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Introduction

This is the User Guide for Polyaire’s customer service offering of Polybiz Online Payment
Service.

Polybiz is Polyaire’s registered name for our new Business to Business systems which are being
developed to improve customer service.

Features

Access to your Polyaire account information via the Internet.

View and print Invoices and Credit Notes.

View and print your Statement of Account.

Pay your account by Direct Debit or Credit Card (Visa, Mastercard or Amex accepted)
Record the reason for short paying or not paying an invoice.

Download invoice & credit note details into your Accounting Software in CSV format.

YVVVVYVYYVY

Security

The payments service provided by Polyaire is hosted on a secure fault tolerant
telecommunications and server infrastructure hosted within the Australian Securities
Commission (ASX) Data Centre in Melbourne. This service is used by a number of Banks. The
facility is monitored 24 hours per day, 7 days a week and 365 days a year.

The Polybiz Online Payment Service is hosted by IP Payments who ensures confidential
information remains secure through the use of multiple layers of security and industry standard
encryption technology.
From the moment you submit your payment, confidential data including credit card details are
encrypted using 128-bit SSL certificates, and in accordance with Visa & MasterCard standards
your credit card details are never stored in clear text.
You can confirm you have established a secure SSL connection by looking for the locked
padlock in the status bar of your browser. You can confirm the validity of the certificate by
double clicking the padlock and checking the certificate:

* Has been issued to ‘www.ippayments.com.au’;

* Issued by Thawte Premium Server CA; and

* The date range is valid.
If the certificate appears invalid then do not proceed with the transaction, take a screen shot of
the certificate and email support@ippayments.com.au for further assistance.

A Security Statement is available from the Polybiz page on the Polyaire website at
www.polyaire.com.au/payment.htm
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Accessing Polybiz Online Payment Service

Customer Number & Password

You will receive an email from Polyaire informing you of your 5 digit Polyaire customer account
number and your 8 digit numeric password.

Have your Polyaire customer number handy and your password and logon to
www.polyaire.com.au/payment.htm

If you have not received your password to access Polybiz Online Payment Service, then email
supportservices@polyaire.com.au

Accessing the Polybiz web page

Use you Internet Browser to log onto www.polyaire.com.au/payment.htm you have accessed the
Polybiz page on the Polyaire website.

Click to Logon to
Online Payment Services

Download Documents

— OMNLIMNE
1 PAYMENT SERVICE

el Bndnde

Save this URL as your Favorites by selecting Favorites - Add to Favorites.

{= Google - Windows Internet Explorer provided by Note: All use

e
Y ed ~ | htt|:|:,l',l'www.pu:ul';-'aire.com.aujpaymW

File Edit  “iew ms/wp/

"ﬁ' 4\1., ||ﬁ|GﬂDi add to Favorites. | |_|

Polybiz Online Payment Service - User Guide. Page 4 of 21
Issue Date 30" March 2012



lanhir ONLINE PAYMENT PORTAL
ks USER GUIDE

'l'

Logon to Online Payment Services

Enter your 5 digit customer number and 8 digit password as supplied by Polyaire and click the
‘Logon’ button to access your information on the Online Payment Services website.

A . ll":
el Lo

#s!ysire gpline Payment Service

Customer No: |§5238
Password: [asesssse
Please use your 5 digit Customer Number to log on,
(excluding the check digit which appears on your Statement of Account and is used for BPay only)

Your password is allocated by Polyaire Support Services.

By logging on to the Online Payment Service you are accepting the Terms and Conditions of Use,
a pdf copy of which is available from the Polyaire website.

Ta log on, enter yeur customer no and paseward and click on the 'Leg On' button
If you have forgotten your passwaord, click here
Forgotten your password? Click here and a new password will be emailed to you.
Please Note: By logging onto the Online Payment Service you are accepting the Terms and

Conditions of Use. You can view and download a copy from the Polybiz page on the Polyaire
website at www.polyaire.com.au/payment.htm

Agreeing to the Terms & Conditions of Use is a requirement of the website host and our bankers.

PC Compatibility
Polyaire has applied its best endeavour to ensure compatibility with the majority of users and
environments.

Polybiz is compatible with the following web browsers:
e  MS Internet Explorer V6 and above
* Netscape 8 and above
* Mozilla Firefox V2 and above

Polybiz is not compatible with Mac Safari browser.

Polybiz Online Payment Service - User Guide. Page 5 of 21
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Navigation of Online Payment Service
The menu options appear on the left of the screen.

Your Details

Click on the appropriate menu option to maintain your details:
» Home
» ‘Preferences’ — your contact information and password
» Bank Account
» Credit Card
» Log Off

Quicklinks

Under the ‘Quicklinks’ menu options you can:
» View your payment history
» View & print Statements
» View Invoices and Credit Notes plus print copies and pay your Polyaire account.
» Download reports

Your Details

Quicklinks
i / :

Voar Detmils £
t-- .'-.I::u.—l .
ol ez l shiy )4

Guicicmily x I .
..:;,.-, e pely=irs ggline Payment Service
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Setting Up Your Details

It’s important to maintain you contact details.
Preferences

Email

The email address should be your preferred email address for receiving account information such
as payment receipts and correspondence relating to your account.

e -
| i gl

Your Details &
P Customer No: izumz
o L Campany Name: [FEE AIR. CONDITIONING
Bank Accourit Email: |accounts@freeaircon.com.au
Log Off Change Passward
Current Passward: |
S Yy L !
) - New Password! Your password must be between 6 and 8 digits
Payment Histary Password Confirm;

View Statements

Password
On first logon to the Online Payment Service you must change your password.

The password on the website is encrypted. However, it is your responsibility to make sure you
keep your password secure. We recommend that you change your password at regular intervals.

If you forget your password, email supportservices@polyaire.com.au and you will be emailed a
new password which you will need to change when you logon.
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Forgotten your Password?
Click here.

FO! ',,:eire Online Payment Service

Customer Mo! 40011

Please™se your 5 digit Customer Number to log on,
{excluding the check digit whicRN\gppears on your Statement of Account and is used far BPay only)
Your password iSNallocated by Polyaire Support Services.

By logging on to the Online Payment Servisg you are accepting the Terms and Conditions of Use,
a pdf copy of which is availqble from the Polyaire website.

To log on, enter your customer no and password and s{jck on the 'Log Orn' button.

If vou have forgotten your password, chick Rge

Enter your five digit customer number and your email address, which must match the email
address registered on the Polybiz website and then press ‘Submit’ and a new password will be
emailed to you.

po!ueire Online Payment Service

Lost/forgotten password recovery

Tao have your password emailled to vou, please enter your customer no and
your email address, then click "Subrmt’

Pleaze note that the email addressz vou enter must match exactly
the email address thet vou have previously supplied

Customer Mo: ||

Email &ddress:

Still having problems email supportservices@polyaire.com.au

Polybiz Online Payment Service - User Guide. Page 8 of 21
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Invoice & Statement Delivery Options

Do your part for the environment and get your Invoices and Statements by email instead of
postal delivery. Or download them from our Polybiz website.

It’s faster and more environmentally friendly!

It’s easy to signup.

Select how you would like your Invoices and Statements delivered to you.

Just click on one option for Invoices and one option for Statements and then press the ‘Save’
button.

Choose your preferences for invoice and statement delivery method

hhhhh

Invoice: Mo Delivery {manual download)
) Email Reminder
C}Emaﬂ with invoice attachment
(3) standard Postal Mail
Statement: ™y g Delivery (manual download)
) Email Reminder
C) Email statement attachment
(®) sStandard Postal mail

Trading terms & Conditions
In choosing either of the first three options it 15 your responsibility to (a) ensure that the correct email address s maintained on
this portal and/or (b) download invoice details from the Cnline Fayment Service portal. Failure to do so will not be accepted as a

reason for non pavment of invaoices within agreed trading terms

Save

Polybiz Online Payment Service - User Guide. Page 9 of 21
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Bank Account

By selecting menu option ‘Bank Account’ under ‘Your Details’ you can enter your Bank
Account details for direct debit payments from your Bank Account. We stress that these direct
debit payments are initiated by you our Customer and not by Polyaire.

2
?e!'v'b-'z Polyaire - Online Payment Service
Your Details 2 Hank acon
P Direct Debit Request
Preferences

Flease update the fields below to begin making direct debit payments with Folyaire immediately
Bank Account

Loa OFf This form is to authorise Palyaire (ACN D07 673 630), User [D 338559, until further notice to process your Polyaire

payments by direct debit from your nominated account upan initiation by you. It will allow you to use innevative
Quicklinks Folyaire enline payment service
Payment History
View Statements

Please fill in the details below ensuring the BSB number is entered in the farmat of wooe-xxx, then click " Update

Note that these details will not be saved until you accept the Direct Debit Service Agreement on the next page

Account Mumber: I00355439
BSE: IDGS-UCIO
Name of Account: [Jghn Customer
Finanaial Institution

Name: ICummonwealth Bank
Suburb: lAdehidE
state: [5A]

Mo bank account details registered

Once you have entered your Bank Account details, click the ‘Update’ button/
You will now be asked to agree to the Direct Debit Request Service Agreement and the
following screen will appear.

View Invoices

Reports

Direct Debit Service Agreement

This Direct Debit Service Agreement is a standard agreement provided by our Banker’s the
National Australia Bank Ltd. In order to use the Direct Debit payment method you must agree
by clicking on the “I Accept” button and entering your Logon Password and then press the
‘Confirm’ button. A PDF copy of this Agreement is available from the Polybiz page on the
Polyaire website.

R & |l B swinctng 7] sccaal” and hoaag fhe "Torken” fulbur balew, |

EE 1. Naguest snd satttorms Bolymee By (48 k= Sonct dalat the Sozmand sberdifed oi e pravica page fer ey papmetts sl corceled
ard

4. Rpenewcye snd sgres R 1R SOUN paARGOLENGE & guiverned Uy TR bermi and conivbons af the Doredl Debe Reqeest Be-vice
dgrmernerd ke

Polyaire Air Conditioning Products

ACN DOT 4T 65D 9 Direct Dabit “.qu"t

11+13 WriTE 04D GEFSS CROSS, 54 5284

s Service Agreement

The lillsmieg @ piud Desd Deld Baracs dgresmant «if Polysire Py LTd The sjreemen 4 dempred o sapism shst wour

el gatinng aw ahan yrdectsersg @ Crrec Culdet arrendediest aith e |8 ahs St skl Sy fligehsns aow be yois 6l pios Coe

Cistoll Brovider. e retommend you Leep Tl Mresmem o p Lale sleoe for Adure refesence. [T farme G0 of 1he terva amnd CEnahorng

wf yine Dermcd Dbl Ripdmmit (D08 and shoiid b ramd 0 Sarjunces wih v DON form

Dmfmst s Atcomel ey e scsorrl bedd @ pir finetcesl eetgusme frem whes =. ers
Eutherssd b errarge for fundt 1o e debded

apresment MaEnl ™ Diress Debd Asduest Birwiie AJreament baleesn vl ohd ul

Confirm your Acceptance at the bottom of the Agreement.
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Credit Card

If you choose to pay by Visa, Mastercard or Amex Credit Card then these details can be entered
into the Online Payment Service during the payment process.

F.l#bh Palyaire - Online Payomeel Syle

Your Debwis
Paymet Tyom

Credit Card Murnber: | Sp08530000000001 Vigs & HagierCand enly)
Expry Oskac | {1 &) 2008 & [meyyyy )
Ewrdblder Harme: [jahn Custcrier
Cord Tarursy Cone [ophwenal] Find Oun W
FayrEeT Sremiel [E018T 5800
Faference: Mukiiple Decument Sayment
Soninentl: (Faying September Imenicesl

Fav=aet remen

g Exigmerty

i 17RO

| Submit Payment | | Claar |

Upon entering the credit Card details you will be asked to agree to the following;

“By selecting "I accept" and clicking the "Confirm" button below, I confirm that I am the owner of the credit
card and/or am authorised to make payments to Polyaire Pty Ltd to debit the credit card identified on the
previous page for any payments until this authority is cancelled.”

Polybiz Online Payment Service - User Guide. Page 11 of 21
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View Invoices

Functionality

To pay your account just tick ‘Select All’ next to the amount due and click on the Calculate Total
button at the bottom of the screen. The amount to be paid will be calculated, then click on the
‘Next’ button to proceed to the next screen and enter your Credit Card Details or pay by the EFT
previously set up under ‘Preferences’.

Example Polybiz Screen

To unselect an individual Invoice or Short pay an Invoice, just click on the appropriate period in
the grey area and a list of invoices will appear. Unselect the Invoice and select a reason from the
dropdown box. You can also change the invoice amount being paid, but you must select a reason.

To return to the previous screen click on ‘Summary’.

Polybiz Online Payment Service - User Guide. Page 12 of 21
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Sorting the transactions is easy! Just click on the heading to sort by any of the columns.
Use scroll bar to navigate up and down the screen.

v|¢, ¥ |

s g 1
Flle Edlt Vlew Favorites \ools \Q
- B ik = s Page X iF Tools + =

Polyaire - Online Payment Service |
Your Details £
Home | |
Preferences oc. N er Date Due Date escriptio oc. Al iscount Status Select  Pay Amnt Variation Reason
Bank &ccount 07-May-2007|01-Jul-2007 [CRN -95.70 0.00| Unpaid (l | _gs_mi | B "|
Credit Card lcnzozsan |07-may-zoo7|01-1ul-z007 |cRN Sodirs 0.00| unpaid | [] | -62.72]|[ - v/
Log Off |
|235228 28-Aug-2007 [20-Sep-2007 [INV 45.36 0.00| unpaid | [ || 45_35”_ w |
Quicklinks 236856 03-Sep-2007 |30-0Oct-2007 |INV 208.67 o.00|partPaid| [] | 18173 - v
Payment History | .
235397 04-Sep-2007 [30-Oct-2007 [INV 1226.11 0.00|Part Paid| [] | 24522 - v
Wiew s 1
| i Ot # I
e cuzquqs? 10-5ep-2007 |30-Oct-2007 |CRN 97.98 0.00| unpaid | [ | -97.98 | - v|
Reparts |241631 20-Sep-2007 [20-Oct-2007 |INV 1010.87 0.00|Part Paid| [] || 38.50{|| - |
246554 03-0ct-2007 |20-Nov-2007 | TNV 41.13 1.87| unpaid | [] | 41.13|f| - ~|
247037 03-0ct-2007 |30-Nov-2007 [INV 157.77 7.17| unpaid | [] | 157_77”. ~|

Use Internet explorer Print button to print a transaction report from the Invoice list above.

1"} - B p= ~ |:¢Page » | j Tools =
The ‘Discount’ and ‘Status’ columns are not sortable.

Pay Invoices
Firstly select the Payment Type at the top of the screen;

e lsnbir
F-. '".-

Your Details 2
Hame Fayment Type: | Credit Card - Purchase [w| View All Ir
Doc. Number D&t Credit Card - Purchase seription C
Preferences | Direct Entry - Debit
et e i S TOF T T A ST 'I?"lsll

Both options of Direct Debit and Credit Card will only be available if you have set the details up
under ‘Your Details’, ‘Bank Account’ or ‘Credit Card’.

Polybiz Online Payment Service - User Guide. Page 13 of 21
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A0 [/ -5eg-2007]30-Uet- gl L] | i
VourDetails |4 = =
4 23990  [17-Sep-2007 |30-Ock-2007 |INV 17.73|  0.00{Unpaid| [] | 17.73) - ¥
ome ——L —
Pefien 233493 17-8ep-2007|30-0ct-2007 | TV 746,68 0.00|Unpzid| [ | ?4-6:65‘;- v
Bank Account 240970 [19-5ep-2007 30-0ct-2007 | TNV 16,15 o0ojunpaid| [] || 1615 v'!
Credit Card — =
240347 [20-Sep-2007 |30-Oct-2007 |INV 427.46|  0.00\Unpaid| [] L2744 v|
Log Ot _ —
243367 |25-5ep-2007|30-0ct-2007 [TV 50343  0.00{Unpaid| [] ":/503.45‘5 v
Quicklinks 2 ; ==
243389 [26-5ep-2007|30-0ct-2007 |INV 7485 0.00|Unpaid | 74| ¥|
Payment Histary — ==
ok e ||244331 26-Sep-2007 |30-0ct-2007 (INV 156.21)  0.00|Unpaid I 15621 vI
View Inveices 245121 27-5ep-2007|30-0ct-2007 (INV 4501 0.00|Unpaid | .01 \_rJ

|
( To view a document; click on Doc, Number', You must have the free Adobe (c) Acrobat viewer installed on your PC. You can download

this from herel

Discount Tatal: | 0.00
Caleulate Total | 27501

(c} 2007 IP Payments

Note: The oldest Invoices which are due for payment will appear at the top of the screen with the
current (newest) Invoices appearing at the bottom of the data. The due date is shown under the
column headed ‘Due Date’.

Settlement Discount is only calculated if a Settlement Discount forms part of the terms and
conditions of a Supply Agreement between your business and Polyaire and the payment is being
made within the agreed settlement discount period.

When finished, selecting the Invoices to be paid, click on the ‘Calculate Total” button and the
total of the selected Invoices will be calculated for payment. Settlement Discount will
automatically calculate if applicable as explained above.

Short Paying an Invoice

To short pay (part pay) an Invoice, select the Invoice for payment and enter the amount to be
paid, and then select the ‘Reason’ for the short payment from the drop down selection.
Whilst this will highlight the reason for the short payment to your Polyaire Credit Office, it is
your responsibility to advise the Polyaire selling branch that an error has occurred so that the
matter can be investigated and if required an adjustment raised.

Polybiz Online Payment Service - User Guide.
Issue Date 30" March 2012
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ﬂt!'{l biz Polyaire - Oaline Payment Sen
VowrDetals 2 Meaanr  [23-Mev-2007 [30-Bar2007 | I arin| 3083 Unpeid | [5] a1.1% -
:::"NS T3 2 3-dgre= 2007 | 30-Dke=2007 | 10 37333 AT unsaid E‘:] L1 ] -
B hecunt CHIEINEI | D6-Nov-2007 | 30-Dec-2007 |CRN =TT ':‘-Dﬂl s | [F] e | 8 w
Lag 0ff 281840 w2007 | 30-Dae=2007 |1 R tl’i.lﬂl unmaid | [F] 1588.04 | Incannert Pricing i
: eeEE Dl Nen- 2007 | 30-Dac-2007 | 1w Jsasy N-I-UI [T D JE8.5T b
FLgieril Ti-Nev-2007 [30-Dec-1007 |INY 19451 :3-“' ezl E:J 184.88 b
FE-2 Y 26-Nev=2007 | D2-Due-2007 |10 230347 m.:.ll Unguid | [] 2850347 - v
(Ta wnmw # dncurment, cick an Doc. Sorber. You mur? hive the free ddoke (o] Acobe! womwer rilfalied en your BC Voo cin donwnlons
hig From g
Chscsunt Tetal 18748

[ Colculate Total ] | 245063

If you are not paying an invoice because of a valid reason, then tick for payment but enter zero
dollars and select the reason code. This will communicate to Polyaire that there is a problem
with the Invoice.

If you make a mistake an error message will appear. Just click on ‘Retry’ and correct the entry.

When you have finished approving the Invoices for payment, then click the ‘Calculate Total’
button. If you are entitled to a Settlement Discount this will be calculated and recorded against
‘Discount Total’. The amount appearing against ‘Calculate Total’ is the amount to be paid.
Once this screen has been completed, click the ‘Next’ button to move to the payment screen.

Polybiz Online Payment Service - User Guide. Page 15 of 21
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Processing the Payment

. T
Fawr Dadads 2 I

Puyrmart Topa

SRR Craalk 0 Nufmiars L0 s 11 W8, MERE T i Senpices Esprss 0o

B R Ergry Teta: | {0 ) D308 & lm

—irdhaidir flamd  John Cunomer

[ — mmstil] Fisd Qo bisrs

RS T 'ﬁlﬂ}_ o

Ewfwrwrcn s Decumdant Sevmanrt

e &=

You must have selected the Payment Type from the drop down list on the previous screen to
determine if you are paying by Credit Card or Direct Debit. You can however, enter new credit
Card details at this stage. When you are sure the information is correct click on ‘Submit
Payment’. If the payment is approved, the following message and receipt number will appear at
the bottom of the screen.

Polybiz will remember and securely store your Credit Card details and will store multiple credit

card details.

Payment Receipt
pelybiz

e |

Saml Approved Paymend Beceipd by Emiadl
Rpcipient N [E ]

Y AEECRERI B8 ol SO e

[Sena]

You can choose to email a Payment Receipt to the email address which you have set up in
Preferences or change the email address at the time of processing your payment. You can also
print a copy by selecting the print option on your browser toolbar.

Forgot to print a Payment Receipt?
Then go to Payment History and print a copy Payment Receipt.

Polybiz Online Payment Service - User Guide. Page 16 of 21
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You can view and print PDF copy Invoices from the Online Payment Service. There is no need

for you to wait to receive an Invoice in the mail.

Just click on the document number which will launch ADOBE to view and print a copy Invoice

or Credit Note.

F'Ivbf: Polyaire - Online Payment Sys
YourDatals  LE) |64-2ap-2007 |22 22007 [ wa| aolus [ O esal- &
e [Oad= Sape 2007 | 30 Oct- 2067 | v 133601 23,73 Unpaead l:] 133815 = Ll
B ekt 23ram $ap-2007 |30-0e-2007 v wzoon]  eocd| wess | O yaz0,00] - v
Crek! Cand 2102 0%-S42-2007 [30-0er- 2007 v sow| 7| e | O | v
Lag Off e 3o-Oer-2067 |13y sa3.08|  adwE| unpasa | [ 535,19/ - o)

A | FEEIH |08-Sap-2007 {32-uk-2007 |prv s624|  4.37| unpaid | [ #5.24)[ - -
238874 |ae-get-2007 [oe 136.20)  7.10) Unpsad | [ 182 20lf - -
F3813E |07+ Fap= 3007 | 30w FOQT | T (355} B.34| Uinpasd n ].Li.:l[. - W
CHI0087 p- 3007 |30-On 2007 |CAN ~1000.73|  eo0| Unpadd | 7 | -2001.73) - -
Example of Invoice PDF
T )

pelysire Limmmmns o
o
s = —
rmi T E.-Ilf-ﬂlﬂ

|
= #-—
[T, w T e A
If a copy Invoice is not available email credit@polyaire.com.au for a copy.
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View Statements

Your Polyaire Statement will be available from the Online Payment Service on the second
working day of the calendar month.

Select the menu option ‘View Statements’ to view the statement with ADOBE Reader.

Print Statement

To print your Polyaire Statement, select the Statement you want and click on ‘View’.

If you need to download ADOBE Reader, click ‘here’.
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To either save the Statement PDF to a file or print a copy select the option from the ADOBE
Reader tool bar.

B Adobe Reader - - [Polyaire Statement 20071127 _104907[1]. pdf] £
" Fle Edit Jgew Document Tonls Window  Help - &
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Payment History

By selecting ‘Payment History’ from the menu option you can review your payments and
confirm the last payment made.

Select Start and End Dates, and the click on ‘Search’.

Polyaire - Online Fayment Sernvic

End Date!

Stnrt Dinke! HI‘H:\“HH?

Recaiph: Emaunt ($5.cc)h

27 -How-2007

[__Additsnal Crtena 33 1]

[_search |
Paigreent iy 2 Matches
Wiew Stabemerris
;:‘::”" 27-Nw-2007 0oiamua2guivele Becumant 52430, g3|Srade Card © 27-Hav-2007|7448087 7 [Amprevad -
D6 Nore=3007 14 r6a0 |Hultinla Daclmunt pe188,og| Sredt Card - B6-Hae=3007 | 74447 186 | Appravad -
WView Delails
[l phres arg AEST) irpiei Linked Tens.
[} ML 11 Py ments
Click on Actions / View details to view payment details.
Document Details
Doc. Number Amount Paid Amount Discount Card Fee Net Amount Variation Reason
264231 162.62 162.62 8.87 0.00 153,75
265321 431.19 431.19 23.52 0.00 407.67
259863 573.22 372.22 2T 0.00 541.95
CNZ285965 -77.00 -77.00 0.00 0.00 =F7:00
2562948 2088.06 1588.06 123.80 0.00 1464.26(Incorrect Pricing
By selecting ‘Additional Criteria’ you can filter your query.
| << additional Criteria ]
Credit Card Transactions
First 4 Digits: | | Last3 Digits: [ |
Bank Reference: | | Interface Reference: |
Record Criteria
Max. £ Recaords: |1|:||:| Records Fer Page! [ 20 |
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Reports

You can download your invoice details in a CSV format for loading into your own accounting
software.
Select ‘Reports’ from the menu option and then click on the report.

Report # Description

00012895 Customer Invaice List Summary {CSV only, download)

00010597 |Customer Invaoice List Detail {C5V only, download)
Report Format: i.ﬂ.dobe Acrobat (POF) » Displaying P

{Te view Adobe (c) Acrobat reports, you must have the free acrobat viewer installed on your PC. You can download this from here. Al tin
AEST)

Select the date range and the click on ‘Download Report’.
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Example download format which will automatically be opened in MS Excel.
Delivery Delivery Delivery Delivery Delivery
Document Document ~ Address  Address  Address  Address  Address
Type Date Number 1 2 3 4 5 Total GST Document Due Date Customer Order Number

You should then be able to upload the data into your own Accounting Software.

The file specifications can be downloaded from the Polyaire website at
www.polyaire.com.au/payment.htm

You will need to consult your service provider for your accounting software if assistance is
required to import this file into your Accounts Payable module.

Polyaire will be adding to the number of reports, as the product matures and to meet the
customer requirements.
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Documents (Available for Download)

The following documents are available from the Polybiz page on the Polyaire website at
www.polyaire.com.au/payment.htm

Terms & Conditions of Use
Security Statement

Direct Debit Service Agreement
User Guide

Download Format Document

YVVYYVYY

Support

You can ring the following telephone number to obtain assistance in using the Online Payment
Service.
User Support 1300 550 418

However, for technical issues consult your IT provider.
The User Support telephone number will connect you to a Credit Officer in Polyaire’s Support
Services Department who will be able to assist you with issues in using Polybiz payment web

site only. Any technical issues must be directed to your IT provider.

You can also email supportservices@polyaire.com.au with requests for information or your
suggestions on how we can improve the Online Payment Service.
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