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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:

This guide will assist you with  
utilising Batch Processing. 

•	� The ability to create both manual and  
imported Cemtex (.aba file) batches

•	� Cemtex batch transactions display  
as a single summary transaction with  
the ability to review using the batch  
history feature

•	� Add internal, external or BPAY  
transactions to manual batches

•	� Add internal and external transactions  
to Cemtex batches

•	� Ability to re-process entire manual  
batches

•	� Ability to re-process just the failed 
transactions in all batches

•	� The ability to setup different levels of  
access for each individual signatory

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

•	� The ability to schedule batches to process  
at a later date

•	� Batches are colour coded to easily  
identify the stage the batch is in

•	� Each stage of the batch creation and 
approval process is tracked and can  
be audited to determine which signatory 
did what, and when.
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Creating a manual Batch (one to sign).

1.	 In the menu, click Transfer/Pay > Business Banking.

2.	 Click on Create Batch.

3.

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

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. 

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.
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4.	 Click Add Payment then select the payment type: 

5.	 �After selecting the payment type (in this case a transfer),  
enter the required details and click Create Transfer. 

•	� Transfer (transfer between accounts in the membership)
•	Member (another membership within Beyond Bank)
•	Anyone (external transfer)
•	BPAY.
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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.

7.	� Click Back To Batch to add additional transactions to the batch. 
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8.	� 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).

9.	 Click Process.
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10.	 �

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

Select the 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.
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Creating a manual Batch (two to sign).

4.	� When the second signatory* signs in, they will see a notification in the right-hand  
side panel. Click View Batches to go to the list of batches which require approval.

2.	 Click Approve.

3.	 The batch status will update from New to Awaiting Approval.

* �To process a two to sign batch, the second approver 
must have Full Access setup on the account.

1. 	� A two 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).
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5.	� 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).

6.	 Click Process.
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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.
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8.	 �

9.	�

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

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

A box will appear asking whether you want to process the 
batch.  Click Yes if you wish to process, or No to continue 
editing.
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Processing a Cemtex Batch (.aba file).

1.	 �In the menu, click Transfer/Pay > Business Banking. Then click Create Batch.

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.

2.	 �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.



14

Your Business Banking Guide.

3. Once the .aba file has been uploaded you will see your new batch. 
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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.
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5.	 Click on the ellipsis (the three dots next to the payment amount).

6.	 Click Process.*

* �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.
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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.

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.
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8.	� 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.
*This example is presented to the signatory with full access who is submitting the batch for processing.

9.	 The batch has now been scheduled for processing.
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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  
All or Pending tab.

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

3.	  Click View/Edit.

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

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

3.	  Click Redo Failed.

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

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

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

5.	  �Find the batch you would like to review and click on the ellipsis  
(the three dots next to the payment amount).
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6.	 This will display more information about the batch, as shown below.

7.	 �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.
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8.	 �You can also access the Batch History from the Processed tab as shown below.

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

10.	 Click History.
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11.	 The batch will display as shown below.

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

13.	�� To access the full Transaction History for the batch, click the rightward facing arrow.

Note: ��Cemtex batch transactions will appear in the Transaction History as a single summary transaction.
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14.	� You will be taken directly to the selected batch in the Batch History as shown below.
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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.

2.	  Enter an email address > Tick Business Banking > Then click Save.
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3.	� 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.



29

Your Business Banking Guide.

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.

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.
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Frequently Asked Questions.

Q. 	 �How can I check to see if I have batch banking enabled?

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

Q. 	� How do I 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.
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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

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