How to authorise a payment in
Business Online.

Step 1.

Click on
Payments. G

PAYMENTS | INTERNATIONAL | ADMINISTRATION
Balances | Transaction Search

Account Balances

This is  summary of accounts. Click any Account Name fo see its fransaction list

BOL Demo for staff

CCo N Account Number +
Business Transaction Account 03-0587- -000
Demo Test 03-0587- -001
Business Transaction Account 03-0587- -000

DASHBOARD | MY PREFERENCES | FEEDBACK | HELP | LOGOUT

Welcome Ryan
Lsstlogin: 1800872021 11:33

Current Balance Money Available
$1,247 20 DR $0.00 CR $0.00 CR
$2091400CR $20 91400 CR $0.00 CR
$8473DR $000CR $0.00 CR

Step 2.

Click on your Payee’s
Name to view the full
payment details. (5

BALANCES & REPORTING | PAYMENTS | INTERNATIONAL

‘Automatic Payments

Pending Payments

DASHBOARD | 1Y PREFERENCES | FEEDBACK | HELP | LOGOUT

This s a it of date. Use Select

Payment Options:
Pay One or More People >>
Make A Tax Payment >>
Manage Payees >>

Search Payments List:

Payment Type:
ShowAll v

Payment Status.

Show Al >

From:[211052021 | 3 1o: 171172021 | ) (SEaren))
Rilbione  Pavment Date 7 Payee Name. Erom Account. Particulars  Analysis Code. Reference  Status Type. Amount
m] 2110512021 John Smith Enterprise E‘a*j}ig;f T’E"S“?iggo““”“”‘ ABC123 Payment 3746805 eadile  payment $100.00

T

Step 3.

Once you have
confirmed the
payment details
click Authorise. @

BALANCES & REPORTING | PAYMENTS | INTERNATIONAL

Automatic Payments | Direct Debits

View Payment

Payment Details:
Payment Date: 21/05/2021

DASHBOARD | MY PREFERENGES | FEEDBACK | HELP | LOGO!

From Account: Business Transaction Account — 03-0587- -000

Other Party Name: John Smith Enterprise
Particulars: ABC123
Analysis Code: Payment
Reference: 36746805
Amount: $100.00
Original Hash Value: 16603
Current Hash Value: 16603
Transaction Note: Office Suppies
Create Many Single Payments: No

Status: Ready to Authorise

Payee Details:

Payee Name Account Number
John Smith Enterprise 03-0587- -000
Authorisation History:

Action User Name

Create Ryan

< Back l

Particulars Analysis Code Reference Amount
ABC123 Sundries $100.00
Total: $100.00
Date/Time
211052021 15:37

Delete & | | _Edit ¢ Authorise &



Step 4.

Enter your login T - L

Payments | Transfers | Automatic Payments | Direct Debits

password @ and Authorise Payment
CI.iCk conﬁ rm. e Payment Details: Payment Date: 21/05/2021

From Account: Business Transaction Account - 03-0587- -000
Other Party Name: John Smith Enterprise
Particulars: ABC123
Analysis Code: Payment
Reference: 38746805
Amount: $100.00
Original Hash Value: 16603
Current Hash Value: 16603
Transaction Note: Office Suppiies
Create Many Single Payments: No
Status: Ready to Authorise

Payee Detalls:
Payee Name Account Number Particulars. Analysis Code Reference Amount
John Smith Enterprise 03-0587- -000 ABC123 Sundries $100.00

Total: $100.00

Password Required
EnterYourPassword: [ ] @

Authorisation History:
Action

User Name
Create Ryan 2110512021 15:37

4 cancel | Confirm o | E

Step 5.

A confirmation message T T T
will be displayed to ' o

Pending Payments

This s a list of al payments awaiting authorisation or scheduled for a future date. Use Sefect checkboxes to Authorise more than one payment

confirm the payment has

Your payment on 21/05/2021 for $100.00 has been successfully authorised.

been authorised.

Note: If you require two people to authorise your payments then both Authorisers will need to complete
these steps.

Once a payment is fully authorised it will either:
1. Move to the Processed Payments screen.

2. Remain on the Pending Payments screen until the payment date with a status of “scheduled” if the
payment is scheduled for a future date.

Westpac New Zealand Limited.



