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BUSINESS BANKING

Business Banking is now even easier with Queenslanders. Batch payments allow you to process up to 500 payments in one
transaction. You can create multiple batches where you need to process more than 500 payments. To access Business Banking,
you first need to log in to Interet Banking. For guidance in logging in and using Internet Banking please refer to our Internet
Banking Guide.

1. Create a Batch

Once you have logged in open the “Transfer/Pay” menu and select “Business Banking”.

I’}
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TRANSFER PAY SOMEONE BPAY INTERNATIOMAL SCHEDULED BUSINESS BANKING
TRANSFERS TRANSFERS

Using Business Banking you can create manual batch payments or upload a batch using an aba file from your accounting
software.

When you open Business Banking, your Batch history will automatically be displayed. To create a new Batch, click on “Create
Batch”.

Il  Business Banking

CREATE BATCH Z BATCH HISTORY

There are no batchesto display.
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CREATE A MANUAL BATCH

A manual Batch allows you to manually add multiple transactions to a Batch payment without using accounting software.

After creating a Batch, confirm that Manual Batch has been selected and click on the arrow to choose the account the batch
payment should be made from. Then, enter your Batch Name and click “Create Batch”.

il Create Batch

T UPLOAD BATCH

FROM ACCOUNT:

Business Cheque $ 14 650,00
' L]

Acc, 42000003

$14,650.00

Batch Name Batch01
CANCEL CREATE BATCH
BUSINESS BANKING GUIDE
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1. Add Payments to your Batch

Once your Batch has been created, click on “Add Payment” to add transactions to your Batch.

BATCHO1

FROM ACCOUNT:

i) Business Cheque *1 4,650.00

ACc, 49000003
Current $14,650.00
BACK
© ADD PAYMENT TOTAL: $0.00

There are no transactions to display for this batch.

Choose the type of payment you want to add to your Batch. Use Transfer to transfer funds between your own accounts, use
Member to transfer funds to another Queenslanders Member, use Anyone to transfer funds to an account outside of
Queenslanders and use BPAY® to make a BPAY ® payment.

@ ADD PAYMENT TOTAL: $0.00
S s s s B
> | R | 1 |

TRANSFER MEMBER ANYONE BPAY

There are no transactions to display for this batch.
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Enter the details of your transaction and click “Create Payment” to continue.

. Pay Member

Create new Pay Member transaction and add it to a batch.

FROM

Description
Account No.
Pay To

Reference

Amount

BACK TO BATCH

BUSINESS CHEQUE
49000003

Optional e.g. Rent or John Smith
e.g. 12345678
First 3 characters of last name @

Will appear on payee's statement

ADD TO FAVOURITES

CREATE PAYMENT

Confirm the details of you payment and select “Confirm” to continue.

FROM

DESCRIPTICN
ACCOUNT NO.
PAY TO
REFERENCE

AMOUNT

< EDIT PAYMENT

BUSINESS BANKING GUIDE
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$100.00
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You will be notified that your transaction was successfully added to the Batch. Select “Back to Batch”.

TRANSACTION WAS SUCCESSFULLY ADDED TO THE
BATCH.

FROM BUSINESS CHEQUE
493000003

DESCRIPTION JOHN SMITH

ACCOUNT NO.

PAY TO

REFERENCE

AMOUNT $100.00

BACK TO BATCH

Your payment has now been added to the Batch.

BATCHO1

FROM ACCOUNT:

ine aque $
s, Business Cheque 14,650.00
' Current $14,650.00
BACK
& ADD PAYMENT TOTAL: $100.00
PAY MEMBER
l SURNAME: $100.00 «=-
REFEREMCE:
BUSINESS BANKING GUIDE
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2. Alter or Delete a Payment from your Batch

Click on the ellipses (...) icon beside the payment to alter the amount or delete from the Batch.

@ ADD PAYMENT TOTAL: $100.00
PAY MEMBER
11 SURMAME: $100.00 X
REFEREMCE:

Amount $100.00
DELETE

3. Approve your Batch

Repeat this process until all transactions have been added to the Batch. When you need to delete, view the history or approve the
Batch, click on the ellipses (...) button beside the batch.

BATCHO1 $100.00

BUSINESS BANKING GUIDE
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Once you are ready to approve the Batch, you will need to verify your identity using SMS or Token Security and select “Yes” to
continue.

Are you sure you want approve
?

This option requires Secure SMS validation.

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

You will receive SMS message containing an SMS code,

Please enter the SMS code received and procead with your action,

Phone Number
Ifyou are sure you wish to process this Batch then please confirm the details in the SMS most

importantly confirming that the SMS signature below matches with the SMS signature in the
message you receive,

5MS Signature

043906

SM5 Code Sent. Please enterthe code.

NO YES

Your Batch has been successfully approved.

BATCHOT1

Batch has been successfully approved.

BUSINESS BANKING GUIDE .
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If more than one person is required to authorise transactions from your account. The status of the Batch will be “Awaiting
Approval” until the required number of signatories log in to Internet Banking and approve the Batch.

BATCHO1 $100.00
1.2]
FROM BUSINESS CHEQUE
40000003
APPROVERS 199999999
BACK

After logging in and selecting “Business Banking” from the “Transfer/Pay” menu, the approving signatory can click on “Pending”
to view all Batches awaiting approval. Simply click on the ellipses (...) beside the batch and select “Approve”.

CREATE BATCH Z BATCH HISTORY

PENDING SCHEDULEL

UNSCHEDULED BATCHES

BATCHOT *100.00
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UPLOAD A BATCH

Uploading a Batch allows you to upload an aba file from your accounting software to process a Batch payment.

After creating a Batch, confirm that Upload Batch has been selected. Click on the arrow to choose the account the batch
payment should be made from and name your Batch.

4 MANUAL BATCH

FROM ACCOUNT:

& Business Cheque $ 14.650.00
'- L]

$14,650.00

Batch Name BatchO1

Select File N

CANCEL CREATE BATCH

1. Upload Payments to your Batch

Click on the file icon and select your aba file. Once your file has been uploaded, select “Create Batch”. Your payments will be
automatically added to the Batch.

¥ MANUAL BATCH

FROM ACCOUNT:

Business Cheque 3 1 4 650 )
'- L]

$14,650.00

Batch Name BatchO1
Select File TESTABA 2y
CANCEL CREATE BATCH
BUSINESS BANKING GUIDE -
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2. Approve your Batch

Once you have confirmed the transactions, click on the ellipses (...) button beside the Batch to delete, view the history or approve
the Batch payment.

Il  Business Banking

BATCHO1 $325,571.2

Once you have approved the Batch, you will need to verify your identity using SMS or Token Security and select “Yes” to
continue.

Are you sure you want approve
7

This option requires Secure SMS validation.

If you wish to 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:
Ifyou are sure you wish to process this Batch then please confirm the details in the SMS mast

importantly confirming that the SMS signature below matches with the SMS signature in the
Mmessage you receive,

5M5 Sighature

043906

SMS Code Sent. Please enter the code.

NO YES

BUSINESS BANKING GUIDE
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Your will be notified once your Batch has been successfully approved.

BATCHOT *325,571.2

Batch has been successfully approved.

If more than one person is required to authorise transactions from your account. The status of the Batch will be “Awaiting
Approval” until the required number of signatories log in to Internet Banking and approve the Batch.

BATCHOT 325,571.2

1.?]
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After logging in and selecting “Business Banking” from the “Transfer/Pay” menu, the approving signatory can click on “Pending”
to view all Batches awaiting approval. Simply click on the ellipses (...) button beside the batch and select “Approve”.

CREATE BATCH Z BATCH HISTORY

PENDING SCHEDULELD

UNSCHEDULED BATCHES

BATCHOT $325,571.2
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LOG OUT

For your online security it is important that you log out of internet banking at the end of each session. When you're ready to log
out, simply select “Logout” at the top right hand corner of the page.

SMART BUDGET SETTINGS HELP

From here, you can sign on to internet banking again or return to our website.

Queensland
Ve Queenslanders

CREDIT UNION

SECURESIGN ON @ VISIT WEBSITE >

For further assistance:

e visit our website at queenslanders.com.au
e callus 1800 7563 377
e visit your local Queenslanders or Queenslanders Credit Union branch

Names, accounts and other details used throughout this guide are fictitious and have only been used for illustrative purposes.

Queenslanders Credit Union is a division of Queenslanders Credit Union Limited
ABN 77 087 6561 027 AFSL/Australian Credit Licence 244 533.
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