New England
Credit Union Ltd

at the heart of our community

Business Viewpoint User
Guide.

If you have any questions or experience any difficulty in using
Business Web Access please don't hesitate to Contact our New
England Credit Union Telephone Service Centre on 132 067.
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Overview

This module covers...

e Business Web Access Administration at the customer level, including the following:
o Add Data Entry Login
o Change Login Access Code
o Add Internet Signing Authority Login
o Modify Data Entry Login
o Delete a Data Entry Login
o Modify Internet Signing Authority Login
o Delete an Internet Signing Authority

Business Web Access Administration

This page allows you to examine who has access to Business Web Access Internet
Banking and to change access levels. This page is accessed through the Business Web
Access option and is only available to nominated Business Banking Administrators.

You cannot create or modify Business Banking Administrators. If you need to add or

delete Business Banking Administrators you will need to contact New England Credit
Union Ltd.

Step To access the Business Web Access Administration screen, from the Web Access
1 Menu, click on Other, and then BB Admin

2l Web Access - Windows Internet Explorer provided by New England Credit Union

File Edt Wiew Favarites Took  Help ‘

eﬁack - @ |£| |EL| 'l‘, /ﬁls.aarch “-:n:r’Favnrites Lo = 4] Bl 3 ee  =pE

=

My Web Search |

JISearch v Addeess | @] hetp: /idrzeusimyprel3fwelcome. asp ~|@s

- - -
Welcome Page Future Payments Personal Payees. Other

Interest
WELCOME MR T Smith
“rour Last successful signon was at 03:10pm on 26 MAYT 2008,

Statement

Customise

Account Transactions Change Password

Account Current Balance  Available Ba -
ABC Compsny fccount - (F0248351) $9,990.00 g T “'

F'D?:tt:d S‘:f;“e Description W Credit Balance
Q06 FEB 2008 Fram-5 M SUMDRY MEMBERS ACCOUNT $9,590.00
o6 FEB 2008 TFR $10,000.00 $9,990.00
G 06 FEB zODB SHARES (client 702483) $10.00 -$10.00

Full transaction Histor:

List of Accounts Future Payments
Due Before or On the 02 JUN Z008
Account Mumber Account Name Current Balance Available Balancs There are no Future Payments to display.

70248351 ABC Company $9,990.00 $9,990.00

Ultradata Products
Full Account List

Ask New England Credit Union about our

competitive Term Savings Rates... 132 067

New England Credit Union Lid Is the issuer of the Term Savings Account.

& http:j/drzeus/mvprels/BusinessBankingadmin, asp

i4 start B, [ @w. @Ww. [Bw. [ BFw. [Dee. [ @ o

% Local intranet:
Some menu options may not be available. Menu names may differ
from those displayed above.
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Your screen will appear similar to the following:

2 Web Access - Windows Internet Explorer provided by New England Credit Union

File  Edit View Favortes Tools Help
eBa(k > x| | g ) search 5 7 Faverites £Z) - dg = | ﬁ B e © =k E i
My Web Search | Psearch ~  address | @] hetpsfidrzens imyvprel3iBusinessBankingfdrin . asp ~| B s

= - - -~ - -
Welcome Page Transact Future Payments Personal Payees

Business Viewpoint Administration

Member 702483 ABC Company

Administrators
702484 MR Tom Smith

Logins and ATO's

Mame Access Level fl‘;'\_t‘RUr'sat'D” Accessible accounts Action(s)
ABCDATAL Dista Entry Al Modify
Access Code
. . . Modify
MR Tam Smith Internet Signing Authority $2,000.00 All e e
MR WEB TEST ACCOUNT aTO Hone add
] Done ®J Local intranet

‘s start 'Bm. | Ane. [T TR W un... 0. N | B & WL v, U METI @ siseM

Refer to the following table for a description of screen fields, Actions and
other options.

Select Client This field is only displayed if you are the Business Banking
Administrator for more than one business client. To change
clients, select another client from the drop down list.

Administrators This is a list of all Business Web Access Administrators for the
client.
Logins and ATO's This table contains details of Data Entry logins and

Authorities To Operate (ATOs).

Name This table contains details of logins for Data Entry (which
may also be restricted to View Only) and the names of
ATOs/Internet Signing Authorities.

Login Blocked This column is only displayed if there is at least 1 login that is
blocked (e.g. due to excessive password violations).
Resetting the Access Code will unblock the login. Refer to
Change Login Access Code for additional information.

Authorisation Limit The maximum amount an Internet Signing Authority can
approve.
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Accessible Accounts

Action(s)

Modify

Access Code

Add

Add Data Entry Login
(button)

This field will show ALL if all accounts for the Business client
can be accessed by the login or ATO. If only selected
accounts can be accessed, they will be displayed individually.

This column contains links to perform various actions on
Logins and ATOs. Refer to Actions and Other Options for
additional information.

Click on Modify to change an existing Access Level or change
the accounts that the user can access. You can also remove
access using this option.

If you are changing the details of a Data Entry login
(including 'View Only'), refer to Modify Data Entry Login.

If you are changing the details of an Internet Signing
Authority, refer to Modify Internet Signing Authority
Login.

Click on Access Code to change the Access Code for a user.
See Change Login Access Code.

Click on Add to make an ATO an Internet Signing Authority
and create a Login and Access Code for them. See Add
Internet Signing Authority Login.

Click on the Add Data Entry Login button to create a login
to Web Access, initial Access Code and provide access to
accounts. See Add Data Entry Login.
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Add Data Entry Login

Use the Add Data Entry Login option to create a login to Business Web Access, set the
initial Access Code for the login, control the level of access, and which accounts the Login
can access.

Step To access the Add Data Entry Login page, click on the Add Data Entry Login
1 button located on the Business Web Access Administration page.

2 Web Access - Windows Internet Explorer. provided by New England Credit Union

File Edit Wiew Favorites Tools Help ‘

eﬁack - © |ﬂ @ h /',7\1 Search 51:( Favorites %) [+ .__,; o _] B3 we g
[y WebSearchl Psearch v address :EJhttp:J‘;’drzeus,l’mvnre\S)’AddDataEntryLugln.asD v G

" a - - -
Welcome Page Accounts Transact Future Payments Personal Payees

Add Data Entry Login

¥Yi poi b FO02483 ABC Company

Mew Member Number l:l
Confirm Access Code l:l

Access Level and Accessible Accounts

Access Level | Data Entry (v

select Accessible Accounts

[ Select all ][ Unselect All ]

70248351 ABC Company O

T T

Qj Done ‘j Local intranet
*4 start 'Bmn. [ Ak, [T, [BEwi. [T, | one. [ Tipo.,  Fw e | BB Y, g T @ s

Step Enter the appropriate details. Refer to the following table.

New Login Name Enter the login name. The login name must conform to the
rules issued by New England Credit Union. This will require a
minimum and maximum number of characters and may also
require a minimum number of numerals. Please consult New
England Credit Union if you are uncertain about the
requirements for this field.

Access Code Enter the access code for the new login. The access code
must conform to the rules issued by New England Credit
Union. This will require a minimum and maximum number of
characters and may also require a minimum number of
numerals. Please consult New England Credit Union if you are
uncertain about the requirements for this field.
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Confirm Access Code

Access Level

Select Accessible
Accounts

Approve New Login

Access Code

Login Name
Access Code

Re-enter the code you entered in the 'Access Code' box.

The default Access Level is Data Entry. If required, change
the Access Level to View Only.

This section controls the accounts that the Login will have
access to. By default, all accounts will be selected when you
create a new Data Entry Login.

Do one of the following:

Click on the Select All button to select all of the accounts
shown.

Click on the Unselect All button to clear all of the account
selections.

Click in the boxes next to the individual accounts to
select/deselect one or more accounts.

ﬂ There must be at least 1 accessible account.

This section contains one or more boxes depending on the
number of Business Banking Administrators that must
approve these changes.

The Business Banking Administrator who is currently signed
into Business Web Access must enter his or her Access Code
in this box.

There will be an extra Login Name and Access Code box for
each additional Business Banking Administrator that must
approve the changes.

Each administrator must enter their Login Name and
Access Code before the changes are saved.

Step 3 After entering the details and the Access Codes for the administrator(s), click
on the Save button.

You are returned to the Business Web Access Administration page.
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Change Login Access Code

Use the Access Code link to change the Access Code for Business Web Access logins.
This can include changing the Access Code when a login is blocked due to excessive
password violations, or if a user forgets their Access Code.

Step To access the Add Data Entry Login page, click on the appropriate Access Code
1 link in the Action(s) column located on the Business Web Access Administration
page.

hi B h i
Welcome Page Future Payments Personal Payees

Change your Access Code

Mernber Number FOz484
Current Access Code

Mew fcoess Code I—J
Verify Mew Access Cade ’:I

Access Code must contain a minimum of 6 and a maximum of 12 characters {with a minimum
number),

Step Enter the 'New Access Code'. Note that rules for the access code are displayed
2° under the buttons.

Step Re-enter the code in the 'Verify New Access Code' box.
Step Click on the Save button. You are returned to the Business Web Access

4 Administration page.

@ Changing the password does not require additional authorisations.
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Add Internet Signing Authority Login

Use the Add link to create a new Internet Signing Authority login for My Viewpoint from
a user with an ATO (Authority To Operate) over at least one of the Business accounts.

This process provides a new Login and Access Code for the Authority To Operate,
specifically for Business Web Access for a single business entity. This ensures that
personal and business banking are kept separate, and also, if an Authority To Operate
has access to several business accounts, operations for each business entity are kept
separate.

Step Click on the Add link for the ATO you want to make an Internet Signing
1 Authority. The Add link is located in the Action(s) column in the table of 'Logins
and ATO's' in the Business Web Access Administration page.

- - &
Welcome Page Accounts Future Payments Personal Payees

Add Internet Signing Authority Login

Business Yiewpoint Member 702433 A4BC Company

Mew Lagin for GA6000 MR WER TEST ACCOUNT

Member Murnber |

Confirm Access Code l:l

Accessible Accounts

70248351 ABC Company | NoAccess v |

Autharisation Limit [

Motify when Authorisation Required  []

Ernail Address |

Step Enter the appropriate details. Refer to the following table.
2

New Login Name Enter the login name. The login name must conform to the
rules issued by New England Credit Union. This will require a
minimum and maximum number of characters and may also
require a minimum number of numerals. Please consult New
England Credit Union if you are uncertain about the
requirements for this field.

Copyright Ultradata Australia Pty Ltd Business Web Access Administration - 9



Access Code

Confirm Access Code

Accessible Accounts

Authorisation Limit

Notify when
Authorisation
Required

Email Address

Approve New Login
Name

Access Code

Login Name

Access Code

Enter the access code for the new login. The access code
must conform to the rules issued by New England Credit
Union. This will require a minimum and maximum number of
characters and may also require a minimum number of
numerals. Please consult New England Credit Union if you are
uncertain about the requirements for this field.

Re-enter the code you entered in the 'Access Code' box.

This section controls the access to accounts for the Login. By
default, all accounts on which the client is an ATO will be
selected when you create a new Internet Signing Authority
Login.

Click in the boxes next to the individual accounts to
select/deselect one or more accounts.

There must be at least 1 account with 'View Only'
@ or 'Full Access' selected.

Enter the Authorisation Limit in dollars (the dollar sign itself
is not required). The value must be greater than 0.

Check the 'Notify when Authorisation Required' box if email
verification of pending authorisations is required.

This field is only displayed if your financial institution is
providing a notification service.

The 'Notify when Authorisation Required' box must be
checked and an email address entered for the user to receive
emails to notify of pending authorisations. This field is only
displayed if your financial institution is providing a notification
service.

This section contains one or more boxes depending on the
number of Business Banking Administrators that must
approve these changes.

The Business Banking Administrator who is currently signed
into Business Web Access must enter his or her Access Code
in this box. This field is present only if Password confirmation
of updates is required.

There will be an extra Login Name and Access Code box for
each additional Business Banking Administrator that must
approve the changes.

Each administrator must enter their Login Name and
Access Code before the changes are saved.

Step 3 After entering the details and the Access Codes for the administrator(s), click
on the Save button.

You are returned to the Business Web Access Administration page.

Copyright Ultradata Australia Pty Ltd Business Web Access Administration - 10



Modify Data Entry Login

The Modify Data Entry Login page is displayed when you click on the Modify link in the
Action(s) for a Data Entry login. Data Entry logins can be identified by the Login Name in
the Name column (rather than the actual name) and the notation 'Data Entry' or 'View
Only' in the Access Level column.

Step To access the Modify Data Entry Login page, click on the appropriate Modify link
1 for a Data Entry login in the Action(s) column in the Business Web Access
Administration page.

- - -~ -
Welcome Page Transact Future Payments Personal Payees

Business Viewpoint Administration

Member 702483 ABC Company

Administrators
702484 MR Tom Smith

Logins and ATO's

Authorisation

MName Access Level kel Accessible Accounts Action(s)
Lirnit
ABCDATAL Data Entry all o
- foig - Modify
MR Tom Smith Internet Signing Authority $2,000.00 All e
MR WEB TEST ACCOUNT AT Mone Add

The Modify Data Entry Login page is displayed:

at the heart of eur co

= - - - - -
Welcome Page Accounts Future Payments Personal Payeas

Modify Data Entry Login

Business Yiewpoint Member 702453 ABC Company
Member Number ABCDATAL

Access Level and Accessible Accounts

Access Level Data Entry v

Select accessible accounts

[ Select all ] [ Unselect all ]
70248351 ABC Company
Approve Changes

Step Update the appropriate details. Refer Add Data Entry Login for field
2 descriptions.

Step If displayed, enter approval Login Names and Access Codes in the Approve
3 Changes section.

Step Click on the Update button.
4
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Delete a Data Entry Login

You also use the Modify link to delete a Data Entry Login.

& You cannot back out of a deletion after clicking on the Delete button.

Step To access the Modify Data Entry Login page, click on the appropriate Modify link
1 for a Data Entry login in the Action(s) column in the Business Viewpoint
Administration page.

Qmm

at the heart of our @

- - - - -
Welcome Page Transact Future Payments Personal Payees

Business Viewpoint Administration

Member 702483 ABC Company

Administrators
702484 MR Torn Srith

Logins and ATO's

Mame Access Level filu%:lszorlsatlon Accessible Accounts Actionis)

ABCDATAL Crata Entry All Aocess Code
Modify

MR Tor Smith Internet Signing Authority $2,000.00 All Rt G bde

MR WEB TEST ACCOUNT ATO Mone Add

(Add Data Entry Login

The Modify Data Entry Login Page is displayed:

at the heart of our

- - -~ -
Welcome Page Future Payments Personal Payees

Modify Data Entry Login

Business Yiewpoint Member 70245853 ABC Company
Member Number ABCDATA1L

Access Level and Accessible Accounts

Access Level Data Entry W

Select accessible accounts

[ Select all ][ Unselect all ]
70245351 ABC Company

Approve Changes

EEETIS TR TS

Step If displayed, enter approval Login Names and Access Codes in the Approve
2 Changes section.

Step Click on the Delete button.

3
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Modify Internet Signing Authority Login

The Modify Internet Signing Authority Login page is displayed when you click on the
Modify link in the Action(s) for an Internet Signing Authority. Data Entry logins can be
identified by the actual name of the user in the Name column (rather than the Login
Name) and the notation 'Internet Signing Authority' in the Access Level column.

Step To access the Modify Internet Signing Authority Login page, click on the

1 appropriate Modify link for an Internet Signing Authority in the Action(s) column
in the Business Web Access Administration page.

at the heart of gur

- - - - - -
Welcome Page Transact Future Payments Personal Payees Logout

Business Viewpoint Administration

Member 702483 ABC Cormpany

Administrators
702484 MR Tom Smith

Logins and ATO's

Mame Access Level filuj:?torlsatlon Accessible Accounts Actionis)

afali
ABCDATAL Drata Entry all Aocess Dode
MR Tom Smith Internet Signing Authority $2,000.00 All A
MR WEB TEST ACCOUNT ATO Mone dd

The Modify Internet Signing Authority Login page is displayed:

ot the heart of our o

- -
Welcome Page Future Payments

Personal Payees

Modify Internet Signing Authority Login

Business Yiewpoint Member 7024583 ABC Company

Modify Login for 702484 MR Tom Smith

Accessible Accounts

70248351 ABC Company | Full Access |
Authorisation Limit !Z,EIEIEI.EIEI

Motify when Authorisation Required L}

Email Address |

Step Update the appropriate details. Refer Add Internet Signing Authority Login
2 for field descriptions.

Step If displayed, enter approval Login Names and Access Codes in the Approve
3 Changes section.
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Step Click on the Update button.

4

Delete an Internet Signing Authority

You also use the Modify link to delete an Internet Signing Authority.

AN

Step 1

Step 2

You cannot back out of a deletion after clicking on the Delete button.

Deleting an Internet Signing Authority does not remove the client’s Authority to
Operate on the accounts.

To access the Modify Internet Signing Authority Login page, click on the
appropriate Modify link for an Internet Signing Authority in the Action(s)
column in the Business Web Access Administration page.

New E

a - ™ a B
Welcome Page Transact Future Payments Personal Payees

Business Viewpoint Administration

Member 702453 ABC Company

Administrators
702484 MR Torm Smith

Logins and ATO's

Mame fAccess Level Authorisation Accessible Accounts Action{s)
Lirnit
ABCDATAL Data Entry all Modify
Access Code
: o : Modify
MR Tom Smith Internet Signing Authority $2,000.00 All e e
MR WEB TEST ACCOUNT AT Mone Add

The Modify Internet Signing Authority Logi

at the heart of our &

- - -~ -~
Welcome Page Transact Future Payments Personal Payees

Modify Internet Signing Authority Login

Business ¥iewpoint Member 7024583 ABC Company

Modify Login for 702484 MR Tom Smith

Accessible Accounts

70248351 ABC Company Full Access v

Authorisation Limit |z,000.00
Motify when Authorisation Reguired L]
Ernail address |

If displayed, enter approval Login Names and Access Codes in the Approve
Changes section.
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Step 3 Click on the Delete button.

Working with Business Web Access

This module covers...

e Processing Transactions with Business Web Access
e What is different on the Welcome Page?

e The Transact menu

e Upload (MultiTrans)

e Pending Authorisations

Processing Transactions with Business Web Access

In most respects, Business Web Access users will notice few differences when processing
transactions compared to other users, especially if they are familiar with performing
transactions in accounts where more than one signature is required.

This section concentrates on the additional functionality for Business Web Access users
and is written from the perspective of the Business Web Access customer.
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What is different on the Welcome Page?

There is little difference on the Welcome Page for Web Access users and Business Web
Access users although you may not be familiar with some of the functionality if you are a
previous Web Access user. For example, in Web Access, Pending Authorisations are only
available to holders of accounts where multiple signatures are required to authorise
payment.

2 Web Access - Windows Internet Explorer, provided by New England Credit Union |Z||E|E\
File Edit Miew Favorites Tools  Help t 3
eBack ) Iﬂ Ig 1 h /_\J Search \‘?/1‘\'( Favorites e} < - :\,' — _J ﬁ ‘ﬁ Wi ) = 5] =

My Web Search ‘

HPsearch ~ address ﬁjhttp:,f;’drzeus,l’mvpralS,l’wa\cDme.asp - Go

at the heart of eure

- - - - -
Welcome Page Accounts Transact Future Payments Personal Payees Logout

Account Transactions

Account Current Balance  Available Balance
ABC Company Account - (70248351 $9,990.00 $9,990.00

Posted Effective o an Cheque #/ P -

Date Date Description Reference Debit Credit Balance
C{ 06 FEB 2008 From-5 M SUNDRY MEMBERS ACCOUNT $9,990.00
06 FER 2008 TFR $10,000,00 $9,990,00
Q06 FEB 2008 SHARES (client 702483) £10,00 410,00
Full transaction History

List of Accounts Future Payments
Due Before or On the 02 JUN 2008
Account Mumber Account Name Current Balance Awvailable Balance There are no Future Payments to display.
70248351 ABC Company $9,990.00 $9,990.00 Ultradata Products
Full Account List 5, 3
Ask New England Credit Union about our

competitive Term Savings Rates... 132 067

New England Credit Union Ltd Is the issuer of the Term Savings Account.

@I http: /fdrzeus/myprel3iperiodpaysummary .asp ‘3‘ Local intranet

22 start ‘®r. (3. [T [ [@eu.. [ .. ['@Eoo.. .. B EEEL Y
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The following information highlights the main areas of interest as a Data Entry Operator
or an Internet Signing Authority for Business Web Access:

Pending Authorisations

The 'Pending Authorisations' section is displayed if you have access to Business Web
Access accounts as a Data Entry User or an Internet Signing Authority and there are
payments loaded but not fully authorised (referred to as Pending Authorisations). An
Internet Signing Authority is the Internet equivalent of an Authority to Operate.

As previously noted, the Pending Authorisations section is also displayed to other Web

Access users with an account where more than 1 signature is required to authorise
payment.

View a full list of Pending Authorisations

Click on the 'Full Pending Authorisations' link in the list of Pending Authorisations or
choose Transact, PendAuths from the menu to view a full listing of all Pending
Authorisations.

View detailed information on a single Pending Authorisation

Click on a 'Detail' hyperlink to view details of a single Pending Authorisation transaction.

Refer to Pending Authorisations for additional information.

List of Accounts

The 'List of Accounts’ section by default displays the full list of your accounts available to
Internet Banking. If you are logged in as a Business Web Access user, these will include
the business accounts that you have access to, either to view the details or to operate on
the accounts as an Internet Signing Authority.

Future Payments

The ‘Future Payments’ section will display payments that are soon to be due. A link at the
end of each line will display more details about the Future Payment.
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The Transact Menu

The Transact menu allows you to perform a variety of different types of transactions on
your accounts.

- A
Welcome Page Transact Future Payments

BPay

Account Tra' Transfer

Account

ABC Cormpany A
Posted
Date

Current Balance
$9,990,00

Credit External

MultiTrans
gtion
PendAuths

QD& FEB 2008 rom-5 M SUNDRY MEMBERS ACCOUNT
{ 0 FEB 2008 TFR.
Q06 FEB 2008 SHARES {client 702483)

Full transaction History

fvailable Balance

—
Personal Payees

$9,990,00
Elnsaus S Debit Credit Balance
Reference
$9,990,00
$10,000,00 $9,990,00
$10.00 -$10.00

List of Accounts

Account Mumber Account Mame Current Balance Available Balance
70248351 $9,990.00 $9,990,00
Full Account List

ABC Company

Future Payments

Due Before or On the 02 JUNM 2008
There are no Future Payments to display.

Ultradata Products

Ask New England Credit Union about our

competitive Term Savings Rates... 132 067

New England Credit Union Ltd is the issuer of the Term Savings Account.

The following types of transaction may be available to you from the Transact menu:

BPay

Transfer

Credit External

Cheque

MultiTrans

PendAuths (Pending Authorisations)

What's different with transaction
Web Access?

processing using Business

The processing of transactions is similar to other Web Access users.

Data Entry Operators

If you are a Data Entry Operator, you do not have the authority to authorise
transactions. Instead, you need to 'Store' the transactions.

When you store the transaction, you may have
Authorities via email that there is a transaction
include notes associated with the transaction.

the ability to notify Internet Signing
ready to be authorised. You can also

Copyright Ultradata Australia Pty Ltd
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The process is essentially the same for all users of Web Access. After you enter the
transaction details and you click on the Pay Now or Pay Later buttons, you will need to
store the transaction as a 'Pending Authorisation'. Before doing so, you can select
Internet Signing Authorities to be notified and add a note to the transaction.

The general process is as follows:

Step 1 Enter the transaction details and then click on the Pay Now or Pay Later
buttons as appropriate.

Step 2 If using Pay Later, enter the payment date(s), etc. and then click on the OK
button.
Additional detail will be displayed on the screen:

This account requires 1 more Signatory to authorise a withdrawal.

The other signatories are:

Nanme Status
MR W TEST &CCTOUMNT
MR T Smith

Member Number Access Code

Motes - record only if Transaction is to be authorised later

D T GECTTED GEEETIED

The information on screen will vary, depending on the number of
signatures required.

Step 3 If displayed, check the 'Notify via email' boxes of 'other signatories' to send
email notifications of the Pending Authorisation. The 'other signatories' are
Internet Signing Authorities.

Step 4 If required, enter any notes relevant to this transaction in the 'Notes - record
only if Transaction is to be authorised later' section.

Step 5 | Click on the Store button.

After clicking on the Store button, the transaction will be placed in the list of
'Pending Authorisations'.

If one or more Internet Signing Authorities have access to your
@ computer while you are processing the transaction, they can enter

their Login Names and Access Codes after step 1.

If Login Names and Access Codes for the required number of

Internet Signing Authority Authorities have been entered, you can

click on the OK button rather than the Store button. You also skip

Steps 3 to 5 above.
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Internet Signing Authorities

Step 1 Enter the transaction details and then click on the Pay Now or Pay Later
buttons as appropriate.

Step 2 If using Pay Later, enter the payment date(s), etc. and then click on the OK
button. Additional detail will be displayed on the screen:

This account requires 1 more Signatory to authorise a withdrawal.

The other signatories are:

Name Status
MR W TEST ACCOUNT

MR T Smith

Member Number Access Code

Motes - record only if Transaction is to be authorised later

Step 3 If displayed, enter ‘Your Access Code’.

Step 4 If additional signatories are required and if check boxes are displayed check the
'Notify via email' boxes of 'other signatories' to send email notifications of the
Pending Authorisation to other Internet Signing Authorities.

Step 5 If required, enter any notes relevant to this transaction in the 'Notes - record
only if Transaction is to be authorised later' section.

@ If additional Internet Signing Authorities are present and have

access to your computer while you are processing the transaction,
they can enter their Login Names and Access Codes after Step 3.

If the Login Names and Access Codes for the required number of
Internet Signing Authority Authorities have been entered, skip
Steps 4 and 5.

Step 6 Do one of the following:

Click on the OK button if no further signatory details are required; or

If displayed, click on the Store button if further signatories are required.
After clicking on the Store button, the transaction will be placed in the list
of 'Pending Authorisations'.
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Upload (MultiTrans)

Business Web Access users have the additional ability over other Web Access users to
upload files with batches of transactions for multiple transaction processing. The files
may be in CEMTEX format produced by popular 3rd party programs such as MYOB.

- - ™ - >
Welcome Page Transact Future Payments Personal Payees Logout

Transaction Batch List

Batch Description Account Mumber Batch Type Status Date Total Action
59973 Telstra FO248351 Internal Transfer Mew Change 52 Schedule History
Full Batch History

Click one of the buttons below to add a Batch to vour list,

o
Upload a Batch of External Transfers m

Step Click on the Upload button. The Load a Batch of Credit External Account
Transactions screen is displayed:

New E

r R - - - A R
Welcome Page Transact Future Payments Personal Payees Logout

Load a Batch of Credit External Account Transactions

Document Type | Standard ABA filz ex MYOB stc v
File Location [ | CBrowse... |
Batch Description I:I
From Account | 70245331 - ABC Company - $3.990.00 available
Post as Total
Reference {to Appear on Statement I:I
G TS

Step Select the appropriate 'Document Type' from the drop down list.

Step Enter the 'File Location' including the file hame, or click on the Browse button
3 and select the file.

Step Enter a 'Batch Description'.
Step Select the 'From Account'.

Step Check 'Post as Total' if you want the batch to appear as a single transaction in
6 your account.
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Step Enter the 'Reference (to Appear on Statement).'
Step Click on the Upload button.

After the batch has successfully uploaded, you are returned to the Transaction
Batch List.

Transaction Batch List

Batch Description Account Murmber Batch Type Status Date Total Action
8993 Telstra 70248351 Internal Transfer Mew Change 53 Schedule Hist

Full Batch History

Click one of the buttons below to add a Batch to yvour list,

dpload a Batch of External Transfers m

Uploaded Batches

Description  Date Status

1764 WAGESIANOE 27 MAY 2008 Show Errors m

Notes on Uploading Transactions

e When you upload a batch, more than one batch may be created in the Transaction
Batch List, e.g. separate batches for Internal Transfer and External Transfer.

e If there are any invalid entries (e.g. incorrect account numbers, BSB codes, etc), then
the Status will display as 'New - contains upload errors'. You will need to click on
Change link for the batch, and then the individual change links for the incorrect
Payees in the batch.

e The whole batch may reject if there are discrepancies in the data, e.g. a mismatch of
transaction totals to the batch totals, or a mismatch of transaction count to total
transactions. For this type of error, you will need to determine the cause, fix the
source data and upload the batch again. To view details of the Uploaded Batch, click
on the Show Errors link for the batch. If required, you can delete the details from
the 'Uploaded Batches' list by using the Delete button for the appropriate item.
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Pending Authorisations

The Pending Authorisations function is available to Web Access users with access to
accounts where more than 1 signature is required to authorise payment. It allows
signatories to view pending transactions and to authorise those transactions at a later
time, even though not all signatories are available at the same time.

In addition, Business Web Access users may also:

e Allow Data Entry Operators to enter payment details and create a pending
authorisation transaction, even when only one signature is required.

e Generate an email alert to a signatory (i.e. an Internet Signing Authority), to notify a
transaction or batch of transactions is ready to be authorised.

e Enter, review and edit notes that have been entered for a pending authorisation.
e Authorisation of transactions is limited to a pre-set value for each Internet Signing

Authority as well as daily debit limit on an account limit that is set by New England
Credit Union Ltd.

List of Pending Authorisations

Step Do one of the following:
1
¢ On the Welcome Page, click on the Full Pending Authorisations link in the
list of Pending Authorisations.

at the heart oiw

r - - - -~ ~
Welcome Page Future Payments Personal Payees

Tour Last successful signon was at 1Z:15pm on 27 MaY 2008,

Account Transactions

Account Current Balance Available Balance
ABC Company Account - (702483513 $9,840.00 $9,840.00

Posted Effective . Cheque #/4 P P

Date Eictis Description Bl i ety Crehit Credit Balance
(.; 06 FEB 2008 27 MAY 2008 Web Tf To-w TEST ACCOUNT $9,840.00
'\‘% 06 FEB Z00& 27 MAY 2005 TFR $150.00 $9,840.00
Q Frorm-= M SUNDRY MEMBERS
‘s 06 FEB z0O0Z ACCOUNT $9,990.00
<y 08 FEE 2008 TFR $10,000.00 $9,990.00
 D0& FEB 2008 SHARES (client 702483) $10.00 -$10.00
Ful Saction Histar

Pending Authorisations
Account Mumber (Ie.12345631) Mare of the Account Description Created Amount Detail
0245351 ABC Company MDM SP 32080 27 MAY 08 $38.95 Detail

List of Accounts Future Payments
Cue Before or On the 02 JUNM 2008

Account Number Account Mame Current Balance Available Balance | Dt pa Pl Py phssitiale sges

FOZ48351 ABC Company $9,840.00 $9,840.00 Ultradata Products
Full Account List

Ask New England Credit Union about our
competitive Term Savings Rates... 132 067
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e Choose Transact, PendAuths from the menu.

Welcome Page

BPay
WELCOME [ Transfer

T—

Account Tra  MultiTrans

PendAuths
ABC Cormpany A000d razae,

Your page will look similar to the following:

- - - - - -
Welcome Page Future Payments Personal Payees

List of Pending Authorisations

Pending Authorisations
Account Mumber (Ie.12345651) Mame of the Account Description Amount Due Date Signed To Sign Select Detail

FO248351 ABC Company MDM SP 32080 $38.95 27 MAY 08 o 1 D Detail

Add your Authorisation to the selected Pending Authorisation{s)

Mote: a Pending Authorisation will be automatically deleted if not fully authorised in 14 days from date of loading.

authorisation to the payment, i.e. you are an Authority to Operate on the
account, have full access to the From account as the Internet Signing Authority,
you authorisation limit is sufficient to authorise the payment amount and you
have not yet authorised it.

@ A check box in the Select column appears only if you can add your

How long do transactions remain in the List of Pending
Authorisations?

New England Credit Union has pre-defined a period of time that transactions will remain
on the system. This is displayed near the bottom of the page when you are viewing the
List of Pending Authorisations.
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View Detail of a Transaction

Step
1

From the List of Pending Authorisations page, or the Pending Authorisations
section of the Welcome Page, click on the Detail link for the transaction.

at the heart of our c

r - - - -
Welcome Page Future Payments Personal Payees

Account Transactions

Acoount Current Balance  Available Balance
ABC Company &ccount - (702458351 $9,840.00 $9,5840.00

Posted Effective S Cheque #/ f .

Date Date Description o Debit Credit Balance
C{ 06 FEB 2008 27 MAY 2008 Web Tf To-w TEST ACCOUNT $9,840.00
Ly D06 FEB 2008 27 MAY 2003 TFR $150.00 $9,5840.00
o] From-5 M SUNDRY MEMBERS
‘4 06 FEB 2003 ACCOUNT $9,990.00
£, DA FEB 2008 TFR $10,000.00 $9,990.00
& 06 FEB 2008 SHARES (client 702453) $10.00 410,00
Full transaction History

Pending Authorisations

Account Mumber (Ie.12345651) Marne of the Account Description Created Amount Detail
FO245351 ABC Company MDM SP 32080 27 MAY 08 $35.95 Detail

Future Payments
Due Before or On the 02 JUN 2003
There are no Future Payments to display.

List of Accounts

Account Murnber Account Name Current Balance Available Balance
70248351 ABC Cormpany $9,840.00 $9,840.00 Ultradata Products
Full Account List

Ask New England Credit Union about our

competitive Term Savings Rates... 132 067

New England Credit Union Ltd is the issuer of the Term Savings Account.

e The details displayed will vary according to the type of transaction.

e If you are able to authorise this transaction, and password confirmation on
updates is required by the financial institution, an 'Access Code' box will be
displayed.

at the heart of our

= - - - -
Welcome Page Future Payments Personal Payees

Pending Authorisation Detail - Make a BPAY
Payment

Wwithdrawal Detail

From Account 70248351 ABC Company
Current Balance $9,540.00
Available Balance $9,5840.00

To Pavee BPay Biller Code 0000111245 MDM SP 32080
BPay Biller Code BPay Account / Reference Mumber 12456

Amount $38.95

Wwhen This transaction will occur when fully authorised

Loaded by ABCDATAL 27 MaY 2008 12:17pm
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Authorise a Pending Transaction from the Detail View screen

Step 1 Click on the Detail link for the transaction in the List of Pending Authorisations.
Step 2 Enter your 'Access Code'.

Step 3 Click on the Pay Now button.

Authorise Transactions from the List

Step 1 Check the box in the Select column for the transactions you want to authorise.

New

at the heart of aur

-

- a - &
Welcome Page Transact Future Payments Personal Payees

List of Pending Authorisations

Pending Authorisations
Account Number (Ie.12345651) Name of the Account Description Amount Due Date  Signed To Sign Sekect Detal
70245351 ABC Company MOM 5P 32080 $35.95 27 MAY 08 0 1 Detail ’

Add your Authorisation to the selected Pending Authorisation(s)

Mote: a Pending Authorisation will be automatically deleted if not fully authorised in 14 days from date of loading.

Step 2 Enter your 'Access Code'.

Step 3 Click on the Authorise button.
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