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Overview

Purpose
The purpose of this user manual is to detail the steps required to reset your QuickService password if you
have forgotten it.

Audience
This user manual is for use by all members of your organisation that need to reset their QuickService
password, including:

e Team Managers

° Team Members
° Administrators
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How to Instructions — Resetting Your Password

The following section provides an overview of how to reset your password if you have forgotten it, beginning at the QuickService Login Page:

Step| Who System User Instructions
1 All Quick Select the ‘Forgotten Password’ link.
Service Users : :
QuickService
Sign In
Login Name
Password
Having problems signing in?
> Forgotten Password?
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Step| Who System User Instructions
2 All Quick On selecting the ‘Forgotten Password’ link the system will display the Select ‘Reset your password here’ link to reset your QuickService
Service Users | following screen: Password.
QuickService @
If you have locked your account, you would need to contact
your Administrator.
What do | do if | have forgotten my password?
If you have Iormotien your assword you <an cliange € In one of the fodowing ways
1 If regisiored for QuickService password resel SMS code, Resat vour passsorg harn
2 Not registered for QuickService password résel SMS code
Piease comact your user administrator 1o resel your passwora
Cancel|
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Step| Who

System

User Instructions

3 All Quick
Service Users

On selecting the ‘reset your password’ link the system will display the
following screen:

QuickService

Choose a new password

To reset your QuickService Password please provide the following details

Reset your QuickService Password

All information with a % is mandatory.

* Your Login Name

* Your date of birth

Complete the following information then select ‘Next’:

4

Su

16
23
30

oct

Mo

Field Name Entry Value
Your Login Name Your QuickService Login Name
Your Date of Birth Your date of birth in the following

format (DD MMM YYYY).
Example: 20 OCT 1983

You can also enter your date of
birth from the dater picker
[~[1983 [=] »

Tu We Th Fr Sa

4 5 6
11 12| 13
18 19 20
25 26| 27

1

7 8
14 15
21| 22
28| 29

Close

‘Continue’- this option will take you to the next screen.

‘Clear’- this option will remove any information entered in the
Login Name and Date of Birth fields.
‘Cancel’- this option will take you back to the QuickService Login

Page.
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Step| Who

System

User Instructions

4 All Quick
Service Users

On selecting ‘Continue’ the system will send you an SMS with the following
message:

To reset your QuickService
password enter this Westpac
SMS code: 12ab34cd. We
advise you to delete this
message once you've
entered the SMS code.

March 2014

QuickService — Forgotten Password Reset

Page 6 of 19




QuickService Forgotten Password Reset
Westpac Institutional

1 Bank
Step| Who System User Instructions
5 All Quick On selecting ‘Continue’ the system will display the following details: Enter your SMS code
Service Users
: ‘Go to Step 2’- this option will take you to the next screen.
QuickService ‘Clear’- this option will remove any information entered in the
‘Enter your SMS code’ field.
O R ‘Cancel’- this option will take you back to the QuickService Login
Choose a new password
Page.
Step 1: Enter SMS code
! mr———— @If the SMS code has expired you can get another SMS
code by selecting ‘send me a new SMS code’ link.
oo Y g
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Step| Who System User Instructions
6 All Quick On selecting ‘Go to Step 2’ the system will display the following details: Enter and re-enter your new password
Service Users
OuAtSanis ‘Submit’- this option will take you to the next screen.
ko ‘Clear’- this option will clear any information entered in the ‘Enter
your SMS code’ field.
Choose a new password ‘Cancel’- this option will take you back to the QuickService Login
Step 2 Enter o new password ' Page'
Rancet o : Caar m
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Step| Who System User Instructions
7 All Quick On selecting ‘Submit’ the system will display the following screen: ‘OK’- click to return to the login page.
Service Users
We have reset your password
We w:m your pasword )
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Step

Who

System

User Instructions

All Quick
Service Users

On selecting ‘OK’ the system will display the following screen:

QuickService

Sign In

Login Name

Password

Having problems signing in?

> Forgotten Password?

Enter your new password to log into QuickService.
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How to Instructions — Registering for Password Resets (All Users)

Users who have not provided their mobile number and DOB in QuickService cannot reset their own passwords. To register update your My Profile settings in
QuickService. Please see the below step-by-step guide.

Step| Who System User Instructions

1 All Quick
Service Users

Log into QuickService.

QuickService

Sign In

Login Name

Password

Having problems signing in?

» Forgotten Password?
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Step| Who System User Instructions
2 All Quick On selecting ‘Sign In’ the system will display the following screen: Select the ‘Administration’ tab.
Service Users
QuickService
Wotsmets  Mroiuch  Admiieirsten
Home Home
* Uans
» Jumen
Create and Manage Quickstream
Service Requests Login
Carporate Online Business Online
Login Login
v - s Wifestpac
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Step| Who System User Instructions
3 All Quick On selecting the ‘Administration’ tab the system will display the following Select the ‘My Profile’ link.
Service Users | screen:
QuickService
Administration Change Password
sl s 0 08 vl B Cogvthom Korg Su Favel 1ot 0 Pes BT L FOu¥ TS pavevers o o, it
¥ M Profie AN EETTRItOn win & & I8 manvdsiory
Enter your new password
o Foun
[ sove ]
e WiFestpac
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Step| Who System User Instructions
4 All Quick On selecting the ‘My Profile’ link the system will display the following screen: | Select ‘Edit’.

Service Users

QuickService

Amremistraton

Administration My Profile

v Waraagm Cremsvmens Your soie phote matter 30 Gate of (i A Oely ySed 1) 2608 you AN G55 Cooe in Tie ewerd YOO awe SIQ0hen Yer panew
) Zeart) Caunsmty " ! of Sy [ chutind 1 15 e 10 § .
B9y
[ sos |
Crmmmm— Wifestnac ‘Edit’— this option will let you update the ‘My Profile’ screen.
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Step| Who System User Instructions
5 All Quick On selecting the ‘Edit’ the system will display the following screen: Complete the following information then select ‘Save’:
Service Users
QllickService Field Name Entry Value
Mobile Phone Number | Your 10 Digit mobile number
R Example: 0412345678
A : P Date of Birth Your date of birth in the following
SNSRI MY Profile format (DD MMM YYYY).
e | nch AR a0 DD o B it Do 56 CorGMed i I U8 o 080 et T Example: 20 OCT 1983
? Cmrechden e s
e w You can also enter your date of
e === birth from the dater picker
oepmre « ot Txtosa  [=] »
Pl Su Mo Tu We Th Fr Sa
» vt P
> iy bl :
2l 3| 4 5/ 6| 7/ 8
9 10 11 12 13| 14 15
SRS o av e WiFestpac 16 17| 18] 19| 20 21/ 22
23 24 25 26 27 28 29
30 31
Close
‘Save’— this option will save the data entered and take you to the
QuickService Home page. You are now registered to reset your
password using SMS.
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Step| Who System User Instructions

6 All Quick On selecting the ‘Save’ the system will display the updated My Profile screen:
Service Users

QuickService

Asverustratan

Administration My Profile

«Massge Clstasierns VoL ©O0H2 PROOE SR WD GHRE (F DOU e 0N Ve 153600 yOu 3% SAE (008 M 18 SVENT yOu e N900EN yOUr DISVAONT MO0
Frons ParTte: 400 Defie of By recal st e corpitng for the 5485 cooe 1o b

» Dmeth Cymrensy
» Seceactges Seaut )

= gn Herw  BRRR

! ¥ ‘hatdx o )
» Cusoner lwen E
sk of tar

- Tradinm
R [ o ]
» DEAY. Dciies

9 (meg) Coty Fundieny

» (me Pasraosd

» iy Poutde

2yt 8 D000 20 W Wepgar Resnrg Caapaman AW 1) 31T #

WiFestpac

Cest bare s e 50 Prac Padc
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How to Instructions — Registering for Password Resets Using the One-Off
Screen

Users who sign in immediately after the Password Reset function is released will automatically be prompted to register. Please see the below step-by-step guide.

Step| Who System User Instructions

1 All Quick
Service Users

Log into QuickService.

QuickService

Sign In

Login Name

Password

Having problems signing in?

> Forgotten Password?
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Step| Who System User Instructions
2 All Quick On selecting ‘Sign In’ the system will display the following: Complete the following information then select ‘Save’:

Service Users

: - Field Name Entry Value
QuickService i . p -
u' 2 S gttt Mobile Phone Number | Your 10 Digit mobile number
Example: 0412345678
Date of Birth Your date of birth in the following

format (DD MMM YYYY).

SMS Reset Password Example: 20 OCT 1983

DeKAService can now provide you WS an EMS to0e % N you reset yous passaond i e event thae you foeget it To enadie your profe 1o
- Sl s BOw  THS NBONAton Wit DO U560 S0 fr KA Ng you AN SENSNY pous

You can also enter your date of
birth from the dater picker

3 « [ot  [=f183 =] »
Su Mo Tu We Th Fr Sa

1

2 3 4 5 6 7 8

9, 10 M 12, 13| 14| 15

16 17 18 19 20| 21| 22

23] 24 25 26 27| 28| 29
30 3

Close

This information is used solely for the purpose of resetting your
password. Please view our Privacy Policy for more information on
how Westpac protects your personal information.

‘Save’— this option will save the data entered and take you to the
next screen (QuickService Home page).

‘Skip’— this option will take you to the QuickService Home page.
When you next log into QuickService it will show you this screen
again, unless you have selected ‘Do not show this message
again’.
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Step| Who System User Instructions
3 All Quick On selecting ‘Save’ the system will display the following screen: You are now registered to reset your password.
Service Users
QuickSetvice
Wosimete  Fromcn Al roatr st
Home Home
* s
» Jamen
Create and Manage Quickstream
Service Requests Login
Carporate Online Businass Online
Login Login
. Sl it ¥ : Wifestpac
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