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Your Business Banking Guide.

Business Banking is a section within Internet Banking
which enables you to process ‘batch’ transactions.
Batch transactions allow you to process multiple
payments within the one transaction. This guide will
assist you in navigating the Business Banking system

and processing both manual and Cemtex batches
within our online platform.

If you would like to be setup for Business Banking
access, please contact us to discuss how we can
enable this for your business.

Batch transaction features include:

« The ability to create both manual and « Ability to re-process just the failed
imported Cemtex (.aba file) batches transactions in all batches

« Cemtex batch transactions display « The ability to setup different levels of
as a single summary transaction with access for each individual signatory

the ability to review using the batch
history feature

- Add internal, external or BPAY
transactions to manual batches

« Define a specific number of approvals
required before a batch can be processed

« The ability to schedule batches to process
at a later date
- Add internal and external transactions

« Batches are colour coded to easily
to Cemtex batches

identify the stage the batch is in
« Ability to re-process entire manual

- Each stage of the batch creation and
batches

approval process is tracked and can
be audited to determine which signatory
did what, and when.

This guide will assist you with
utilising Batch Processing.
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Business Banking Guide.

Creating a manual Batch (one to sign).

Batches allow for multiple transactions to be processed simultaneously.
These payments can be made immediately or scheduled to occur at a later date.

1. In the menu, click Transfer/Pay > Business Banking.
4 z )
Beyond Bank o ~ of () e @
Accoums Tronster/Pay Apply Security Setungs Help
& R ) § ] a ® I
Transfer Pay Member Pay Anyone BPAY BPAY View International Scheduled Butiness
Transfers Payments Banking
(s ]
o Ovarse
- J
2. Click on Create Batch.
4 Beyond Bank (s ] = & af (1) & ©) A
Accounts Services Apply Securmy Setings Help
=9 SessionHisoy -
fiii  Business Banking L LomCopped e 0SOR20T G234
Vs ; Last Transoctions
= P ~. No Lost Transactions
o Unmors Messnges.
PENDING SCHEDULED
J

3. Select the debit account from which the payment will come by clicking the
downward facing arrow next to the account. Enter a new Batch Name here if
required. Review the details and if correct, click Create Batch.

( )
T Create Batch

T UPLOAD BATCH

FROM ACCOUNT:

$133.4

Curmrent $133.41

-

Note: The preferred debit account can be set in Internet Banking.
This can be done by going into Settings > Preferences > Preferred Account > Save.
The selected account will be the default debit account for Batch Payments.
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4. ClickAdd Payment then select the payment type:

« Transfer (transfer between accounts in the membership)
« Member (another membership within Beyond Bank)

« Anyone (external transfer)

- BPAY.

f - Business Banking A
JimTg

View, edit and create your batch transactions

ew Tips

MANUAL_BATCH_250219

Payroll Account = 133.4

Current $133.41

You have full access to the selected account

© ADD PAYMENT

S 1 B]
\ TRANSFER MEMBER ANYONE BPAY J
B. Afer selecting the payment type (in this case a transfer),
enter the required details and click Create Transfer.
f ~ Transfer )
RJ Create transfer to your own account and add It to batch
FROM PAYROLL ACCOUNT

Access Savings Account

Reference

Amount $

N\
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6.

The payment details will be displayed for you to review.
If everything is correct, click Confirm. Otherwise, click Edit Payment

to make any necessary changes.

[

N

/_2-'
=/

Transfer

Cregte vansfer 1o your own account and add it to batch

Reference

Amount

e —
‘ < Edit Poyment ’
G

Payroll Account

Transfer to sav

$10.00

=D

~

7

[

e
~/

Transfer

Create transfer to your own account and add It to batch

@

From
To

Reference

Amount

~

Transaction Was Successfully Added To The Batch

Payroll Account
00000000

Access Savings Account
00000000

Transfer to sav

$1000

{ BackToBatwch

Click Back To Batch to add additional transactions to the batch.
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9.

When you have finished adding transactions and are ready to process

the batch, click on the ellipsis (the three dots next to the payment amount).

[

E

Business Banking

View, edit and create your batch transactions

$133.41

Current $133.41

~

Click Process.

k You have full access to the selected account

Business Banking

View, edit and create your batch transactions.

MANUAL_BATCH_250219

Payroll Account

$133.41

Current $133.41
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10. sclectthe Payment Date for the batch to be processed on by clicking
the calendar icon. Then click Request SMS Code. Once received, enter
the SMS code into the field. Then click Process to process the batch, or

1.

Cancel to stop processing the batch.

[

MANUAL_BATCH_250219

Payment Date 25/02/2019

This option requires Secure SMS validation

If you wish 10 proceed, simply click on "Request SMS Code'

You will receive SMS message containing an SMS code.

Please enter the SMS code received and proceed with your action

Phone Number Mobile: 047*****12

: ‘ > 847509

A box will appear asking whether you want to process the
batch. Click Yes if you wish to process, or No to continue
editing.

\ Cancel {  Process

(
Are you sure you want to process?
MANUAL_BATCH_250219?
L= l=
N\
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Creating a manual Batch (two to sign).

1. Atwo to sign manual batch is created using the same steps as a one to sign manual batch.
The approval process is where it differs. Once you have completed adding transactions
within the batch, click on the ellipsis (the three dots next to the payment amount).

MONTHLY PAYROLL

2. Click Approve.

e )
- Business Banking
jiITE

View, edit and create your batch transactions

$10,000.00

3.  Thebatch status will update from New to Awaiting Approval.

MONTHLY PAYROLL $10,000.00

¥

%

4. \Whenthe second signatory® signs in, they will see a naotification in the right-hand
side panel. Click View Batches to go to the list of batches which require approval.

* To process a two to sign batch, the second approver
Business Banking must have Full Access setup on the account.
You Have Batches To Approve.

X

Meonthly Payroll

Beycnd Bank
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5.

6.

The batch status will read Needs Your Approval and only one of the person icons
will be lit up. Click on the ellipsis (the three dots next to the payment amount).

Y

MONTHLY PAYROLL

Click Process.

*10,000.0
) .]@

-~

4

MONTHLY PAYROLL

$10,000.00
1

Beyocnd Bank
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7. Insert a Payment Date for the batch to be processed on by clicking the calendar icon.
Then click Request SMS Code. Once received, enter the SMS code into the field.
Then click Process to process the batch, or Cancel to stop processing the batch.

MONTHLY PAYROLL 510,00000

& _
Lo

Payment Date 13/03/2020

This option requires Secure SMS validation.

If you wish to proceed, simply click on 'Request SMS Code"

You will recelve SMS message containing an SMS code.

Please enter the SMS code recelved and proceed with your action

Phone Number Mobile: 047***** 12

I - - —>

Secure SMS Pin Code sent. Please enter the code.

=

Beycnd Bank
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9.

A box will appear asking whether you want to process the
batch. Click Yes if you wish to process, or No to continue
editing.

Are you sure you want to process?

MONTHLY PAYROLL?

No'Yes'

k e J

The batch has now been scheduled for processing and will appear in the
Scheduled tab until processing is completed.

f N
ALL NEW FAILED PENDING SCHEDULED

13 MAR 2020

MONTHLY PAYROLL s‘](),O()().oo
FROM ACC ( 1 PAYMENTS

LY

10. Once the batch has been processed, it will move to the Processed tab.

12

e R

ALL NEW FAILED PENDING SCHEDULED O

SELECT ALL | DESELECT ALL | DELETE

5 MAR 2020

[] ‘ FROM ACC 0O 1PAYMENTS e

STATUS: PROCESSED ON 05/03/2020
N ./

Beycnd Bank
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Processing a Cemtex Batch (.aba file).

Business Banking Guide.

13

If you use business accounting software such as MYOB, Quicken or XERO, you will be
able to generate bulk payment files. These files are known as Cemtex, or .aba files
which allow for multiple transactions to be added to a single file created by the software.

The file must conform to the Australian Payments Clearing Association (APCA)

Direct Entry file format before it can be uploaded, and must be in .aba format.

The following procedure outlines how to process these payments.

1. In the menu, click Transfer/Pay > Business Banking. Then click Create Batch.
(" BeyondBank (s ] - & of (1) o ® )
= mum S
fii  Business Banking = E"‘:‘,g?::;x e
S gl
Create Batch I Batch History
N e g

Click Upload Batch. Select the debit account from which the payment will come

by clicking the downward facing arrow next to the account. Enter a new Batch
Name here if required. Click the upload icon and select the .aba file you wish to

upload, then click Create Batch.

-

i Create Batch

¥ MANUAL BATCH

FROM ACCOUNT:

Payroll Account

You have full access to the selected account
Batch Name

Select File BB.ABA

$133.a1

Current $133.41

Payroll 25 02 19

0%

Beycnd Bank
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3.

Once the .aba file has been uploaded you will see your new batch.

~

E

Business Banking

View, edit and create your batch transactons.

$133.4

Current $133.41

Beyocnd Bank
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4.

From here you are able to change the debit account by clicking the downward
facing arrow as shown below. Select a new debit account, then click Save.

-
- Business Banking
JiiT

View, edit and create your batch transactions

PAYROLL 25 02 19

T

Payroll Account

Payroll Account

Payroll Account

~

$133.a1

Current $133.41

$88.00

Current $88.00

$3.2

Current $312

N

© ADD PAYMENT

There are currently no transactions to display for this batch.

Beycnd Bank
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16

5.

6.

Click on the ellipsis (the three dots next to the payment amount).

(
- Business Banking
1111

View, edit and create your batch transactions.

PAYROLL 25 0219

Click Process.*

UNSCHEDULED BATCHES

PAYROLL 25 02 19 *110.12

1%

W

i - Business Banking
JiTT§

View, edit ond cregte your batch transactions

PAYROLL 25 02 19 $110.12

N\

*For one to sign accounts, the button will say Process. After clicking Process, you will have to enter a
payment date and validate secure SMS. For two or more to sign accounts the button will say Approve,

keep following the steps below.

Beycnd Bank
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7. The batch status will read Awaiting Approval. The batch is now ready
for the second signatory to login and finish processing the batch.

UNSCHEDULED BATCHES

PAYROLL 25 02 19

Once the second approver navigates to the batch in Business Banking,
the status will read Needs Your Approval. Click on the ellipsis
(the three dots next to the payment amount), then click Process.

UNSCHEDULED BATCHES

PAYROLL 25 02 19

Beycnd Bank
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8. Inserta Payment Date for the batch to be processed on by clicking the calendar icon.
Then, click Request SMS Code. Once received, enter the SMS code into the field.
Then, click Process* to process the batch, or Cancel to stop processing the batch.

*This example is presented to the signatory with full access who is submitting the batch for processing.

~

PAYROLL 25 02 19 $110.12

[N

Payment Date 30/05/2019 G2

This option requires Secure SMS validation

If you wish to proceed, simply click on '‘Request SMS Code"

You will recelve SMS message containing an SMS code

Please enter the SMS code received and proceed with your action

Phone Number Mobile: 047°***"12

=
- J

9.  The batch has now been scheduled for processing.

Beycnd Bank
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How to identify failed transactions within a batch.

1. In the menu, click Transfer/Pay > Business Banking, then select either the
Al or Pending tab.

2. Locate the failed batch, then click on the ellipsis (the three dots next to the payment amount).

BATCH2

FROM ACCO

STATUS: PROCESSED ON 22/09/2019 (1 FAILED)

3.  Click View/Edit.

ALL PENDING SCHEDULED PROCESSEL

UNSCHEDULED BATCHES

BATCH21 $0.01

FROM ACCO 1 PAYMENTS X

STATUS: PROCESSED ON 22/09/2019 (1 FAILED) ’

¢ 2

4. Each of the failed payments will display, including a Reason for Failure.

Beycnd Bank
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How to re-run a failed batch.

1. In the menu, click Transfer/Pay > Business Banking, then select either
the All or Pending tab.
ALL PENDING SCHEDULED j

2. Locate the failed batch, and click on the ellipsis (the three dots next to the payment amount).

BATCH21 $0.01

W FROM ACC 0 1 PAYMENTS

STATUS: PROCESSED ON 22/09/2019 (1 FAILED) ) 2

3.  Click Redo Failed.

Ve

BATCH21 $0.01

w FROM ACC 1 PAYMENTS

PROCESSED ON 22/09/2019 (1 FAILED) ) 2

) X 44

4. A message will appear advising that only the previously failed
payments will be re-processed. Click Yes to proceed or No to cancel.

4 )

This action will only process transactions that previously failed. All other transactions will have their
amount set to zero. Are you sure you want to continue processing?

BATCH21?

- -
- J

Beycnd Bank
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Using the Batch History feature.

After a batch has been processed, it will appear in the Batch History so that you are
able to keep track of your completed batches.

The following steps will help you to navigate the batch history feature.

Note: Batches cannot be deleted from the Batch history.

1. In the menu, click Transfer/Pay > Business Banking, then click Batch History.
4 )
Beyond Bank o - & of @ o @

Accounts Services Apply Secunty Sewmngs Help

. . H [;n% Teday's :mm:on:?:uccv S Jun 2017

I Business Banking " LosLoggea n: 0506207 0334 P

e BS8 Number: 805022

o D /¥ Lost Transoctons
r=/  NolLost Tronsoctions
[t

ALL PENDING SCHEDULED View Mo
\_ J

2. You will be presented with the following screen displaying your processed batches.

a )
Ji Batch History

< Back| °

23 JUN 2017

u FROM ACC 01234568 T1PAYMENTS o=+
STATUS: PROCESSED ON 23/06/2017

Beycnd Bank
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3. If you can’t find the batch you are looking for, you may need to use the search
feature to find it. Click the magnifying glass icon.

a )
i Batch History

L @)

4. Then, select a Search Period and click Search.

a )
Batch History

el
pIITe
o

Search Period

Order By Order by Date

5. Find the batch you would like to review and click on the ellipsis
(the three dots next to the payment amount).

( )
i Batch History
o
23 JUN 2017

. FROM ACC 01234568 1 PAYMENTS @

STATUS: PROCESSED ON 23/06/2017

N\ J

Beycnd Bank
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6.

7.

23

This will display more information about the batch, as shown below.

(

1 Batch History

< Back

u FROM ACC 01234568
PROCESSED ON 23/06/2017 11:50:35 AM

CREATOR: 22222222 OPERATOR, A ON 23/06/2017 10:59  APPROVERS:

PROCESSOR: 22222222 OPERATOR, A ON 23/06/2017 11:49

TRANSFER TO MY 'STAFF SUPERANNUATION
TO ACCOUNT 01234534
RECEIPT: 1414484508

1 PAYMENTS

22222223 OPERATOR, B ON 23/07/2017 11:13

$10000.00

J

Processed batches will also appear in the Transaction History,
but with fewer details than the Batch History, as shown below.

Note: Manual batch transactions will be displayed in the Transaction History as individual transactions.

(

(Q) Transaction History

°637,740.7

Show Last 20 Days m Advanced Search 0

TRANSACTION SHOWING
A 25/05/2017 - 23/06/2017

Date Description

3 Batch Transfer Trans to Super Acc from
SAV 01234568 NET#141248508

ORDER
NEWEST FIRST
Amount Balance
$10,000.00 $239,858.56

Beycnd Bank
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8. Youcanalso access the Batch History from the Processed tab as shown below.

CEMTEX_SUPER_2017-06

$10,000.00
b

9. Clickonthe ellipsis (the three dots next to the payment amount).

MANUAL_MONTHLY_SUPERANNUAT ..

$10,000.00
13

10. ciick History.

CEMTEX_SUPER_2017-06

Beycnd Bank
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1.

The batch will display as shown below.

-

i Batch History

< Back

or FROM ACC 01234534
PROCESSED ON 23/06/2017 12:05:35 PM

29 PAYMENTS

22222223 OPERATOR, B ON 23/06/2017 11:55

N\

STATUS P

CREATOR: 22222222 OPERATOR, A ON 23/06/2017 11:37 APPROVERS:
PROCESSOR 22222222 OPERATOR, A ON 23/06/2017 12:03
Status All

x EXT TRF - TO 05310522 J CITIZEN 246813-01 BSB -111-222

OSTED

$277.08

J

12. Processed Cemtex batches will also appear in the Transaction History.

Note: Cemtex batch transactions will appear in the Transaction History as a single summary transaction.

25

N

N\

TRANSACTION
ALL

Transaction History

MonEsaver Internet Account

Show Please Select

SHOWNG

$3,700.90

Current Balance $3,700.90

m Advanced Search g

ORDER

Balance

$620.90 @

Amount

-$346.00

J

13. 1o access the full Transaction History for the batch, click the rightward facing arrow.

Beycnd Bank
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14. \ou will be taken directly to the selected batch in the Batch History as shown below.

-

N\

< H
T Batch History
a1
1~ FROM ACC O 100 PAYMENTS
PROCESSED ON 17/02/2020 9:34:32 AM
CREATOR: 22360729 SERVICES, | ON 17/02/2020 09:32 AM PROCESSOR: 22360729 SERVICES. | ON 17/02/2020 09:33 AM

Beyocnd Bank
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Setting up email notifications for Batch Processing.

1.

If you would like to receive email notifications to alert you whenever a batch
status changes, you can do so by clicking Services in the menu bar,
then Notifications.

(

N

Beyond Bank o - of © o @
Accounts Tronster/Poy Services Apply Securey Settings Help
o - — n A @
Secure Mallbox SMS History Cord Activote Card SMS Alerts Session History
Management Management

2.

Enter an email address > Tick Business Banking > Then click Save.

/

| & o
Beyond Bank (s ) - ) o/
Accounts Transter/Pay Apply Security Settngs Help
. pe . =%  Sesslon History
Notifications 55|  Todoy's Date: Monday § Jun 2017
Lost Logged In: 05062017 1137 AM
Set up and manage which notifications for Internet Banking transactions ond Business BS8 Number: 805022
Banking Botch transoctions you would Lke 1o receive to your nominated emall address
Please select from the st below Q "":" h?wdb_"‘

Email (]cmzenubogondbunk com ou) Secure Mailbox

No Unreod Messoges

Imeenst Trensfer

A . a® Business Banking

Extermel Tronser uu You Have Batches To Approve.
T C_MoreThan3Trans_Test11ORecords

Re v ew Batche
| BPey Poyments

—
| Business Bonking

Imernational Tronster

Upacte Cora Stotus

27
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When the Business Banking option is ticked and saved, you will receive

the following two types of email notifications to the nominated email address:

1. Batch Payment Confirmation Advice, when the batch is submitted
for processing.

2. Batch Processing Status Advice, when the batch is processed.

0

/
Beyond Bank (5]

Accoun

Notifications

Set up and manage which notications for Internet Banking ransactions and Business
Bankang Batch rONSOCUONS You would like 10 recene 10 your nNominated email odaress.

Please select from the list below.

1S

Tronster/Poy

'

N

Appiy

(T T S )

Email

Wtent Trosster
Bonk Tronster
Externol Tronster
Cheque Pogments
BPoy Pogments

v|  Busness Bonking
Intenasonol Trensfer

Updane Cord Saomas

jchizen@beyondbank.com.au

0 o

Securny Sengs

Q &

X

B

Session History
Todoy's Date: Mondoy 5 Jun 2017
Lost Logged In: 05/06/2017 0334 PM
BSB Number: £05.022

Last Tronsoctions
No Lost Trensactions

Secure MaRtbox
No Unvead Messages.
View Mail

Business Banking
You Hove Botches To Approve.
C_MoreThan3Trems_Test110Records

lew Batche
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Business Banking — Sorting your batches.

You can sort through your batches quickly and easily using the Processed Date
search function and the batch Status filter.

You can also delete a batch or multiple batches at once, simply by using

the Selection function.
FROM — T0 (o=
PROCESSED DATE 12/06/2019 12/07/2019 m
\ /
f N
ALL FAILED PENDING SCHEDULED

i SELECT ALL | DESELECT ALL ‘ DELETE i

UNSCHEDULED BATCHES

~ BATCH25

- BATCH28

N\

Processed date: Enter a specific date range then click search. This will
display all batches which have processed during the selected date range.

Status: Click either New, Failed, Pending, Scheduled or Processed to
display only batches with the selected status.

Bulk Deletion: Use the Select All, Deselect All and Delete buttons to
bulk select and delete batches.

Manual Deletion: Click the checkbox next to a batch to individually select it.
Use this to manually select and delete batches.

Beycnd Bank
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Frequently Asked Questions.

How can | check to see if | have batch banking enabled?

A Business Banking icon will appear under the Transfer/Pay menu in Internet Banking.

4 )
Beyond Bank (5] . of @ & ®
Accoums Tronsfer/Pay Apply Security setings Help
& R 1 B] B] & i
Transter Poy Member Pay Anyone BPAY BPAY View Inter Business
Transfers Payments Banking
(s
n"o:mm money
N — J

How do | have Business Banking access enabled on my accounts?

Please contact us on 13 25 85, or visit your nearest branch and one
of our friendly staff will be happy to guide you through the process.

As we are constantly looking at new ways to help
our customers navigate Business Banking, we have
an extensive list of helpful FAQ's on our website,
which can be accessed by visiting the below link:

beyondbank.com.au/need-help/business-banking

Beycnd Bank
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