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Overview

About this manual

Purpose

The purpose of this user manual is to detail the steps for a customer to open a corporate account with Westpac
through QuickService.

Account types

Westpac Institutional Bank corporate customers with a QuickService account will be able to access the Account
Opening eForm to open the following corporate transactional account types:

e Corporate Cheque Account (interest bearing)
e Corporate Cheque Account (no interest)

e Corporate Investment Account

e Setoff

e Corporate Evergreen Account.

The user manual is for use by all the members of your organisation that need to use their QuickService account to
open a corporate account, including:

e Team Members
e Managers

e Authorisers

How will the new eForm benefit me?
Some of the key benefits the new eForm will provide are:

e You can open an account via QuickService using the prompts and questions resulting in a streamlined end-to-
end process.

e Your organisation is able to nominate authorised delegates who can approve account opening service
requests online within QuickService.

e Your Service Request history (including authorisation trail) is available for up to three years on QuickService.

e Mandatory field options ensure compulsory information is entered the first time the eForm is completed.

Where do I find out more information?
e Your Client Enquiry Manager will assist you with the eForm.

e If you need more information a summary briefing pack (PDF) is located with this user guide in:
https://www.westpac.com.au/corporate-banking/quickservice/

Login details provided by your Client Enquiry Manager

Timing out when using the form
e After 15 minutes of non-use QuickService will lock, requiring you to re-enter your password.
e After 30 minutes of non-use QuickService will time out requiring you to re-login. No data will be lost.
e Selecting “next” at the bottom of each page will automatically save the data you have entered.

e Make a note of your Service Request number and password to facilitate reviewing your form at a later time.
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Account Opening - eForm lifecycle

This diagram shows the lifecycle of a QuickService Account Opening Service Request:

1
2
3.
4

Starting at creation by the customer (team member).
Then approval by the customer (both online authorisation and manual authorisation).
Loaded to Westpac for processing.

Customer is notified once the service request is complete.

Corporate Account Opening by Customer
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2
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Action Performed

Status of Service Request
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Account Opening - eForm screen flow

Create Service Request

User instructions

Who ‘ System

1 Team
member | will display the following details:

Create Service Request

A craft of Sas service request wil be automuscaly saved whan you cick Nex!

AT pformanon wih & & s andatony

* Cuntomer Weatie Vidusd Paend Oustome v
* Pyodust | Service Accoumts

* Activily Estaldsh ) Craate v

et Aelweon

On selecting the ‘Requests’ tab or ‘Create and Manage Service Request’ box, the system Note:

e You will not be able to continue without completing
the mandatory (*) fields

e By selecting ‘Next’, the fields are validated and
errors messages are displayed in red.

Complete the following information:

Field name Entry value

as Customer Select from drop down list — this

field only shows if the user has
access to QuickService for
more than one customer.

Product/Service | Select from drop down list

(e.g. Accounts)

Activity Establish/Create

User Reference | This is an optional field. You can
use this reference field to search
for your service request at a later
time. Make a note of the
reference created so that you can
search appropriately.

You can use up to 40 characters.

Click ‘Next’ to move to the next screen.
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Account Opening Organisation Details

Who

‘ System

User instructions

2 Team
member

On selecting ‘Next’ the system will display the organisation details screen:

Account Opening - Organisation Detalls

A draft of this servce st wil be autmrstic ally saved whan you cheh Naxt

AL Intoemnation with &+ is mandatory

Note:

If the response to question,’ Is this account to be held
under [company name]’, is:

e ‘Yes’, then the eForm will default to online
authorisation i.e. can be approved online if the
customer’s QuickService profile is set-up and
enabled for online authorisation.

* |5 the nt to be held under Westpac Valuea Yes
Parert Customme? No_ & wll be held undor Bs pew sabaidhary
ACN or AREN

® |f Noo Resident, dedhct Withholdng Tax? Yes

* Phone Nurher

Registered Office Address (PO Box 18 not acceptable)

* Slest

State

Lo Allanicd sooion Sibinas

Canced

Mailing Address
Mading Kame

e ‘No, it will be held under its new subsidiary’,
then the eForm will default to manual
authorisation i.e. will need to be signed once it

L has been generated as a PDF.

This section is mandatory if ‘Yes’ was selected in the
previous question.

To determine Organisation Type refer to: Appendix I.
Organisation Types in this guide for definitions.

If opening the account under:

e An existing customer name, the address will be
pre-populated based on the customer name
recognised in the Westpac system.

e A new customer name, the address needs to
be manually populated by the team member.

If the mailing address is different select this field to
nominate an alternate address.

Click ‘Next’:

e To move to ‘Customer Information Certificate’
screen (when opening an account under a new
customer name).

e To skip to ‘Account Opening - Type of Account
Required’ screen (when account opening under an
existing customer name).
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Customer Information Certificate details (new customer)

Who

3 Team
member

Step

‘ System

On selecting ‘Next’, the system will display the Customer Information Certificate (CIC) form

applicable to the Organisation Type (selected from the previous screen):
QuickService

Adeninistration

Requests Customer Information Certificate - Domestic Public

Sign Out >

» Crogte Request A draf of thes ssrvce reguest will e sctomaticaly saved when you chek Next

All rdoemation with 3 % is mandatory
» Service Requesty
* Full name of the company a5 Testco
regustesed with ASIC

* Does the companyy have 2 bu'mn:

name {lradng name) othet than the B
company name tegrstedod with ASIC?

* Industry / Naturs of Busness
* ACN

No

[«

* Sate or Termory as regrstersd with
ASKC

Tiusted CustodunNommnesManager Company Duector

® Date rogistered with ASIC

* Capacity of person prowding this

cenifoate Trustee/CustodunNomnestanager Company Sacretary
Fimancial Controfier
Authonsed repeesentative (8.9 sobhcdor, accountant)
Principal place of business
Same a5 ofice addeass
* Strest
* Suburh
* Posicode
* Countzy 3
* State —;J

‘ User instructions

Note: This section will automatically appear in the
eForm if your organisation is a:

e Domestic Proprietary Company

e Domestic Public Company (as per example on left)
e Standard Trust

e Non-Standard Trust

e Government Body

For other organisation types you will be prompted to
select a Customer Information Certificate form manually
from the Corporate Forms site. Once the CIC is

completed, upload it to the Service Request. Ask your
Client Enquiry Manager for more information if required.

If the company has a business name, select ‘Yes’ ->
‘Registered business name’ field will display for entry
(max. 50 characters).

#* Do#s the company have o bukinasy @ Yes
maene [lrscing name ) olher than the No
company nome ragstecad with ASIC?

* Rogistered business name tesico

If ABN is held, select ‘Yes’ -> ‘ABN’ field will be
displayed for entry

LN R
SN N

‘Date registered with ASIC’ -> format is DD/MM/YYYY
or use the calendar icon for the date:

If the field ‘Same as office address’ is selected the next
five fields will be removed from the screen

If the address is different to the office address these
fields will need to be completed.
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Click ‘Next’ to move to the next screen.
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Account Types

Step
4

Who

Team
member

‘ System

On selecting ‘Next’ the system will display the type of account required:

QuickService

Hame Administration

Sign Omt >

Requests Account Cpening - Type of Account Required
> Croate Reguew A Orah of 1hen saracs regoest will 28 mromalicaly saved when you click Next
All indormation with a & @ mandatory
> Seoace Roguesty
* Sranch Name m[f‘[ﬂl -
* Praducts © Cotporste Chegue Account (inlemal beanng)
C omporade Chagque Account (ng inerest!)
€ Coporsts Mvestment Actoat
€ Satet
€ Comparate Evergresn Account
Account Dengnator [
—
Cheque Book Details
Deposit Book Details
Other Details
Mhar Dutails =
Bk ciCavos):

‘ User instructions

Complete the ‘Account Opening - Type of Account’
screen, which contains products specific to the
Corporate Customer.

This screen contains all of the products available for
selection as an eForm.

When the Team Member selects the required product,
the screen will expand to show the specific fields that
relate to that product.

Account Designator must not exceed 60 characters.

Click ‘Next’ to move to the ‘Declaration of TFN/ABN /
Exemption’ screen.
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Declaration of TFN / ABN / Exemption details

Who

5 Team
member

‘ System

On selecting ‘Next’ the system will display the Declaration of TFN/ABN/Exemption:

QuickService

Sign Out >

Requests Declaration of TFN / ABN / Exemption

> Create Roquest A drak of this serice request wil be atomatically saved whea you chek Nexd
All indormation with a % 5 mandatory

> Service Rpquests

Collection of TFN sformation 1 suthonsed and ds use and daclosure ate sinclly reguiated by tax laws and the Prvacy Act

You a0 not odiiged 10 prowde ether your TEN e ABHN, et f you do not prowde ether, o clarm an exemption, we ate reguared 1o 2éduct

tax fom your destribetion at the highest margnal rate to mest Australian Taxation Office requirements

Withholding Tax Declaration

By completing one of the fields below, | undernstand that Withholding Tax will not be deducted from this account:

Tax Fée Numbet (TFN)

Austraian Business Number (ABN)

Reason for Exeengtion of Exempton
Code

By selecting the checkbox below, | understand that Withholding Tox will be deducted from this account:

| have not prondad 3 TFN / ABN / Exempton Reason / Examption Code

User instructions

Complete one of these options to declare your:

e TFN

e ABN (only provide an ABN instead of a TFN when
the account is being used in the furtherance of an
enterprise)

e Reason for Exemption code.

This will ensure that tax is not deducted from your
distribution at the highest marginal rate.

Note: Once the TFN number is captured it will be
visible on the Service Request until the request moves
to ‘completed’ status. At this time it will be removed. It
will be shown as ‘Provided’ in the PDF eForm.

Or otherwise tick the checkbox:

e By selecting this option you understand that
Withholding Tax will be deducted from the account.

Click ‘Next’:

e To move to ‘Facsimile/Email Indemnity’ screen
(only if QuickService does not have Fax/Email
Indemnity stored).

e To skip to ‘Notice of Authority’ screen (if
Facsimile/Email Indemnity is already stored in
QuickService).
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Facsimile/Email Indemnity preferences

Step
6

Who

Team
member

‘ System

On selecting ‘Next’ the system will display the “Facsimile/Email Indemnity’ screen (only
appears if QuickService does not already have your Facsimile/Email Indemnity preferences
stored) :

QuickService

Sign Ot >

Requesey Produces Aminiaration

Requests Facsimile/Email Indemnity

» Creade Request

A drall of thig senace 1aquest will De dutomaically saved when you ohck Next

> Service Boguests
AR information with 3 15 mandatery
* Aro instructions by fax required? Yes No
* Ase instructions by enail required? Yes No
* ASN
Back Cancel
Copyrght @ 20852010 Westpa: Baring Corporston A8 33037 €37 41 ‘l’estpac

Tt horw W verw i Priagey Suscy
Coct hare 3 veew sur Terom and Cosdiians

‘ User instructions

State your organisation’s ‘Facsimile/Email Indemnity’
preferences i.e.:

e Select ‘Yes', to enable Westpac to accept
instructions in relation to your Organisation, by
facsimile and/or email.

e Otherwise select ‘No’.

If ‘yes’ was selected:

e The ABN field needs to be completed.

Note: If ABN was previously entered in this
eForm it should automatically pre-populate.

Click ‘Next’ to move to the next screen
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Notice of Authority details

Who System

User instructions

7 Team
member

On selecting ‘N

If account open

Requests

Requests

ext’ the system will display the Notice of Authority (NOA) screen.

ing is for ‘existing customer’, the following Notice of Authority types appear:

QuickService Sign Out >

Adminkstration

Notice of Authority

> Create Request

> Senvice Requests

Roguors

Requests
> Dantoand
> Croae fioguest

> Sarvice Nequesty

A draft of this senice request will be automatically saved when you click Next'
All information with a * is mandatory

# Notice of Authority Form Type € New Notice of Authority, for this account only
To prirvide the Bard with detals of the persons mthorited for th ’
Pkl by your Grgaressbion have daferant spnons

€ Use Standard Notice of Authonty

€ Copy account signatories from another account

55 previou: Sect 1he Bank wih o Notice of Authorty foe
E:‘*_

abannly

If account opening is for ‘new customer’, the following Notice of Authority types appear:

QuickService

Sign Owr >

Prodicts Administration

Notice of Authority

A drak of e serace teguest Wil Be aoeahicaly savwd ahen you chok et

A nlarerahion wih a @ o5 mandabory

* Natice of Authorty Type Now Nohioe of Authonty for s sccoun Only

New Standaed Mot of Autharty, 10 apply 10 2l fyy accocmts in tha Ature

Cancel

The options that automatically appear for selection on
the Notice of Authority (NOA) screen, are based on
whether the account opening is for a (new) or (existing)
customer.

Select the preferred Notice of Authority type. Help text
below each selection describes the attributes of each
option.

Click ‘Next’:

e To move to the’Notice of Authority — Authorised
Persons’ screen (if one of the following NOA types
was selected):

o New Specific i.e. ‘New Notice of Authority for
this account only’.

o New Standard i.e. New Standard Notice of
Authority to apply to all my accounts in the
future.

e To skip to the ‘Account Opening - Additional
Comment’ screen (if one of the following NOA types
was selected):

o Use Existing Standard i.e. ‘Use Standard
Notice of Authority".

o Copy Existing i.e. ‘Copy account signatories
from another account’.
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Notice of Authority — Authorised Persons

Who System User instructions
8 Team On selecting ‘Next’ the system will display the Notice of Authority — Authorised Persons The Notice of Authority (NOA) — Authorised Persons
member | details: screen is displayed only if the NOA type was selected

as ‘New’ (from previous screen).

QuickService Sign DUt > Select ‘Add another signatory’ if there is more than

one authorised person required.

Administration

Requests Notice of Authority - Authorised Persons
» Cloate Reguast A drafl of thes sevace regquest will be sutomatically saved when yuu click Next
S Ab formation with a # is mandatory
Authorised Persons
Prowide the fokowing details of persans authonsed 1o act unidad the Sthonsaton
Signatory 1
* b5 thie person an sxisting VWestpan Yoz
customer? Mo

* Ghaon Name
fddle Name
* Last Name
Rusdantinl Address
Day Of Butn [=]
Month OFf Birth -
1Known By Othee Namoe

* Offcs Helgt

Click ‘Next’ to move to the next screen.
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Additional Comments

Who

System

User instructions

9 Team
member

On selecting ‘Next’ the system Account Opening comments screen will be displayed:

QuickService

Administration

Requests Account Opening

Sign Out >

3 Craate Request A draft of thvs seence request will be autcenatically saved when you chck Next

All irdoemation with 3 # o5 mandatory

> Service Recmesls

Addtional Coenments

Enter Additional Comments (250 characters free text) —
this field is optional.

The text entered will appear in the Service Request e.g.
Additional Comments

Additionz Comments This accourt is fo handle addfied fees

The Comment counter will increment by 1:

Full History | Comments {1) | Aftachmests (1] Changss
Full History
Date User Description

Click ‘Next’:

e To move to the ‘Account Opening — Authorisation
Method’ screen. Refer to step 12. QuickService will
default to Online Authorisation Method:

o Ifthe existing customer is setting up an
account and their QuickService profile is
correctly set-up for Online Authorisation.

e To skip to the ‘Account Opening — Summary’
screen. Refer to step 29.
QuickService will default to Manual Authorisation
Method:

o If the customer is setting up an account for a
new to bank subsidiary

o and/or there are insufficient approvers set up in
their customer QuickService profile.
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Account Opening — Authorisation Method

Who User instructions
10 Team The ‘Account Opening — Authorisation Method’ screen defaults to the Online Authorisation When the system defaults to Online Authorisation
member | Method when: Method you will be able to select the individual(s) within

your organisation who have been set-up in

Team member is setting up an account for a existing customer and the QuickService QuickService to approve account opening requests.

profile is correctly set-up for Online Authorisation.

QuickService

Hmquests Administration

Note: At this point, you may temporarily switch to

Requests Account Opening - Authorisation Method Manual Authorisation Method if your online
> Crente Reauest A draft of this secvce reguest will be autematically saved when you chok Nexy AUthorlsor(S) are nOt aV§I|ab|e Oln Fhls occasion to
e AR informiae 30ty 4 andiitory approve the request online. If this is the case, proceed
* Proferied Authonsation method [l Ovdine Authonsation Method to ste 29
Manual Authomsaton Mathod Z
Online Authorisation . . .
If your organisation has nominated:
Approver 1 i i
* Agstreen = < A single approver, the screen will show Approver 1
Approver 2 Only'
> Agprive = e Multiple approvers, the screen will show Approver

1, Approver 2 and so on.
Additional Comments

Selecting Approver from the dropdown list — will assign
this request to the nominated individual(s) within your
organisation.

Selecting Back — will return you to previous screen.

Selecting Cancel — will delete the request and you will
need to start again. A warning message will appear
before the cancellation is committed.

Selecting Next — will move to the ‘Account Opening —
Summary’screen to continue with the Online
Authorisation Method.
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Account Opening — Summary (Online Authorisation Method)

Who

System

er instructions

11 Team
member

On selecting ‘Next’ the system will display the following details:

QuickService

Administration

Sign Out >

Requests Account Opening - Summary
> Create Request All Infarmation with 3 % is mandatory
> Senvice Requests Organisation Details

Is this account to be held under

WESTPAC TRAINING
SERVICES?

CiS Key
Deduct Withholding Tax
Phona Number

Yes

3219510035
No
02 82531528

Registered Office Address (PO Box is not acceptable)

Strest
Suburb
State
Postcode

Country

Authorised Persons

Authorised Person 1

Is this parson an existing
Westpac customer?

Given Name

Last Name

Office Hald
Authorised Person 2

Is this person an existing
Westpac customer?

Customer Numbes
Given Name

Last Name

Office Held

Additional Comments

Authorisation Method

Preferrad Authonzation Method

Back Cancel

1 Bamngton Place
Raymond terace
NSW

2324

Australia

No

Jahn
Smith
my office

Yes

12345678
Jane
Brown

my office

Onhne Authonsation

Finish

This screen gives a summary of all the items that have
been entered.

Review all the details before choosing from the
following available options:

¢ Amend request:

‘Back’ — this option will take you to the previous
screen. You can push the Back button to move back
to the page that requires amendments.

e Delete request:

‘Cancel’ — this option will cancel the request. Select
‘Delete’ in the pop up window to confirm.

Cancel Request
A raf ol your eguest has baen saved
autpmaticaly Wil pou Gke 10 keep tis

difl?

e Finish request

‘Finish’ — This option will save the request and take
you to the next screen.

Select ‘Finish’ to move to the ‘Service Request’ screen.
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Service Request — Number Allocated (Online Authorisation Method)

12

Who

Team
member

System

On selecting ‘Finish’ the system will display the Service Request details:

QuickService

Homu Requvers Astminbstration

Sign Out >

Requests Service Request
» Cropie Hooupss Number
e bt Rafaeance

uMomeY
Praduct / Serace

Activty

User instructions

WESTPAL TRAWNNG SERVCES
Accounts

Establish / Create

Status I

A Service Request number has now been allocated.

1
Awading Documantation |

Created By

Shent Sogury Manager

CEM Cantact Numbet
satad Date

Farm
Details
Organisation Details

8 thes Rocoumt 10 be held undet
WESTPAL TRANING
SERVICES?

Additional Comments

Authorisation Method

Protested Authensation Method

Full History
Full History

Date User

fo AN 8

Fu taming aam

Comments @)

SER O

USER OaE

USER ONE

Altam il

[LIn 3 )
Fo &M N4 138

hitp D westpsc com su/cotpgiate bankog'audalnag and-fonral

DOnling Aqthansation

Attachmenia ) | Thenges
Description
tatus changed 10 Awaming Documentation

Status changed o Draft

Dewnload Forme

Status of the Service Request is ‘Awaiting
Documentation’ Note: If a NOA Authorised Persons
form was not required the status would be ‘Draft’.

Select ‘Download Forms’ to generate forms e.g.
(Notice of Authority Authorised Persons).

A pop up window appears:

=
A

Hile Dawnlaad

Do you want to open or xave thix file?

lza- Name  ServiceRequest 15922442 paf
Type, Adobe Acobet Document
Iram'  asrvicastaging.qualent.com

[ open | [ Save | | Caneel |

While filea from the Intemet can be useful, some files can potertially
ham zm A?cknmm tar it you do not trust the souros, do not apen or
save thiy file. Wi e w2

Adi Atachment J] Add Comment |

Open and print form, then scan the document once
signed.

Select ‘Add Attachment’ to navigate to next screen.
Select ‘Add Comment’ to add details to Service

Request.
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Service Request — Add Attachment (Online Authorisation Method)

13 Team
member
or mgr

On selecting ‘Add attachment’ the system will display the following:

QuickService

Haormn Rer(unsts. Administrstion

Sign Ot >

Requests Add Attachment
? Cragte Reonast Nambar 16032314

Custamar WESTPAC TRAINING SERVICES
> Farice Requasts =

Hroduct [ Servce Accoons

Actraty Entablish / Craate

Status Awating Documantatbon

Add Attachment

Al information with a # i mandatory

w Antachmant B

Comment

Attach

User instructions

Select ‘Browse’ to locate the signed document (where
it has been stored from the previous step).

Select ‘Attach’ to upload the signed off form.

A pop up box is displayed during the attachment
process.

Piease wat while your 2achment s being
upicadad

When completed the system will re-display the Service
Request detalils.
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Service Request — Submit for Approval (Online Authorisation Method)

Who System User instructions
14 Team After the attachment process is successfully loaded the full Service Request is displayed:
member

QuickService

Sign Out >

Adminiztration

Requests Service Request
> Create Aeguest Number 16032314
= UssiRelerance CAD 1raining onfing auth

» Sereice Requesly Custamar WESTPAC TRAMNNG SERVICES
Product / Senice Accourts
Actraty Estabksh / Create
Status Awating Dacumantation
Created By maa chnataphy
“hont En  Manager A b
SR Sy The attachment count has incremented by one (1).
Croated Date Tue, 19111141701
Forms g denwe weatoas com. au/comarate bankng gudelnes and deems

Select ‘Submit For Approval’ to move to next screen.

Note:
e ,Select ‘X if the attachment needs to be removed

(e.g. wrong attachment).
[ oo For oo |
(]

Authorisation Method
Fratamed Authorssabon Method Onlese Authonssion

Comments 2 BPProvEs regarsd

® A pop up window appears. Select ‘Delete’ to
p— - Chmges remove the attachment.

Full History
Dalets Attnchment
Dute User eactiption Srsee Do that 430 wont 1 dedee {e
- - PP, rawherert nvred
Tos 1AV 17T M maa chastoplhy NoticeCefudnorty 15000314 pdf Sendeniaziee 1N0ZIN 1 _pd)
Tue 11114 170 mita chastophy Status changed 1o Awarting Documaentation m
e
Tue MY 1T O maa chngteghy Staus changad 10 Dt
Hock Add Atnchmant

e Select ‘Add Attachment’ to add another form (if
required).
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Service Request Checklist — Submit (Online Authorisation Method)

Who System

User instructions

15 Team
member

The final screen for the team member to action:

QuickService

Requests Adminlstration

Slgn Ot >

Chk nere 80 vew W Privacy Pelcy
Cact hrove 0 varw wir Eprme ang Cengtens

Requests Service Request Checklist
3 Croaie Ruguas! Balom aubesting tha serace requast 10 Westpac, pleass snaure /
R + You hawe attached all appropnate cocurments
> Service Reguests
Connt
Cagyrght @ 29052010 Wwetpac Basking Corpmration AN 31 087 457 141 \.’estpac

Before selecing ‘Submit’ please ensure you have
attached any required documention.

Click ‘Submit’ to continue.
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Service Request — Awaiting Approval (Online Authorisation Method)

Who

System

User instructions

16 Team
member

The service request status has changed to ‘Awaiting Approval’:

QuickService

Administzation

Sign Ot >

Requests Service Request
» Creade Aeguest Nutmber 16032314
T UselRafersnca CAD traning onkne auth
PRS- Custormee WESTPAC TRAINMNG SERVICES
Produo! / Serice Accoumy
Actiety
Statis
Crested By mita christophy
Chent Enquey Manager Adam Hil
CEM Contntt Nusrder (02) 8275 6333

Tue, V1V 1700

Created Dutn

Ferma Iillp [www westpec o Su'Corponate-Sanking/quadshines-and-furmms/

The system will re-display the Service Request details.

Status of Service Request is ‘Awaiting Approval’

The Service request has now been assigned to the
company’s Online Approvers for action.

They will both receive an email notification and will
need to login to QuickService to review and approve the
request.
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Service Request — Assigned to Approvers (Online Authorisation Method)

Step Who User instructions
17 Approver | All individuals who were nominated to approve the request via QuickService will receive an | ¢  Approvers receive an email containing details of the
email notification. They will be able to view the service request in the QuickService ‘Pending Service Request number.

Your Action’ tab: Note: A sample email is provided in this user guide,

refer to Appendix Il. Online Authorisation Email

QuickService Sign Out >
PRl Products  Adminkstration . e Approvers sign in to Quick Service

Requests Service Requests
> Dashboard Below are your senice requests that requure clanfication or more information from Ql GO>»

you
» Create Reqyest Dran (10) | Loaded 3) InProoress(O)l Peatiag Your Acton (3) | Completed | Searen e Approvers select ‘Pending Your Action’ tab to list all
» Skinion Reueats Pending Service Requests Page 1 0f1 the Service Requests awaiting approval.

Number Customer :::,’:: 2' Activity g::,e * Created By  Status

e Select the hyperlink with the Service Request
number that matches the one received in the email.
15922467 |WESTPAC TRAINING SERVICES  Accounts Sergll John Smith %‘;‘;:’_’3
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Service Request — Awaiting Action by Each Approver (Online Authorisation Method)

Step Who System User instructions
18 Approver | On selecting the required Service Request the following screen is displayed: e The status of the Service request is ‘Awaiting
: , Approval’.
QuickService Sign Out > pprova
o bl aioomsadic e Each Approver reviews the Service Request.
. Note: All approvers can approve at the same
Requests Service Request ; PP PP
: time.
> Daskhboatd Number 15922467
User Reforonce . . .
> Croate Regeest oA WESTPAC TRAINING SERVICES o T_he full history of the Service Request is
5 Sarvice Reauests Product | Senice Accounts displayed for the Approver.
Actrty Establish / Create
Status Awaiting Approval
Created By Jehn Smith e  The Approver can review any comments and
Clirdt Enguily Manager AN attachments (when the counter >1).
CEM Contact Number (02) 6275 5333
Creatod Dato Thu, 23/10/14 1156 e T e
Forms Ml vy o o ke Sekinaiaddaleat a et B Fall History = Comments {1} [ Agachments (1) | Changes
Details Full History
Oniline Authorisation e Each Approver selects the ‘Approve bL_Jtton to
A 4 . P move to the next screen, where they will have the
i i PRIveC Wow option to Approve or decline the request .
Approver A (&) Awaiting Approval
Aporover B () Awaiting Aporoval
Full History Anachments ©) | Changes
Full History
Date User Task Description
Fri, 24/10/14 12.02 John Smith Status changed to Awaiting Approval
Thu, 23/10/14 11:56 John Smith Status changed to Draft
Back
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Terms, Conditions, Authorities and Consents (Online Authorisation Method)
Step Who System

User instructions
19 Approver | On selecting the Approve button the Online Authorisation screen is displayed:

QuickService

Sign Owt >

Qugimats Adiminiver ation

Requests Oniline Authorisation

» Croate Hugues|
—_— Terms, Conditions, Authorities and Consents
» Saruce Beuuesta

. it SIS RS Approvers should read the Terms and Conditions
Commts Sl Atsmmt P ——ye—— that are attached as links to the Online
i Authorisation page.

I

o~

I v ntpo com s )~ |- The document then appears on the screen.
M1t GoTn_ Yo Mo
o Pvey

1 A3 et nc LomL AW oL R F IR C l l

CORPORATE
TRANSACTIONAL
ACCOUNTS
TERMSAND
CONDITIONS
FORUSINGYOUR
\CCOUNT

Etectee ™ Octoteer 2214

A R EE
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Step Who

User instructions

20 Approver

- \"We acicowtedge 3f agree that

Continued from previous screen...

* oz ke r20s the terms snd conditbons . suthorsston: and acncwiedyments whsch
appyy fom S t0 troe tn Sius acoount spened by maies on behalf of the
oganaon with YWestnac and agree on behalf of the orparveabon 12 D6 Dound Dy
them

* 0% ANCE OF JLMONTY SelecTad 10 APPty 10 Thie SCCOWT Nas Deen ahonsed and

Dy mi‘un on DENET of the OIpEYEEON Durteat 10 the UThOTy v 10

Mous 2% The Irpaneson @ Jelagsters)

e

- Comdct
oo 3oy Sank Seet  goversmect chapges
oo winch reixte 12 the oganzEan 3

11 o el IMp0seS 0 I'aT
sccourt(s

» documems puEsemed for damdcaton peposes may be wried Dy Wetpac neth an
SPOTpnEta RIhoTy  and

» wihare wss of Gosamde 300 s 35 & TRanS
had Doen SeerIng e Nae 100 he terms a7

of sandng mstruchons 1o WeRtpac
INSROnY whech ap0dy 0
MArUChiany saet dy such mears ad agree o Sehall o the wpamaon 12 be Sound

o them

Comment

After reading the Terms and Conditions the
Approver must select the check box to
acknowledge and agree to the terms and
conditions.

Comments: This is free text box generally for
internal use for customer e.g. reason for approval
or decline of Service Request.

Selecting Approve:
e Will navigate to the ‘Service Request screen.
e Proceed to step 21.

Selecting Decline:
¢ Will navigate to the ‘Service Request screen.
e Proceed to step 22.
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Service Request — Approved and Assigned to Westpac for processing (Online Authorisation Method)

Who System User instructions

21 Approver | When all Approvers have authorised (approved) the request, the Service Request screen is If service request is Approved:

displayed with a ‘Loaded’ / ‘Assigned Pending Action’ status: - .
e An approved email is automatically generated to

QuickService S the Team Member who created the account
opening service request.

Administration

e But is still waiting on other Approvers to action, it
will show as ‘Awaiting Approval’:

Requests Service Request
Ot Authraancn
> Create Request Number 16042632 e o o
)—- User Reference = :‘ oo hevvn
Customer WESTPAC TRAINING SERVICES
Product / Service Accounts i
Activity Establish / Create L By all Appl’OVGI’S.
Status: Loaded Online Alhortsation
Created By UN Raadoosd Siaes Raachust et
Client Enquiry Manager Adam Hill ' U
CEM Contact Number. (02) 6275 5333 AFEATC/ER TG & Mevrveee PA. AL
Loaded Date Fri, 14/11/14 14:40
Forms: hitp./Awww westpac. com. au/c rate-banking/quidelines-and-forms/ — then the status of the request ShOWS as ‘Loaded’_

e [tis automatically assigned to Westpac for
processing. The Service request is now sitting in
the Westpac Client Enquiry Manager’s queue for
action.

o No further action is required, although the Client
Enquiry Manager may follow up with the
customer for further information (only if
necessary).
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Service Request — Declined (Online Authorisation Method)

Who

System

User instructions

22 Approver

When any Approver declines, the Service Request screen is displayed with a Declined status:

QuickService

Administration

Requests

Sign Out >

Requests Service Request

> Create Request Number 16042632
User Reference

> Service Requests

Customer

Product / Senvice
Activity

Status

Created By

Client Enquiry Manager
CEM Contact Number:
Created Date

WESTPAC TRAINING SERVICES
Accounts
Establish / Create

If the service request is Declined:

e Adeclined email is automatically generated to
the team member who created the account
opening service request.

Note: A sample declined email is provided in this
user guide, refer to Appendix IIl. Online
Authorisation Decline Email

e The approver will be presented with the Service
Request screen showing the request as
‘Declined’ by them:

USER ONE

Adam Hill

(02) 6275 5333
Fri, 14/11/1413:32

Forms: http: /e westpac. com. au/corporate-banking/quidelines-and-forms/
Additional Comments
Authorisation Method
Preferred Autheosatian Method Oréine Authonsation
Online Authorisation
Approves Status Approyed Date
‘u .
x 4 !
Full Mistory | Comments () | Attachmants ()  Changes
Full History
Date Uiser Task Description
Fo, 14AMN4 1017 Siatun changed 1o Declmed

Fn 1401141359

Fr 1477141353

Fo YN8 13 &0

Statun changed 10 Awading Approval

Status changed to Awading Dacumentation

rr— e Loprriemt e

ye—— X Detined - ioinis

¢ No further action is required by the approver.

-e IMPORTANT: The Approver should NOT select
the ‘Acknowledge’ button that appears on the
screen as this is an action for their team member
(Refer to step 23).

Fr 140004130 R ONE Status changed 1o Cratt
Back
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Service Request — Declined for Acknowledgement by Team Member (Online Authorisation Method)

23 Team
member

Team Member logs into QuickService and goes to Requests tab.

Enter the Service Request number (sourced from the email) in the quick search:

QuickService

Requests Administration

Sign Out >

Requests Service Requests
> Create Request Below are your draft service requests, these have not been submitted to Westpac Q 16042632 GO >
> Service Requests Draft (0)  Loaded (0) InProgress (0) | Pending YourAction (0) = Completed = Search

Draft Service Requests

Number Customer Product / Service Activity Created Date *+ Created By Status

Or, perform an Advanced Search:

QuickService

Requests Administration

Sign Out >

Note: Declined Service Requests don'’t
automatically appear in any of the queues.

Therefore, the team member needs to:

e Open the declined email notification to retrieve
the Service Request Number.

e Log into QuickService to search for the declined
Service Request:

By entering the Service Request Number
in the Quick Search and pressing GO.

o Or by selecting the Search tab and
performing an Advanced Search.

Requests Service Requests
> Create Request Search all service requests Q / GO >
> Senvice Requests Draft(0) Loaded{0) |InProgress(0) Pending YourAction{0) Completed @ Search
Advanced Search
User Reference |
Loaded Date to I @
od MMM yyyy)
Due Date | Iﬂ to | ﬁ
dd MMM yyyy)
Product / Service: [Accounts >
Activity: [Establish / Create =]
Status: [Declined >
Created By: [USER ONE] =
Keyword |
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24 Team Once there is a match to the search criteria the record will appear in the screen below: - Team member selects hyperlink of the Service
member Request number that matches the one received in
: : the email.
QuickService Sign Out >
Administration
Requests Service Requests
> Create Request Below are the service requests matching your search, Q Guick y GO >
> Service Requests Draft(0) Loaded(0) InProgres Pending Your Action (0) = Completed = Search
Service Requests Page 1 0f 1
Number C}J Product / Service  Activity Due Date * Created By Status
l 16042632 'VTE STPAC TRAINING SERVICES ~ Accounts Establish / Create USER ONE Declined
Stant of list Previous 20 Next 20 End of iist
Back
25 Team The Service Request (Declined) status appears: Team member reviews any comments attached to
member the decline service request.

QuickService

Requests Administration

Requests
> Create Request

> Senvice Requests

Service Request

Sign Out >

Number

User Reference
Customer:

Product / Service
Actinity

Status

Created By

Client Enquiry Manager
CEM Contact Number
Created Date

Forms

Authorisation Method

Preferred Authorisation Method

16042632

WESTPAC TRAINING SERVICES

Accounts

Establish / Create

Declined

USER ONE

Adam Hill

(02) 6275 5333

Fri, 1411114 13:32

hitp /fwew westpac. com au/corporate-banking/guidelines-and-forms/

Online Authorisation

e Selecting the ‘Acknowledge’ button, will change
the status of the request from ‘Declined’ to
‘Draft’.

Online Authorisation
Approver Status Approved Date
3 NE ‘u,J Fr
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26 Team
member

QuickService

Requests Administration

The Service Request (Draft status) appears:

Sign Out

The Service Request is reset to ‘Draft’ status, which
/enables the team member to amend it.

>

e Team member selects the ‘Edit’ button to
navigate back to Step 2: ‘Account Opening
Organisation Details’.

Customer

Product / Service:
Activity

Status

Created By

Client Enquiry Manager
CEM Contact Number
Created Date

Forms:

Requests Service Request
> Create Request Number

User Reference
> Senvice Requests

16042632

WESTPAC TRAINING SERVICES

Accounts

Adam Hill
{02) 6275 5333
Fri, 14/11/1413:32

http: /iwere westpac. com au/corporate-banking/guidelines-and-farms/

Note: In order to make corrections QuickService
will take you back through each populated
screen.

End of the Online Authorisation Method section.
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Account Opening — Summary (Manual Authorisation Method)

Who

System

User instructions

27 Team
member

On selecting ‘Next’ the system will display the following details:

QuickService

Administration

Sign Out >

Homa Rinquanesy

Requests Account Opening - Summary
> Croate Request Al information with 3 % i3 mancatory
» Sarvice Requeals Organisation Details
Is thax account 10 be held under  No_ & will be heid under €3 new subaidary
Testco?
Comparry Name (s ropalered by Tealco
ASIC) or Qrganisation Name
ACN o ARSN COTA5T Y
Orgamsstion Typs Domestx Public Company
Dacduct Withhokéng Tax e
Fhooe Numbes 0Z 58765432
Reg d Biml Addswss |PO Box is not acceptable)
Street 1. Gorge Slrest
St Sydnay
State NSW
Poatcode 2000
Coontry Austraba
Maifing Address

Customer Information Certificate Details - Domestic Proprietary

Authorised Persons

Authorsed Person 1
Gemn Nams Jahn
Sumama Smah

Office Hoid Droctor
Additional Comments

Authorisation Method

Proferred Authonzabion Method  Manual Asthonzation Method

Back Cancel

This screen gives a summary of all the items that have
been entered.

Review all the details before choosing from the
following available options:

e Amend request:

‘Back’ — this option will take you to the previous
screen. You can push the ‘Back ‘button to move
back to the page that requires amendments.

e Delete request:

‘Cancel’ — this option will cancel the request. Select
‘Delete’ in the pop up window to confirm.

Cancel Request
A raf ot your nquest has baen saved

autpmaticaly Wiuld pou Gke 1o keep tis

difl?

e Finish request

‘Finish’ — This option will save the request and take
you to the next screen.

Note: By selecting ‘Finish’, the eForm will be saved
and the status will change from ‘Draft’ to ‘Awaiting
Documentation’.

The ‘Service Request’ screen appears next.
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Service Request — Number Allocated (Manual Authorisation Method)

Who System User instructions

28 Team On selecting ‘Finish’ the system will display the Service Request details:

member
QuickService Sign Out 3

Home Requiosts Administration

Requests Service Request
>t gt Hurniber 15822442 A Service Request number has now been allocated.
User Reference
> Makes S Customer WESTPAC TRANING SERVICES
Product / Semce Accounts
Activity Establsh / Cragt . . L.
i | A:a: ng \.(--1, o | Status of the Service Request is ‘Awaiting
o us W g OCUMTEaNO - 5
Crested By John Sedh Documentation
Cliert Engury Manager Adam Hil
CEM Contact Numbaer (02) 6275 5333
Creaad Date Wed, 220014 1440
Foxms bt Vwww wesioe com sucorooee-banking!guelsiines aed ama/ Select ‘Download Forms’ to generate forms.
Details A pop up window appears:
INSTRUCTIONS: Please roviaw all detalls bolow and select the ‘Download Forms' bumon to generate lomms for signotf, Whe .,.(.‘ |)ﬂwn;ﬂ.d 35
sigaatres have been provided, npload forms iming the "Add Antachment’ batton before submiming raquest,
Do you wart to open or xeve thix flle?
ni Name  ServiceRequest 15922442 paf
Type, Adobe Acobet Document
Authoduﬂon Mw Iram'  aarvicastaging.qualant.com
Pralered Authorsaton Methad  Manual Authensation Methad
D | F
Full Mistory  Commants (0) | Aftachments (0)  Changes While files from the Intemet can be useful, some files can potertially
@ ham your computer I you do not trust the sourcs, do not apsn o
Full H}gm wave thiy file, Wil the e 2
Date Usar Description
Thu, 23/10/14 0824 Jobys Smith Status changed 10 Awating Decumentation
Wed, 22/1014 %8 48 Jobe Smth Status changed 1o Draft . .
- Open and print the form for manual entry and sign off.
Add Aachment :
o — = . Scan the document once signed.

Select ‘Add Attachment’ to navigate to next screen.

Select ‘Add Comment’ to add details to Service
Request.

Account Opening eForm Customer User Guide July 2015 Page 32



Service Request — Add Attachment (Manual Authorisation Method)

User instructions

29 Team On selecting ‘Add attachment’ the system will display the following:
member A
or Ou]Ckservlce Sign Out >
manager
Admintstration
Requests Add Attachment
> Crugte Regesst Numbar 15922442
= Customer WESTPAC TRAINBIG SERVICES
g | S8 g
Hroduct / Semace Accounts
Actrety Estabish ! Creats
States Awateg Documentation
Add Attachment
All mformation with 3 W |5 mandatory . y 3
= Select ‘Browse’ to locate the signed document
W —— (where it has been stored from the previous step).
LCommem
i I Select Attach to.upload S|gn§d off form.
A pop up box is displayed during the attachment
process.
Piease wat while your 2achment s being
upicadad
When completed the system will re-display the
Service Request details.
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Service Request — Submit (Manual Authorisation Method)

Who

System

User instructions

30 Team
member

After the attachment process is successfully loaded, the full Service Request is displayed:

Roquuests

Requests

» Crmate Ruguust

*» Servece Bogueats

QuickService

Administration

Service Request

Numbar

Uissr Referance
Customes

Product | Serace
Actmty

Jalus

Croated By

Chant Enguiry Manager
CEM Contact Numbas
Croated Date

Forms

15922442

WESTPAC TRAINNG SERVICES
Accounts

Establsh | Craate

Awalng Documestiation

John Smith

Adam Hell

102} 6275 533

Wed, 22/10/14 14.48

hitp.www wostpac com au/comomte-bankny guidaloss-and-forma’

Coce X oo [

Full History  Comments (Oh:mqu

Full Mistory

Date User

Tha, 2310/14 09 24
Thu, 23/10/14 03 24
Wed 2210014 3448

Bock

John Sereth
John Sersth

John Sersth

Description

Siatus changed 10 Dealt

SoreceRoquant 15922304 1_ e

Status changed 10 Awating Documearntaton

Slign Out >

The attachment count has incremented by one (1).

}elect ‘Submit’ to move to the next screen.

Note:

e ~ Select ‘X' if the attachment needs to be removed
)4 (e.g. wrong attachment).

E e A pop up window appears. Select ‘Delete’ to

remove the attachment.

Deletn Attnchment

Sirzee sarme ot ok o debee £
sTacherert nvred

Seedeadannet 0200 1 pal

| o Select ‘Add Attachment’ to add another form (if
required).
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Service Request Checklist — Submit (Manual Authorisation Method)

Who

31

Team
member

System

The final screen appears for action:

QuickService

Adeninistration

Siyn Out >

fngumats

Requests Service Request Checklist
> Create Retpeat Before submiting this senace request to Westpac, tlease enzure
3 . — + You hawe attached 3 sporopnate doCument s

+ All atlached documents haowe been signed by the appropnate authonsers

Cancet

/|

Submit

User instructions

Click ‘Submit’ when finished checking the Service
Request.

Service Request — Assigned to Westpac for processing (Manual Authorisation Method)

32

Who

Team
member

System

The service request status has changed to ‘Loaded’/‘Assigned Pending Action’:

Requests

Requests
> Croate Aequest

> Saroce Requests

QuickService

Administration

Service Request

Sign 0wt >

Nurmder
User Reference

Custornes

15522442

WESTPAL TRAMNG SERVICES

Product [ Serace Accounts

Actity Estabish / Creale
Status I Loaded I
Created By John Smith

Cherst Enquiry Manager Adam Hil

CEM Contact Number
Loaded Date

(02) 6275 5333

Th, 21710114 0952

Forma

bR tamea veastoRs Lom. aucceparate-Sanking/ guidelnes and fonma!

User instructions

The system will re-display the Service Request details.

Status of Service Request is ‘Loaded’.

The Service request is now sitting in the Westpac
Client Enquiry Manager’s queue for action.

e No further action is required, although the Client
Enquiry Manager may follow up with the customer
for further information (only if necessary).

End of the Manual Authorisation Method section.
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Service Request — Completed

Step Who

System

User instructions

33 Team
member

QuickService

Raquests Administration

The service request is in ‘Completed’ status:

Sign Out >

Requests Service Request
? servke Regeests Request Information

> Create Beguest Nambes

mer Navw

Product | Sendcs
Actmty

SAatus

Customer Status

Doe Date

Loaded Date

Closed Date

Creatod By

Visibde Ta

CEM Ralationshp Qwner

Customused SLAS

Special Arramgements
Fax/Emal Indemmity Held

Fams

1764402
WESTPAC TRAINNG SERVICES

Accounts

Estadiizh |/ Create

Camgloted

Team member:

° Receives email notification when the Service

Request has been completed by Westpac.

e  Opens email notification to retrieve the Service
Request Number.

e Logs into QuickService to view the Service

Request. Status of Service Request shows as

Comglated

Véed 197U

Wea 19119 1109

Vied 11194 1144

Test User

"la Customar and Westpae
CEM ONE (GTS Chant Serace)

Ho

Wead 1970921144

w1144

Vied

Wea 1AV

Full History | Comments (2) Bchments (1] | Changes | Linked Raguasty (0)
Full History
Date Usar Task Description
Visd 11898 1144 CEM ONE

Status changsd to Complatad
Sanvice Raquest Compéated amsl sen 10

whoa rith@deompiny Com

Tax fle ruenber redacied

Status changed to Cumpleted - Pending Advice to

Cliset

FULFILMENT ONE

‘Completed’.

e Views ‘comments’ attached to Service Request.

/

End of screen flow.
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Appendix I. Definition of Organisation Types

1. Domestic Proprietary Company

Definition: a company incorporated in Australia that is limited by share capital, whose membership is limited to 50 non-employee shareholders and that is prohibited
from offering invitations to the public to subscribe to its shares or debentures.

2. Domestic Public Company

Definition: a company incorporated in Australia and is entitled to raise funds by offering securities in itself to the public.

3. Standard Trust

Definition: a trust is a relationship which exists where the trustee(s) holds property or assets for the benefit of one or more beneficiaries. The trustee can be an
individual, group of individuals, a company, group of companies or a combination of individuals and companies.

A standard trust occurs whereby a fund or property is held or administered (by a trustee) for the benefit of others (beneficiaries). A standard trust includes testamentary
trusts, unit trusts, discretionary trusts (including family trusts), self-managed superannuation funds and unregistered managed investment schemes.

Note: Custodian/nominee/manager information is required where there is an arrangement under which a custodian/nominee/manager has been formally appointed by
the trustee to act on its behalf in a limited capacity or in a specific manner. This includes providing to the Bank the applicable agreement which sets out the
arrangement.

4. Non Standard Trust
Definition: Trusts other than Standard trusts, includes:

e Registered Managed Investment Scheme — a scheme registered with ASIC to which people make contributions and in return acquire rights to benefits produced by
the scheme, where the contributions are to be pooled, or used in a common enterprise, to produce financial benefits for the people who hold interests in the scheme.
All registered managed investment schemes must hold an Australian Registered Scheme Number (ARSN) issued by ASIC.

e Regulated trusts - a trust that is licensed and subject to regulatory oversight by an Australian Commonwealth regulator, e.g. Australian Prudential Regulation
Authority (APRA), in relation to its activities as a trust. This excludes self-managed superannuation funds regulated by the Australian Taxation Office (refer to the
Customer Information Certificate — Standard Trust).

e Government Super fund - a trust that is a superannuation fund for Government employees established by legislation often referred to as public sector
superannuation funds.
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Note: Custodian/nominee/manager information is required where there is an arrangement under which a custodian/nominee/manager has been formally appointed by
the trustee/Responsible Entity (RE) to act on its behalf in a limited capacity or in a specific manner. This includes providing to the Bank the applicable agreement which
sets out the arrangement.

5. Association
Definition: An association can be:

e Anincorporated association — a group of persons who have agreed to join together in pursuit of one or more common objectives, which is incorporated in
accordance with an Australian State or Territory legislation or an overseas body. This includes a strata plan for real estate which is registered with a State or
Territory Land Office and the registration of the strata plan leads to the creation of a strata plan body corporate.

e Anunincorporated association — a group of persons who have agreed to join together in pursuit of one or more common objectives, which is not incorporated.

6. Foreign Company Registered in Australia
Definition: A foreign company registered in Australia by the Australian Securities and Investment Commission (ASIC) which can be either:
e A foreign public company — a company incorporated outside of Australia entitled to raise funds by offering securities in itself to the public; or

o A foreign proprietary company — a company incorporated outside of Australia which is a private/proprietary or other type of company in accordance with the
requirements of the jurisdiction in which it is incorporated.

7. Foreign Company Not Registered in Australia
Definition: A foreign company NOT registered in Australia by the Australian Securities and Investment Commission (ASIC) which can be either:
e A foreign public company — a company incorporated outside of Australia entitled to raise funds by offering securities in itself to the public; or

e A foreign proprietary company — a company incorporated outside of Australia which is a private/proprietary or other type of company in accordance with the
requirements of the jurisdiction in which it is incorporated.

8. Individual not including Sole Trader
Definition: An individual is a natural person (non-corporate) of any nationality.
This Customer Information Certificate may be used for:

e individuals who are customers
e individuals acting as a signatory for an organisation
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10.

11.

12.

13.

e individuals acting as agents on behalf of an organisation.

Individual acting as Sole Trader

Definition: A sole trader is a natural person (non-corporate) who trades in their own legal right without the use of a company structure, incorporation or partners and
who, alone, has full liability for the activities of the business. Sole Traders can operate under their own name or register a business name.

Regulated Partnership

Definition: a partnership is the relationship that exists between persons/organisations (the partners) carrying on business in common with a view to profit. The rights of
the partners between themselves are governed by a partnership agreement. A regulated partnership is a partnership that is registered as a member of a professional
association (e.g. a state/territory law society, real estate institute, institute of chartered accountants).

Unregulated Partnership

Definition: a partnership is the relationship that exists between persons/organisations (the partners) carrying on business in common with a view to profit (including
limited partnerships). The rights of the partners between themselves are governed by a partnership agreement.

Registered Co-operative

Definition: a legal entity owned and controlled by the people for whom it was established and who benefit from using its services. Co-operatives may be set up for a
very wide range of social and economic activities, such as retailing, agriculture, manufacturing, child care, housing, marketing, arts and crafts and taxi services. Co-
operatives may be registered by a relevant State, Territory or overseas body.

Government Body

Definition: a government body can be a domestic or foreign government body.

1. Domestic government body — an agency/department or an authority of the Commonwealth, a State or a Territory or a local government council of a State or Territory
2. Foreign government body can be either:

e agovernment of a country

e an agency or authority of the government of a country

e agovernment of part of a country

e an agency or authority of the government of part of a country
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Appendix Il. Online Authorisation Email (example)

Dear Sir/Madam,

Westpac will never send you an email asking for your personal details or link to a sign-in page. Before accessing emails or the Internet, always update your virus protection,
firewall and operating systems software.

Task 'Authorisation’ on service request 15922467 requires online authorisation. The details of this task are as follows:

Service Request Number: 15922467

Task Name: Authorisation

Customer Name: WESTPAC TRAINING SERVICES
Customer Enquiry Manager Name: Adam Hill

Customer Enquiry Manager Phone: (02) 6275 5333

Product / Service: Accounts

Activity: Establish / Create

You can view more details about this service request on the QuickService website.

Regards,

GTS Client Service

Unless otherwise stated, this email is confidential. If received in error, please delete and inform the sender by return email. Unauthorised use, copying or distribution is
prohibited. Westpac Banking Corporation (ABN 33 007 457 141) is not responsible for viruses, or for delays, errors or interception in transmission. Unless stated or apparent

from its terms, any opinion is not the opinion of Westpac Banking Corporation. This message also includes information on Westpac Institutional Bank available at
westpac.com.au/wibinfo
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Appendix I11. Online Authorisation Decline Email (example)

Dear Sir/Madam,

Westpac will never send you an email asking for your personal details or link to a sign-in page. Before accessing emails or the Internet, always update your virus protection,
firewall and operating systems software.

Task 'Authorisation’ on service request 15922461 online authorisation was declined. The details of this task are as follows:

Service Request Number: 15922461
Task Name: Authorisation
Customer Name: WESTPAC TRAINING SERVICES

Customer Enquiry Manager Name: Adam Hill
Customer Enquiry Manager Phone: (02) 6275 5333
Product / Service: Accounts

Activity: Establish / Create

You can view more details about this service request on the QuickService website.

Regards,

GTS Client Service

Unless otherwise stated, this email is confidential. If received in error, please delete and inform the sender by return email. Unauthorised use, copying or distribution is
prohibited. Westpac Banking Corporation (ABN 33 007 457 141) is not responsible for viruses, or for delays, errors or interception in transmission. Unless stated or apparent

from its terms, any opinion is not the opinion of Westpac Banking Corporation. This message also includes information on Westpac Institutional Bank available at
westpac.com.au/wibinfo
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