Creating a new user

s

Please note: Only Super Administrators (Principal) can create a new user

Step 1 — Select the Administration application from the left-hand menu, followed by Users under the
Manage heading within Administration.

WiFestpac

Main men
Administration List of users ?
View the list of fully authorised users for the organisation. perform a search for a specific user to amend or delete it, or Help
create a new user at any time.
ms Search and sort criteria
Payment services Search by:  User surname |
Receipt services User given name/s I
Reports
Pending tasks " User customer number I
Task history
Authorise O,R
@ Display all users
Accounts
Online FX Sort order: % Ascending By: |Username (surmame, given namefs]j
Payments . -
Fteieipts ¢ Descending Update list
Research Results 141 to 144 of 144
Agency
Deposits User name (surname, given name/s) Customer no.
Loans
Your settings & MclLean, Dylan 11111119
User guides " Michael. Barnes 12121216
WinTrade  Williams. James 20000005
¢ Yamuna. Ganga 10203080
[ Croate voer | - -
g Delete user Amend use | Create user Ser security Token security
Start of list ~ Crevous 20 e End of ist
USEers USErs

User reports |

Contact us

Step 2 — Click the Create user button.
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Creating a new user (continued) \\ 1}

A guide for Corporate Online Administrators

Step 3 — Enter the details of the new user and then click the Continue button.

Wi/estpac

Manage users
Enter details for the user

All information with an asterisk * is mandatory.
Establishing a new users customer number

If the new user is also an existing Westpac personal banking customer, will you allow them to re-use their personal
9 banking customer number to access Corporate Online if they choose to do s0?

I:> & Nao, establish a new custorner number
" Yes. re-use personal hanking number - enter 8 digit number if known:l

Hours of availability: 24 hour, 7 days a week access

' Limited access
I™ Monday to Friday only - select times below
OR
" Monday ™ Tuesday ™ Wednesday
I~ Thursday I Friday

Start time: I Choose - 'l (AEST)
Finish time: I Choose - 'I [AEST)

User expiry: I—Day—j I—Mom‘h— j I—Year—j

+ Personal address: |275 Main street

Must be a residentis| strest address. Do not enter a Post Office sddress.

# City: ISydney

State: NSW
I:> Postal code: W
= Country: |Austra|ia j
* Date of birth: |21 =||October x| [1985 =]

 Title: Mr -

* User given name/s: IJames Andrew

+ User sumame: ISmith
Work email: |

* Work phone: [z |12345678
Fax: : q

| | Only 1 Office will

Mabile: | be available

* Primary office for | j
correspandence & billing: 1 State St

I:> Sydney NSW 2000 Australia

Session timeout period: 10 minutes

Personal information required for security verification purposes only

Cancel | Save and resume later | Back ( Continue

Contact us
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Creating a new user (continued) \\ [}

A guide for Corporate Online Administrators

Step 4 — Select the Offices to be assigned to the new user and then click the Continue button.

Wi Festpac
User Manage users
Assign offices Z
List of offices
To assign offices. select an office in the Mot assigned box and then click "Add". Help
Identification
_ User: Smith, James Andrew ID: To be allocated
Available offices
¢~ Copy the details of an existing user
OR
¢ Assign specific offices to the user
Mot assigned: Already assigned / to be assigned:
v Office 2
Accounts / Fayments / Receipts / Depaosits
Add = Add all == == Remove all = Remove |
. Cancel | Save and resume later Back )
Contact us
Step 5 —Select the applications to be assigned to the user and then click the Continue button.
Complete Steps 6 to 11 which will be displayed based on the applications chosen.
WiFestpac
User Manage users
vDetails Assign cations
wList of offices Sopli 2
List of applications To assign applications, select an application in the 'Not assigned' box and then click 'Add'". Help
Identification
User: Smith, James Andrew ID: To be allocated
Available applications
Not assigned: Already assigned / to be assigned:
[ ] Online Customer Administration |v Online Accounts
View and update access to Corporate Onine applications Access balances and transactions for accounts
|| Online Payments | | Online Deposits
View, ite and author: from your View, te and authorise d
["] Online Receipts
Access balances and transagtions for receipt services

Administration & Payments
task should remain on
the left side.

Accounts, Deposits
& Receipts task should
remain on the right
side.

Add > Add all >> ‘ |ss Remove all ’ ‘l < Remove J

Cancel Save and resume later | Back || Continue
wConedl ) | . J
Contactus

Note: To establish a new principal as an Administrator please email: nsw_government_schools@westpac.com.au
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Creating a new user (continued) \\ [}

A guide for Corporate Online Administrators
Step 6 — Select the authority level and features to be assigned to the user for Online Accounts then click
the Continue button.

Wi Festpac

Manage users
Choose Online Accounts features 2

v List of applications Choose the authority level and features this user will be authorised to execute on behalf of the customer.
Accounts features

Identification

User: Smith, James Andrew ID: To be allocated
Authority level

& Creator only
Choose “Creator only*

" Primary authoriser only

" Creator and primary authoriser

Features I

¥ View and print transaction information - scoount and transaction history
¥ Current data update - intrsday transacticns for the cument business dey
p Statements - retrieve copies of account statements stored electronically
¥ Voucher images - retrieve copies of paper based transactions stored electronically
[¥ Export transaction infarmation - download sccount snd transsction dsts in & varisty of formats
¥ Merge export files - ssiect multiple dsts files and combine them into a single file downlosd
Il Manage account export schedules - request Westpac to prepare data available to download the next day
¥ On-demand export schedules - request Westpac to prepare dsta svsilable to download on the same day
p MEI"IEgE StDp CthL.IES - request 8 stop peyment be placed on an unpresented chegue
¥ View, print and export billing statements - retrizve copiss of statements stored elactronically

Cancel | Save and resume later Back ‘I )

Contact us

Step 7 — Select the Account groups to be assigned to the new user and then click the Continue button.

Wi Festpac

Manage users

Details Choose account groups ?
List of offices - - - - — el
List of applications To assign an account group to this user for access through a particular office, select the appropriate combination of group  "®'P

Accounts features
Account groups

description and office name in the Not assigned” box and then click "Add".

Identification
User: Smith, James Andrew ID: To be allocated
Available account groups

Sort order: % Ascending By: |Group description then office namej

o i Update list |
Descending pd

Mot assigned: Already assigned / to be assigned:
[~ NZID Accounts NZD [v AUD Accounts AUD
Office 2 Office 2
Add > Add all >> Details | <<Removeal | <Remove |
Cancel | Save and resume later | Back ‘ Continue i >
Contact us
Creating a new user Issued: June 2016 Page 4 of 8

©2016 Westpac Banking Corporation ABN 33 007 457 141



Creating a new user (continued) \\ [}

A guide for Corporate Online Administrators

Step 8 — Select the Billing statements to be assigned to the new user and then click the Continue button.

WiFestpac

Manage users

Detailz Choose billing statements ?
List of pffices

List of applications To assign billing statements to this user for access, select the hilling statement in the ‘Not assigned’ box and then click ~ HelP

Accounts features ‘Add’.

Account groups
Biling statements:

Identification
User: Smith, James Andrew ID: To be allocated

Available billing statements

Sort order: % Ascending By: |Statementreferencethen descriptionj

e i Update list |
Descending pd

Mot assigned: To be assigned:

= 0016685
Billing Staterment sample (AU}

Add > Add all == Details | <<Removeall | <Remowe |
. Cancel | Save and resume later | Back @ )
Contact us
Step 9 — Select the features to be assigned to the user for Online Receipts then click the Continue button.
WiFestpac
Manage users

Details Choose Online Receipts features ?
Lizst of offices

List of applications Choose which features the user will be allowed to access. Help
Accounts features Identification

Account groups

Biling statements User: Smith, James Andrew ID: To be allocated
Receipts features

Features
[¥ View and print receipt information - receipt transaction history
|::> [¥ Voucher images - retrisve copies of paper based transactions stored electronically
¥ Wiew and print commercial card infarmation - company, card transaction and statement history
9 v EXpCII'l - download receipt or commercisl card data
v Merge export files - s=lzct multizle data files and combine inte = singls filz dewnlosd
Cancel | Save and resume later Back Continue
Contact us
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Creating a new user (continued)

A guide for

s

Corporate Online Administrators

Step 10 — Select the Receipt services to be assigned to the new user and then click the Continue button.

WilFestpac

« Details

v List of offices

w List of applications
v Accounts features
» Account groups

+ Biling statements
v Receipts features

Manage users
Choose receipt services

?

To assign senvices to this user for access through a particular office, select the appropriate combination of serice ID and  HeIP
office name in the Mot assigned box and then click "Add'.

Identification

User: Smith, James Andrew ID: To be allocated

Available receipt services

Sort order: ¥ Ascending By |ServiceIDthen office name x}
" Descending

Update list |
Already assigned / to be assigned:

v AUPOS 032000431376 88888888, Corporate

Online Test AU
Office 2

Mot assigned:

Add = Add all == Details << Remove all

< Remove |

Back 4 Continue |D

Cancel

L

Save and resume later |

Contact us

Step 11 — Select the authority level and features to be assigned to the user for Online Deposits then click the

Continue butto

n.

Wi festpac

« Details

v List of offices

+ List of applications
v Accounts features
v Account groups

v Billing statements
+ Receipts features
v Receipt services

Deposit features

>

Manage users

Choose Online Deposits features ?

To assign Online Deposits to this user, choose the user's authority level, then which features the user will be allowed to~ HelP

dCCess.

Identification

User: Smith, James Andrew
Authority level

ID: To be allocated

& Creator only Choose “Creator only*
" Primary authariser only

" Creator and primary authoriser

¥ Get quates for term deposits - request s new interst rate quote for & term deposit.
¥ Manage term depasits - cpen and provide maturity instructions for a term deposit.
™" View and print Notice saver

[ Manage Motice saver - oeste or cancel requests for a Notics saver scoount.

Cancel |

Save and resume later Back

Continue

Contact us
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Creating a new user (continued) \I ’

A guide for Corporate Online Administrators

Step 12 — Review and confirm the new user’s access. Click in the box to agree to the Authorisation and
acknowledgment terms for creating a new user, then click the Authorise now button.

Wi Festpac
| User [ Mamagewsers

v Details Summary ?
«Lizt of offices
izt of applications Select an action below. If you need to make changes, choose a sub-task and then click "Amend’. Help
oot arcups
«Account groups
+ Biling statements User: Smith, James Andrew ID: To be allocated
Receipts feat
Wrworpesposnll | Sub-tasks 1t0 9 of 9
~Deposit features Task type Status Date submitted
; ;
— " Details Unauthorised 21 January 2014
S  List of offices Unauthorised 21 January 2014
" List of applications Unauthorised 21 January 2014
 Application features Online Accounts Unauthorised 21 January 2014
" List of account groups Unauthorised 21 January 2014
" List of billing statements Unauthorised 21 January 2014
" Application features. Online Receipts Unauthorised 21 January 2014
 List of receipt senices Unauthorised 21 January 2014
" Application features. Online Deposits Unauthorised 21 January 2014

View detailed audit information

When these changes are authorised, this user will need a token to access Corporate Online.

i=ation and acknowledgment
w rtify that | have verified the identity of the user and authorise the user to access Corporate Online as indicated above. |
dree to advise Westpac as soon as practicable if the User's access needs to be amended or revoked (i.e. due to a
change of role or on termination of employment). | warrant that | provided the user with the Westpac Privacy Policy before |
collected their personal information.

Go to pending tasks Al'nend Print preview |

Contact us
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Creating a new user (continued)
A guide for Corporate Online Administrators

s

Step 13— The New user confirmation screen is displayed. Click the Go to Pending tasks button.

Wi festpac

Corporate Online new user confirmation F;

This new user request has now been fully authorised.

Once a customer number is allocated to the new user, the Administrators involved in creating and authorising
the user will receive a confirmation message.

Next steps:

Follow the steps in the confirmation message for options on how the user could immediately start using
Corporate Online.

Customer number:
Title:

User given name/s:
User surname:

Work email:

Work Phone:

Fax:

Mohile:

Primary office for mailing:
Session timeout period:
Hours of availability:
User expiry:

Personal address:

Date of birth:

To be allocated - Establish a new customer number
Mr

James Andrew

Smith

02 12345678

Office 2
10 minutes

24 hour, 7 days a week access

275 Main street
Sydney NSW 2000 AU
21 October 1985

Go to pending tasks

I Print preview |

Contact us

The new user task is displayed with a status of “Pending Bank approval’.

Once the new user has been

established by Westpac, the Administrators involved in creating and authorising the new user will receive a
confirmation message.

¥ Administration
Manage
QOrganization
Offices
Uszers
Accounts
Biling statements
Payment services
Receipt zervices

\Ilestpac
T

Tasks not completed

Search criteria

To view or action an administrative task, select the type of task and click 'Go’.

Choose the type of task:

B[

|Users

Reports Search by: ' User sumame |

Pending tasks

Taszk history User given name/s |
Authorise

* User customer number I

F Accounts OR :
b Online FX & Display all user tasks Update list
» Payments
F Receipts Results 1to 1 of1
}Research Sub-
} Deposits .
} Your settings ven name/s) Customer no. Task type tasks Status

User guides  Smith. James AndreQ Create 9 Pending approval

[ —

PWinTrade

Delete task Amend task |

Contact us
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