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Change requests
How to request changes to your Westpac One Business® account.
To make changes to your Westpac One Business account such as, user permissions and authorisation instructions, 
please complete the Westpac One Business Change Request form and email it to client_services@westpac.co.nz 
Alternatively, please call us on 0800 00 99 11 and we’ll assist you through the process�

Reset your password.
On the login screen, click ‘Forgot your password?’ and follow the on-screen instructions� Alternatively, call our Helpdesk 
on 0800 00 99 11 or +64 9 374 8226 from overseas (charges may apply)�

Logging on and off
How to login for the first time.
Your Login ID will be emailed to you� Following this, we will arrange a suitable time to call to help you log in for the first 
time� During this call we will confirm your temporary password� 
To login, you will need to: 
• Visit business.westpac.co.nz and click on the ‘Login’ button

• Once presented with the login screen, enter your Login ID and provided password 

• Click on ‘Login’�

mailto:client_services@westpac.co.nz
https://business.westpac.co.nz/login/
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The Terms and conditions screen will be displayed� You must read and accept our terms and conditions to use Westpac 
One Business� 

On the ‘Create a new password’ screen, follow the on-screen instructions to set up your password�

Once the new password is set, click ‘Continue’�
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You’ll be logged out� Click on ‘login again’ to log in with your new password�

On the main login page enter your original Login ID and your new password�

Note: Passwords are case sensitive, and you will be locked out after trying to log in with the incorrect details three 
times� If this happens, you can call us on 0800 00 99 11�

How to logout.
Once you have finished and wish to logout, click on the button on the bottom left of the screen which says ‘Logout’� 
Wait for the confirmation page to ensure you have logged out successfully� 
For security reasons, never remain logged in if you are not using Westpac One Business�
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Administrator roles
How to add a new user.
Please contact us on 0800 00 99 11� We will assist you through this process� Please note that we need to verify ID for 
all users� 
ID can be sighted and verified by a Westpac staff member in branch, or documents can be certified by a person 
considered to be a trusted referee by the Amended Identity Verification Code of Practice 2013�
How to edit an existing user�
Please contact us on 0800 00 99 11� We will assist you through this process�

Reset a password for another user.
You cannot reset a password for another user� The user will need to reset their own password by clicking ‘Forgot your 
password?’ on the login screen and following the on-screen instructions� 
Alternatively, they can call our Helpdesk on 0800 00 99 11 or +64 9 374 8226 from overseas (charges may apply) 
between 8am and 6pm weekdays�

Viewing/searching and saving account details, reports,  
and transactions
Viewing accounts and transactions.
• The Accounts screen displays the list of accounts available to you online

• To access the list of transactions for a specific account, click anywhere on the row where your account number is 
This will display transactions for the past calendar month, to a maximum of 1,000 transactions 

• Transactions processed through Westpac One Business will contain a unique reference number, which is displayed 
in the ‘Reference’ field 

• To display the transaction details, click on the arrow next to the transaction�
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How to view reports, statements, and transactions.
Currently within Westpac One Business there is no functionality to export transactions or to download statements� The 
only reports currently available within Westpac One Business are the MDS (Multi-Deposit Scheme) reports, however 
you can print or save transaction list details (see How to print or save below)

How to print or save. 
To print or save any details as a PDF: 
Right click anywhere on the screen 
• Select the print option 

• Choose your preferred destination (print or save as PDF)

• Click on print (or save if you have selected the save as PDF option)�

How to search or find details.
The ability to search Westpac One Business is still to be built, however you can use your browser’s ‘Find’ functionality to 
search for the information you’re looking for� 
• Press CTRL+ F to open a ‘Find’ window 

• Enter the number or phrase you want to locate within the current page�

Payments and transfers
There are multiple options available from the Payments and transfers menu� Click on the dropdown arrow to display 
the available options which will vary depending on your user permissions� 

Creating a Payee.

How to create a payee.
• Expand ‘Payments and transfers’ on the main menu

• Click ‘Pay’ 

• Under ‘To’, select ‘New payee’ and enter the details of a new payee

• Once completed, check ‘Save to payees’�

You can also create a nickname for your payee to make it easier to find them in future (note, this defaults to the name 
entered under the ‘Payee’ name field but can be easily changed)�

Viewing, editing and deleting payees.
The payees screen can only be accessed by users with rights to manage the payee list and delete existing payees�

How to view payees.
To access the payee screen:
• Go to ‘Payees’ 

• You will see a summary of all payees loaded against your organisation

• Scroll through the list (no search or filter option is currently available) and select a payee to view their details� 
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How to edit payees
To edit a payee:
• Go to the payee list and click ‘View’ on the payee you want to edit

• Click ‘Edit’ 

• Update the fields you wish to change  

• Click ‘Save’�

Note: Check for unprocessed payments before you edit� You can’t edit a payee with payments in progress�
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How to delete a payee
To delete a payee:
• Go to your payee list and click ‘View’ on the payee you want to delete 

• Then click ‘Delete’

     

• Once you have clicked ‘Delete’, confirm you want to delete the payee 

Note: If there are payments in progress for this payee, the payee will not be deleted� Delete payee after payments 
are processed� 

 How to view a payment.
Go to ‘Payments and transfers’ tab on the main menu� There are 3 options available – the ability to access these will 
depend on each user’s permissions� For example, a user who is entitled to create payments but not able to authorise 
them will not be able to access the ‘Your approval’ tab�
To access the list of processed or failed payments click on ‘Processed payments’�

How to delete a payment. 
• Go to the ‘Pending’ or ‘Your approval’ tab 

• Find the payment to delete and click on the ‘delete’ button�
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How to make a transfer between two accounts. 
Instead of saving an account as a payee, you can now make transfer funds between accounts�
• Go to the ‘Transfer money’ tab

• Select the account you would like to transfer from

• Select the account you would like to transfer to

• Type in the amount and select the date, as well as entering any statement details

• Click next, then review and confirm the transfer – then submit�

How to make a one-to-one domestic payment.
To make a payment in Westpac One Business, users will require the ability to create payments from at least one of the 
accounts available online� 
• Go to 'Payments and transfers’ then ‘Pay’ 

• Select the account you wish to make the payment from and who you wish to pay (payee)

• Note: only the accounts you are entitled to pay from will display as an option�

You can select the payees you’ve already loaded into the system by entering the payees name in the payee field and 
selecting the name you require from the list�

Adding a new payee and making a one-off domestic payment. 
If you do not have a payee loaded, you can enter the details of a new payee� To do this:
• Type in the payee’s name and account number 

• Click on the ‘Save new payee’ button

• Complete the payment amount and the date you wish the payment to be made (this can be set up to 180 days in 
the  future) 

• Complete any optional detail fields as required

• Click on ‘Review’ button to review the payment details�
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How to save a payment as a draft.
• Click on ‘Payments and transfers’

• Click on ‘Pay’ and complete the fields 

• Select ‘Save draft’�
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Edit a draft payment
• Click ‘Payments and transfers’

• Click ‘Drafts’�

 

• Click ‘Edit’�

 

• Complete the remaining fields for the payment

• Click ‘Next’ and confirm the payment details�
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Edit pending payments.
• Go to ‘Payments and transfers’ 

• Click ‘Pending’ 

• Find the payment, then click ‘Edit’

• Make your changes, then click ‘Next’
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Users that do not have authority to authorise payments.
• Users who do not have permission to authorise the payment will require another user with authorisation rights to log 

in and authorise the payment from their 'Your approval’ screen�

Users that have permission to authorise payments. 
• If the payment requires one authorisation only, it will be processed on the selected date  

• If it requires a second authorisation, another user with authorisation rights will need to log in and authorise the 
payment  

• The second authoriser will not receive a notification about this.

If the payment is $5,000 or over, you and all other authorisers will be sent a 6-digit verification code to your registered 
mobile phone after clicking ‘authorise’� 
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How to create a Same Day Cleared Payment.
Users will require the ability to create Same Day Cleared Payment from at least one of the accounts available online to 
be able to access this function� 
• Go to ‘'Payments and transfers’ and then ‘Same day cleared payment’

• Select the account you wish to make the payment from by clicking on the arrow found in the select account box - 
only the accounts you are entitled to pay from will display as an option�

You can also create a new payee in the Same Day Cleared Payment screen, to enter the payee’s details: 
• Click on the arrow found in the ‘Select account’ field 
• Click on ‘A new payee’ 
• Type in the account name and number
• You can also choose to enter optional details in the particulars, code, or reference fields� 

Payment notifications for recipients.
If you wish to arrange for a payment notification to the recipient’s email address, this can be set-up next (this is sent by 
the recipient’s bank, directly to the payee)� To do this:
• Click on the box ‘Send notification email to payee’ 
• Enter the required email address 
• Next, enter the payment amount and the date you wish the payment to be made (this can be set up to 180 days in 

the future) 
• Select ‘Next’ to move to the confirmation screen 
• If the payment details are correct, submit the payment
• If you have permission to authorise this payment:

 – You will be sent a 6-digit verification code to your registered mobile phone 
 – Enter the code to complete the same day cleared payment authorisation and click on 'Approve’ 

• If you do not have permission to authorise this payment:
 – A message will show on screen informing you that the payment has been created and that a user with 

authorisation rights will need to log in and authorise the payment
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If required, you can also print or save a PDF of the processed SDCP details:
• Go to Payments and Transfers, then select Processed payments
• Select the payment to print and click on the ‘View’ button
• Right-click anywhere on the screen 
• Click on print and select your preferred destination (this can be a printer or ‘Save as PDF’)

How to authorise transactions.
•  If you have been set up as an Authoriser, go to ‘Your Approval’ to see a summary of payments awaiting authorisation�

• Click on the relevant payment to review the details� 

• If all is correct, click on ‘Approve’

As these are usually for large amounts, an additional security measure is in place called a one-time verification code� 
A code will be sent as a text message to the Authoriser’s registered mobile phone. This verification code 
needs to be entered into the field to complete the payment.

How to make a tax payment.
• Go to ‘Payments and transfers’, and then ‘Pay’
• Select the account you wish to make the payment from, and who you wish to pay (payee)� 
If you have already loaded a payee into the system, you can search for them by name� Alternatively, you can enter the 
details of a new payee� Please note that pre-registered payee lists are not available therefore you will need the IRD to 
advise their preferred account number and reference details� 
• Complete the payment amount and the date you wish the payment to be made (this can be set up to 180 days in 

the  future) 
• Complete optional details fields as required
• Click on ‘Review’ button to check the draft payment

• If everything is correct, submit the payment�
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5� Confirm the approval(s) in the pop up”

Approving multiple payments 
1� Click “Payments & transfers”
2� Then click “Your approval” 

3� Tick the checkboxes next to the payments you want to approve (you can do this for up to 10 payments)
4� Click on the “Approve all” button to proceed



18

MDS (Multi-Deposit Scheme)
How to view MDS.

1� Go to the main menu and select ‘Accounts’

2� In the accounts section, the Multi Deposit scheme category is grouping all the MDS related accounts�

Note that ‘solicitor trust’ is only showing for the Solicitors�

View a Solicitor Trust account
How to view Solicitor Trust account.

1� Go to ‘Account’ and select ‘Solicitor trust fund’

2� ‘Transactions’ tab is a default selection�
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Viewing and managing client fund
Trust management.
MDS provides an account management service for customers who manage funds on behalf of their clients and acts 
as a trust account� The deposit holder (group) is established as a MDS customer of Westpac� Once established, the 
deposit holder (group) may open individual accounts for clients� Individual client accounts are identified by a unique 
four-digit Investment Sequence Number (DSN)�

How to view MDS accounts and transactions.
• Go to ‘accounts’ and then ‘MDS accounts’

• Accounts displays the list of MDS accounts available to you online

• You can click on each account number to access the list of transactions for the past calendar month, to a maximum 
of 1,000 transactions

• Transactions can be sorted by any field by clicking on the preferred field category (e�g� date, description, other 
party, reference)�

How to view MDS reports.
1� Go to ‘Account’ and select ‘Multi Deposit Scheme’

2� Go to the tab menu and select ‘Reports’� 

There are several different reports you can generate including Client holdings, Client interest payments, DSN 
statement, Daily deposits, Withdrawals, and Matured deposits� 

1� Select the desired report from the drop-down list and the relevant options from the subsequent fields such as 
client name, date range, format (e�g�, pdf)

2� Click on ‘Download report’�
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How to create a new client
How to add a new Multi Deposit Scheme client.
You will need to create a client before you can create a new On Call DSN and transfer� 

1� Go to ‘Account’ and select ‘Multi Deposit Scheme’

2� Go to ‘Clients’ tab and click ‘Add client’

3� Enter the client’s details, the preferred fee type and rate�

Note that any fields marked with ‘optional’ are not mandatory, and the rest of fields are required� 
The only tax type that does not require an IRD number is ‘N – RWT Non-Declared’� 
New Zealand IRD number will be optional when you choose other countries�
Exempt tax needs to choose exemption type�
Note: Client tax details on Westpac One Business do not currently replace the existing MDS Foreign Tax process� 
Read more about Foreign Tax here: westpac.co.nz/about-us/legal-information-privacy/foreign-tax-residency/

https://www.westpac.co.nz/about-us/legal-information-privacy/foreign-tax-residency/
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The ‘Administration fee’ is a fee you can choose to charge your client (not a fee Westpac will charge you) – you can click 
on ‘Exempt’ if this is not required�

4� Once all required fields are completed click on ‘Next’ 

5� Review the details, and if everything is correct

6� Click ‘Save client’� 

A message will appear on screen confirming that you have successfully created the client�

How to view/edit client details and download reports
How to view MDS client details.

1� Go to ‘Multi Deposit Scheme’ and then ‘Clients’ tab

2� Click ‘View client’ on the relevant client’s name to view their details�

How to edit MDS client details.
3� Go to ‘Multi Deposit Scheme’ and then ‘Clients’ tab 

4� Click ‘View client’ on the relevant client’s name to view their details

5� Then click on ‘Edit’

6� Make the required changes and click on ‘Save’�

You will then get a notification that the client details have been successfully updated�

How to access individual client reports.
1� Go to ‘Multi Deposit Scheme’ and then ‘Clients’ tab

2� Click ‘View client’ on the relevant client’s name to view their details

3� Click on ‘Download report’

4� Select the relevant report from the drop-down list and the relevant options from the subsequent fields such as 
report type, date range, format (e�g� pdf)

5� Click on ‘Download report’� 
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How to add a deposit number
How to create a new DSN for an existing client.
• Go to ‘Multi Deposit Scheme’ and then ‘Clients’ tab

• Click ‘View client’ on the relevant client’s name to view their details

• Then click ‘Add’

• Optional to fill in the ‘Deposit reference’ field

On the next screen check the client details are correct and enter the DSN Reference 
• Click ‘Confirm’� 

On the following screen, you will see confirmation that a DSN has been set up� 
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How to view deposit numbers (DSN)
How to view an existing DSN.

1� Go to ‘Multi Deposit Scheme’ and then ‘Clients’ tab�

2� Find the client you require and click an existing DSN�

Alternatively: 
3� Go to ‘Multi Deposit Scheme’ and then ‘Clients’ tab�

4� Click ‘View client’ on the relevant client’s name to view their details�

5� Scroll down to the deposit number section 

6� Then click an existing DSN�
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How to transfer funds
How to transfer funds into an existing DSN.
• Go to ‘Multi Deposit Scheme’ and then ‘Clients’ tab

• Find the client you require and click an existing DSN

• Click ‘Transfer in’

• Select the account you wish to transfer the funds from and any particulars, a description for the deposit, the 
amount to transfer and the date you want the transfer to take place� 

Note that solicitor account has no option to choose the account, ‘Solicitor Trust Account’ will be pre-populated�
• Click ‘Next’

• Review the details and if everything is correct, click ‘Confirm’
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How to make transfers out
How to make MDS withdrawals.

1� Go to ‘Multi Deposit Scheme’ and then ‘Clients’ tab

2� Find the client you require and click an existing DSN

3� Click ‘Transfer out’

Note that ‘Transfer out’ will be only showing when the existing DSN has an available amount to transfer out
4� Select the account you wish to transfer the funds to

Note that solicitor account has no option to choose the account, ‘Solicitor Trust Account’  will be pre-populated
5� Select amount and any particulars, a description for the deposit, the amount to transfer and the date you want 

the transfer to take place

6� Click ‘Next’

7� Review the details and if everything is correct, click ‘Confirm’�
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Features not available in Westpac One Business
How to create, edit or cancel an automatic payment.
It is not currently possible to create, edit or cancel an automatic payment in Westpac One Business, however, this 
feature is available in Westpac One and Business Online� Alternatively, call us on 0800 00 99 11�

How to pay more than one person (bulk/batch payments).
It is not currently possible to make bulk/batch payment in Westpac One Business� This feature is available in Westpac 
One, Business Online, Corporate Online and Deskbank�

How to edit or delete a direct debit.
It is not currently possible to edit or delete a direct debit in Westpac One Business�  This feature is available in Business 
Online, Corporate Online and Deskbank�

How to create an international transfer or payment.
It is not currently possible to make an international payment or transfer in Westpac One Business� This feature is 
available in Westpac One, Business Online, Corporate Online and Deskbank�

How to import a payment file.
It is not currently possible to import a payment file into Westpac One Business� This feature is available in Business 
Online, Corporate Online and Deskbank�

How to manage more than one MDS account.
Currently within Westpac One Business there is no functionality to manage more than one MDS account� Please 
contact us on 0800 11 05 25 (MDS Team) for assistance�

How to set up a MDS Term Deposit.
Currently within Westpac One Business there is no functionality to set up a MDS Term Deposit� Please contact us on 
0800 11 05 25 (MDS Team) for assistance�
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Disclaimer.
The content of this document is intended for information purposes only and you should use your own judgment regarding how such information should be applied in your own business� We make no 
warranty or representation, express or implied, regarding the accuracy of any information, statement or advice contained in this document� We recommend you seek independent legal, financial and/or 
tax advice before acting or relying on any of the information in this document� 
All opinions, statements and analysis expressed are based on information current at the time of writing from sources which Westpac believes to be authentic and reliable� Westpac issues no invitation to 
anyone to rely on this material� Ownership of the intellectual property on systems, services and products described in this document will remain vested in Westpac� 
Nothing in this document will transfer or shall be deemed to transfer title to that intellectual property� The availability of any or of all products, services and facilities referred to in this document is also 
subject to completion of Westpac’s and where required, industry-wide, standard documentation�
Westpac New Zealand Limited�

For further information
Westpac One Business Helpdesk 0800 00 99 11

  Weekdays from 8.30am to 5pm

 client_services@westpac.co.nz

mailto: client_services@westpac.co.nz

