be able to
proceed and complete the run.
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& Batch File Upload Control

i# Batch File Upload Control

Confirm Installation Installing Batch File Upload Control

The installer iz ready ta install Batch File Upload Control on your computer. Batch File Upload Contral is being installed.

Click "Mext" to start the installation.
Flease wait...

3 Cancel ] [ < Back ] L et J 4

Mexst >

5 i Batch File Upload Control

Installation Complete

Batch File Upload Control has been successfully installed.

Click "Close" to exit.

Flease use Windows Update to check for any critical updates to the MET Framework.
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Browser Trusted sites

The NetTeller internet banking site needs to be added as a trusted site in Internet Explorer.
Open Internet Explorer, go to the Tools menu, access Internet Options and go to the Security tab.

Click on the Trusted Sites option then click on the Sites button.

Internet Options E| |Z|

General | Security EPrivacy Content | Conmections | Programs | Advanced

Select a zone to view or change security settings.

@ Q@ v O

Internet Local intranet  IEEEEEEREE  Restricked

Trusted sites
_ f This zone contains websites that vou
W brust not to damage wour computer ar

wour files,
¥ou have websites in this zone.

Security level For this zone
Allowed levels For this zone: Al

Medium-low
- Appropriate For websites on your local network
{intranet)
- Most content will be run without prompting wou
! i - Unsigned Active controls will not be downloaded
L|_' - Same as Medium level without prompts

[ Custom level,.. H Default level ]

[ Reset all zones to default level ]

[ OF l[ Cancel ] Apply

In the sites listing click on the Add button to add NetTeller Internet Banking as a trusted site.

Trusted sites &|

G this zone will use the zone's security settings.

T

f ‘ou can add and remove websites From this zone. All websites in

Add this website to the zone:

| fiad

Websites:

https:finetteller2 ksw,com, au Remove
https: f ey, netteller . com, au

Require server verification (https:) For all sites in this zone

Close
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McAfee Site Advisor

McAfee Site Advisor / Site Advisor Plus is not supported by Business Banking

McAfee Site Advisor is a free download from McAfee website designed to rate the risk level of
websites as they are visited and reduce the risk of browsing the internet. McAfee Site Advisor Plus is
an enhanced version of the product available as part of the McAfee Total Protection Suite. Both
versions of Site Advisor cause issues with Business Banking, specifically affecting the ability to
upload batches in Business Banking.

In order to use all the features of Business Banking, McAfee Site advisor / Site Advisor Plus must be
uninstalled. Adding the Business Banking website to the safe list or disabling the product still results
in issues.

The McAfee Site Advisor software is available for Internet Explorer and Firefox browsers only.

To identify if you have McAfee installed you will need to go to the Control Panel, either by going to My
Computer on your desktop (Control Panel should display on left hand side menu) or Start then
Settings then select Control Panel, click on Administrative tools. The system will display McAfee if the
software has been installed. NOTE: on some computers McAfee may display in the Control Panel
before you select Administrative Tools.

You will need to now uninstall this software go to Control Panel, select Add/Remove Programs or

Windows Components. Highlight the McAfee symbol, button should appear for you to
Change/Remove. Select this button. Screen will display

Select Finish .
DY MO Label Software
Perform Uninstall A

(=)

You are how ready to uninzstall the DYMO Label Software from pour systen.

Click the Finish buttan to perform the uninstall. Click the Back button to change any of the uninztall
optionz. Click the Cancel button ta exit the uninstall.

Wize Installation \Wizard®

Cancel
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12. Uploading a bank file

To upload a Bank File, from the Business Banking Menu, click on Upload Bank File from the Business
Banking menu

The system will confirm the user permissions and the account the payments are to be debited from:

Member number: 122048
NETTELLER BUSINESS ACCOUNT PTY LTD Worki ith b 1220435 14

Bank File Upload
Jlease authorise the upload

From

: | 122048514(0Operational Mubusiness Banking Account - Community Support (2 to sign)) $47.652.13 \..{|

Token: | Please select a device _le_:;| -

Token |
Value:

o = |

e Select the From account from the drop down list.
o Select the Authority ID that relates to the user.
o Enter the Authority Password
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The system will display the upload page

MNETTELLER. BUSIMNESS ACCOUNT PTY LTD,
449 LOGAN RD

STOMNES CORMER. 4120

Email: business@isp. com.au;

Member number: 122048

Upload Bank File

File Location
Descinfile
Release date
Batch total

Mo of subbatches
Entries in batch

Descripbion |

Confirm | Cancel |

Select |

Upload Another Bank File

Use the select option to identify the ABA file to be uploaded

@ Copyright 2008
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The system will open an explorer window

Select Source File.

-l o

Laok in: |@ Testing aba files

® [~

B METELLER:

kuy Recent
Documents

7
Deszkiop

\$

ty Documents

ty Computer

Fdy Metwork

|HCU_25024
Flaces

File name:

Files of bpe: |BECS Files [* aba)

£
=l

Open

Cancel

Select the file to be uploaded then click on the Open button.

The system will populate the display with the batch information and the batch can now be uploaded.

File Location |

Dezcinfile PAYMEMT DAT:H
Release date 17 March 2020
Batch total $5,630,00

Mo of zubbatches 1]

Entries in batch 16

Dezcripbon

PAYMENT DATX

Confirm |

Cancel |

Select |

Reading batch file details. ..
Flead batch file details
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Click on the Confirm button to continue or the Cancel button to clear the upload file details.

File Location

Upload Bank File

Select |

Deszcinlfile PAYMEMT DATA
Release date 17 March 2010
Batch total $1,634.46
Mo of subbatches 0
Entries in batch 3
D escripbon |F'.t’-'«YMENT DATA
IRRRERRERRRERREERNR
IJpload completed.
Batch Id is: 122048%15417*57657
Fieading batch file details... A

Fiead batch file details

Confirming batch file for upload. Fleaze wait. ..
Confirm completed

B atch file iz confirmed. Starting upload...
Upload started...

About ko update status.

Sending block of data...

updating statuz

Upload Another Bank File

The system will confirm that the upload is complete and provide the user with the Batch ID. To exit
this screen, click the Upload Another Bank File button to be returned to the start of the upload

process.
The Batch will now appear in the Review Batches screen

‘Your Batches on Wednesday, 17 March 2010, at 03:02PM, are:

| ALERT: You have Job(s) ready to

- Date Date
Batch ID Description Type I:':tc': BT":;"I cre[;:;; last last Status Action
saved posted
12204815417*57657  PAYMENT DATA  Bank File 3 163446  17MARID  17MAR1D Awaiting Autherisation

Once the Batch has been successfully uploaded and can be viewed in the Review Batches screen,
the process of signing the batch to create a job is the same as when processing a manually created
Batch.
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13. Field and Status Descriptions

Business Banking utilises a number of fields to identify information about batches and jobs.
An overview of each of the permissions is as follows:

Batch ID
This is the batch or job Identification number issued by Business Banking.

Description
When a batch is created, the user specifies a description for the batch. The description for the batch
is displayed in this field.

No. in Batch
Total number of transactions in the batch or job

Batch Total
The total combined transaction value of the batch or job

Date Created
The date the original batch or job was saved

Date Last Saved
The last date the batch or job was saved.

Date Last Posted
The last date the batch or job was posted

Status
Depending on the progress of the batch, the current status will be displayed in this field. The status
indicates the status of the Batch and the Job status is displayed separately in the Check Job Status
screen.

Release Date
Anticipated release date of the batch or job

Transactions
Total Number of Transactions

Type
Batch Type — Bank File, Internal, External or BPAY

Sub Batch ID
This field is not applicable to Business Banking and will always display 1 for the primary batch.

Posted Date
The date the Job was posted

Activity
The activity that was performed by the corresponding Authority

Authority
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The authority performing an activity
Token
The Authority ID used to perform the activity
An overview of each of the statuses displayed in this field is as follows:
Upload in Progress | Bank File Upload is currently in progress
Upload Incomplete Bank File Upload has not completed
Upload Aborted Bank File Upload has been cancelled prior to completion
Upload Failed Bank File has failed to upload
Duplicate Batch Bank File is a duplicate to one previously uploaded
Awaiting When a Batch is saved, or a Bank File is successfully uploaded, it will show this status
Authorisation to indicate it is waiting signing, to move it to the job phase.
Expired Batch has not been Signed by the Posting date
9/3 Batch has been authorised and 3 Authorities are still to sign
Authorised Batch has received its initial authorisation
Batch Submitted for | Batch has received its initial authorisation and has progressed to the Job phase
Job Authorisation
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14. Glossary

Authority

Authority Password

Bank File

Batch

BPAY Batch
External Batch

FTE BSB

Internal Batch
Job
Multiple Signatories

MYOB
(http://myob.com.au/)

@ Copyright 2008

An individual who performs operations via Business Banking

An individual user's password. Used to upload, sign and delete batches / jobs —
Conditions apply.

An .aba file created through third-party accounting packages e.g. MYOB.

A template containing one or many individual transactions;
A batch can only be of 1 type (Internal, External or BPAY);
Can be edited to add or exclude individual transactions;
When authorised (signed):
o is posted immediately or on the release date (for one to sign); or
o becomes a job pending authorisation by another Authority (for two or
more to sign).

A template of one or more BPAY transactions.
A template of one or many external transfer transactions.

A record of Funds Transfer External recipients. Records BSB and account numbers,
Account name, last payment amount and date and reference details.

A template of one or many NICU internal transfer transactions.

A batch that has been authorised for posting

Applies to accounts that require more than one Authority to operate.

An acronym for "Mind Your Own Business". MYOB provide accounting and finance

software including payroll solutions. Payroll files can be created in MYOB and
imported into Business Banking as a batch.
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