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CDF Online User Guide

Overview

This user guide has been designed for all CDF clients who wish to use CDF Online to access their accounts online
at any time. A basic level of understanding of reconciliation processes, making payments and usage of an
accounting system is considered a pre-requisite for this training.

This user guide provides an overview of the functionality available to allow clients to reconcile their accounts and
make payments. This user guide should be followed in conjunction with the CDF’s FAQs and your internal
processes.

Contact details:
CDF Online Support is available Monday to Friday between the hours of 8:30am and 4:30pm.
Phone: 03 6208 6260

Email: CDF@aohtas.org.au

Website: www.cdftas.com

Expected Learning Outcomes

After completing this user guide you should:
e Have an in-depth understanding of CDF Online;
e Be able to confidently navigate the different areas of CDF Online;
e Know how to process internal and external payments; and

e Be able to easily export account statements or data for reconciliation.
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Glossary of Terms

Below is a listing of terminology that may be used throughout this user guide in relation to CDF Online,
functionality and transactional processing.

CDF — Catholic Development Fund
Us — The CDF
Rejection — Term for when an EFT payment or direct debit is returned to the CDF as unpaid.

APCA — Australian Payments Clearing Association. APCA is the self-regulatory body for the Australian Payments
industry. It is their responsibility to develop regulations, procedures, policies and standards governing payments
processing within Australia. They oversee five clearing systems including the direct debit network. Part of the
oversight of the direct debit network focuses on who can process direct debit payments.

BECS — Bulk Electronic Clearing System.
CBA — Commonwealth Bank of Australia.
EFT — Electronic Funds Transfer of money to an account within Australia.

BPAY — BPAY is an electronic bill payment system in Australia which enables payments to be made through
financial institutions online, mobile or telephone facility to organisations which are registered as BPAY billers.

CRN — Customer Reference Number.
DDR — Direct Debit Request/s.

A#t Number — CDF system generated reference number for the direct debit request.
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Introduction to CDF Online

Overview

CDF Online is an online platform that allows you to access your accounts and perform transactions 24 hours a
day, 7 days a week from any location with internet access.

CDF Online gives customers the ability to:

e View current account balances;

Transfer funds between CDF accounts;

e Transfer funds to accounts held at other financial institutions;
e View, print and download transaction listings;

e View future Periodic Payments or Direct Debits;

e The ability to upload creditor files for batch payments if your accounting package is able to generate ABA
files;

e BPAY Payer functionality allowing you to make BPAY payments;[i]
e School specific functionality including the ability to create, change and delete school fee Direct Debits or
upload Direct Debit files from school accounting package for self-managed direct debitsJii];
[i] BPAY Payer Online Access Agreement required to be completed before functionality is provided

[ii] Agreement to Process Direct Debits required to be completed before functionality is provided
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Security Features

We have several security features enabled on CDF Online. These include:

e The ability to have CDF Online users set up with different access levels depending on the activity they are
required to perform. Authorised users can be set up as:

e Enquiry only.
View accounts and generate transaction listings but not perform any transactions.

e Dataonly.
Upload files, prepare payments, view accounts and generate transaction listings.

e Fully transactional.

Authorise transactions and/or files as well as all other actions that the enquiry and data only
users can complete.

e All data and transactional users are set up with their own unique login name and password and may be
required to enter their date of birth each time they log in. Users should never record or share their log
in details with anyone else, and we recommend that they regularly change their CDF Online password.

e All transactions and batches processed through CDF Online require dual authorisation, meaning that 2
full transactional users are required to authorise all transactions and batches before they will be
processed.

e All accounts have a default external transfer limit (the amount that can be sent to another financial
institution) of $2,000. If you would like to increase this, please complete the Application for Variation
of Standard Daily Limits form which can be found on our website under the ‘Forms’ page.

Processing Cut-off Times

We process your payments throughout each working day. In order for your external payment to be processed
same day, please ensure they are fully authorised by the final cut-off time of 4:00pm AEST.

An internal transfer between your own accounts or to another CDF customer processes instantly.
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Establishing Access to CDF Online

Overview

CDF Online forms are now available on our website.

Things to Consider before Applying for CDF Online

Consider who will be given full access to the accounts on CDF Online and their availability as you will require at
least 2 full transactional users to be able to authorise transactions and batches before they will be processed.

The CDF Online site can be accessed on any smart device or computer with connection to the internet, so you do
not need to be together in the office in order to process payments.

Applying for CDF Online

Download and complete the CDF Online Application Form from our website here: https://www.cdftas.com/forms/

Completed forms can be returned to the CDF via email to COF@aohtas.org.au

New User / Changes to Online Access

You can delete a CDF Online user or amend their access rights by completing the CDF Online Application Form.
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Using the CDF Online System

Overview

In this section we will cover how to use CDF Online, including signing in for the first time, navigating the
different areas, viewing balances, transactions and statements, transferring funds and uploading payment
batches.

First Time Sign On
We recommend you always access CDF Online via our website, https://cdftas.com/. CDF Online will work in
any internet browser, however we do suggest using Microsoft Edge, Google Chrome or Firefox.

1. Click on the CDF Online button on our website
Enter your Login Details and select Login

Login Name: Enter the Login Name supplied by the CDF.
Password: Enter the password provided by the CDF.

3. This will prompt you to the below screen. You should receive a text with the one-time password. Enter
this code and click ok.

Login with your SMS One Time Password

To ensure your security we require an SIS One Time Possword.

Get your SMS One Time passuord

Enter your One Time Password

No Dty pasauers
C e D

4. You will now see the below screen to create your new password for log in. You need to enter the existing
password into the first box, and then the password you would like to create in the second and third
boxes. Your password must be between 8 and 12 characters and include a mix of letters and numbers.
Once you have entered your preferred password, select Change Password and this will be saved and you
will be taken to the CDF Online homepage.

Change Password

CDF Online Customer User Guide Page | 8
Version 1, Published 5t September 2024


https://cdftas.com/

Your Home Page
Once you sign in, your home page will show you a list of your accounts and the balances for each account.

[}

- Accounts + Payments ~ Settings
T INBOX LoGout

Accounts

Test Account 1 Available $902.34
5284151 Current so023a
Test Account 2 Available $0.00

v
5244151.1 Current $0.00
ON-CALL COMPOUND Available $0.00 o
5244151.2 Current $0.00
SCHOOL FEES DIRDB Available $0.00 o
52441516 Current $0.00

The menu at the top of the screen allows you to navigate to:

Accounts — this is where to get transaction details, generate statements as well as find interest details
and retrieve BSB information

Payments — this is where to go to process transactions as well as manage periodic payments

Settings — this is where you can change your password and organize how your accounts appear on your home page
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Viewing Accounts

When on your home page, clicking on any account under Accounts will allow you to view the recent
transactions. To view more transactions select View All Transaction and Account Details

Jelcome.aspx

Accounts

san Accounts Payments « Settings

Test Account 1

5244151

DATE

01/10/2023

29/08/2023

29/08/2023

03/08/2023

02/08/2023

TRANSACTION DESCRIPTION

TFR
ONL From-B C E O Ref-TEST115 [Eff Date: 25 JUN 24]

TFRTO 5213951.3

DEPOSIT AT BANK
From: CBA CREDIT CARDE Ref: 5353109494835823 [Eff Date: 28 AUG 23]

DEBIT TRANSFER
From: CBA MERCHANT FEE Ref: 5353109494835823

DEPOSIT AT BANK
From: CBA CREDIT CARDE Ref: 5353109494835823 [Eff Date: 01 AUG 23]

* @3 a

3 All Bookmarks

= &

INBOX LoGouT

Available $902.34
Current 5902.34
DEaIT cREDIT BALANCE
568100 $902.34
51,0000 $221.34
51,00000 $1,221.34
51056 $221.34
53500 $231.90

@ View All Transaction and Account Details

Searching Transactions

When viewing any account you can click the Quick Search or Advanced Search to locate payments or
transactions. Quick Search will allow you to search using a description, transaction type or for a specific

amount.

san Accounts Payments « Settings

Transactions / Account Details

Test Account 1

52441581

Quick Search Q' Advanced Search

Quick Search

Description

In Transaction Type

All

DATE

01/10/2023

29/08/2023

29/08/2023

TRANSACTION DESCRIPTION

TFR
ONL From-B C E O Ref- TEST115 [Eff Date: 25 JUN 24]

TFRTO 5213951.3

DEPOSIT AT BANK
From: CBA CREDIT CARDE Ref: 5353109494835823 [Eff Date: 28
AUG 23]

[ All Bookmarks

= &

INBOX LoGouT

Available $902.34

Current $902.34

Account Details

¥ Download

Amount
v
DEBIT CREDIT BALANCE
$681.00 $902.34
$1.000.00 $221.34
$1,000.00 $1,221.34

CDF Online Customer User Guide
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Advanced Search will give you further search options. This is particularly useful for locating deposits or finding

an original payment that may have rejected back into your account.

Transactions / Account Details

Available $902.34

Test Account 1
Current $902.34

5244151

fecountpeie
Q' Quick Search Q Advanced Search ¥ Download

Advanced Search

Amount

In Transaction Type

Description

All v

Time Period Amount from

pee Ranne

Cheque Withdrawal Number Duration

Receipt Number

Amount to

- Please Select -

DATE TRANSACTION DESCRIPTION DEBIT CREDIT BALANCE
01/102023 TFR
681.00 902.34
ONL From-B C E O Ref-TEST115 [Eff Date: 25 JUN 24] $ §
$1,000.00 $221.34

29/08/2023 TFRTO 52139813

Downloading Transactions

When viewing any account, you have the opportunity to download transactions in a variety of file types for the
purpose of uploading into your accounting package. Select the Download link to be taken to the screen below

where you can pick the Document Type and input the date range required. Click the Download button to

generate your file. Note that you can only download up until the previous working day. To view transactions for

the current day so far you can go to the account’s Transaction History.

a
. Accounts Payments « Settings - [}
Nt INBOX LOGOUT
Download Transactions
Test Account 1 Available $902.34
Current 590234 7

5244151

To

= N

From

Document Type

€SV : Comma Separated Values, Generic forv

CDF Online Customer User Guide
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Generating a Statement

As you are now a registered CDF Online user, you can generate and download statements online at any time. Go
to the Accounts menu up the top of the screen and select Statement to be taken to the Statement screen below.
On this screen you can click inside the Start Date and End Date boxes to bring up a calendar. You can pick any
number of accounts or tick the check box For All Accounts. Click the Display button to generate your statement

for download.

csam Accounts v Payments + Settings v

Statements
Create a Transaction List
Start Date End Date

For All Accounts

Test Account 1
5244151

Test Account 2
52441511

ON-CALL COMPOUND
5244151.2

SCHOOL FEES DIRDB
52441s1e

On Call Savings Quarte
52441572

=2

INBOX LoGout

THE ARCHDIOCESAN DEVELOPMENT FUND Printed at @1:31pm, 21 OCT 2822
CATHEDRAL HOUSE

LEVEL & 229 ELIZABETH 5T

BRISBANE 4800

Transaction BEGIN Date @1 AUG 2823 DATE JOINED DEPT BR/AG
Transaction END Date 16 AUG 2823 23 SEP 15 ag 1
CLIENT Ma. 52441 Test Customer

5244151 - Test Account 1
Test Customer

POSTED DESCRIPTION DEBIT CREDIT BALANCE CHQ NO.
GLAUG23 OPEMING BALAMCE  +uuvvvsvssssannsssasrnassnnnnns 1%6.9@
@2AUG23 DEPOSIT AT BAMNK 35.08 231.98
@2AUG23 From: CBA CREDIT CARDE Ref: 5353189434335823

@3AUG23 DEBIT TRANSFER . 221.34
@3AUG23 From: CBA MERCHANT FEE Ref: 5352100404235323
16AUG23 CLOSING BALANCE  ....vniieneiiinennnannnnnnnn $221.34
Test Customer
C/- ADF Should you have any gueries
GPO Box 282 please ring ©7 3324 3777

BRISBANE QLD 48@l1 during normal office hours.

To save this file electronically select the Print button then change the printer to PDF.

CDF Online Customer User Guide
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Print

Total: 5 sheets of paper

m Cancel

Destination 5 Adobe PDF v
Pages All -
Layout Portrait v
Color Color v
More settings v
Print using system dialog... (Ctri+Shift+P) @

Viewing Periodical Payments
When on your home page, you can view the upcoming payments in date order for the next 30 days. This is useful
to double-check any about to be processed. Click on the Payments heading and then Periodical Payment to take

you into the full Periodical Payments listing. You can find any scheduled payment by manually scrolling down the
page or you can use CTRL+F to search.

san Accounts v Payments + Settings © = &
v INBOX  LOGOUT

Future Payments

Due Date From To Type Frequency Amount
20/08/2024 5244151 Test Account 1 Test Account 2 Internal Fortnightly $2.00 >
29/08/2024 52441511 Test Account 2 JIMS MOWING External Monthly $5.00 >
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Updating Your Payee Address Books
We recommend keeping your saved payee account details up to date by ‘cleaning up’ your address books listing.

You can do this at any time.

Go to the Payments menu up the top of the screen and select Address Book. Your Address book is in 2
sections:

Payee — The Payee address book will show you all the account records you have saved for payments to other
accounts. This will be referenced as External Payees. If you are a school utilising User Managed Direct Debits
through CDF Online for your school fee management, you will also see all your fee payers’ details here, these
will be referenced as Debit External Payees

Bpay — The Bpay address book will show all the Bpay Billers you have saved.

1. On this screen select Change to be taken to further options.

=

Accounts Payments + Settings
INBOX  LOGOUT

Address Book

Q@ Find a Payee Add New Payee v

JIMS MOWING JIMS MOWING 100021531 012345 External Transfer
Pay Change

o

ollie ‘words 5251351 Internal Transfer
Pay Change
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2. After selecting Change you can now either update the Payee details or click Delete to remove them from
your address book. You also have the option to Update & Pay if you would like to proceed to payment.

Address Book

Change Payee for External Transfer

BSB Number
012345
ANZ - Relocation

Account Number
100021531
Account Name
JIMS MOWING 2
Nickname
JIMS MOWING
Reference to appear on your statement

MOWING

49 characters left

= n Sama refernve for payee

Reference for payee
INV 001

11 characters laft

Ce e ) D GEEED

Any changes made to Address Book entries are not automatically replicated through to Periodical Payments - you should also make changes to Periodical Payments if requirad

3. Please note that any changes made to Address Book entries are not replicated through to Periodic
Payments, you must make those changes in the Periodical Payments section if required.
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Single EFT Payment

We generally recommend processing your EFT payments as a batch unless you have either one payment to
process or a payment you wish to set up to process on a particular due date or as recurring. To read about
processing as a batch go to the Multiple EFT Payments section in this guide, or to complete a single payment
follow the steps below.

You can complete this process if you are a Data User or an Online Authoriser, the only difference is if you are a
Data User you will need to have 2 authorisers to log in to authorise the transaction. If you are an Online
Authoriser (full account signatory) creating the payment counts as the first authorisation and you will only require
one other Authoriser to log in and authorise the transaction.

Go to the Payments menu up the top of the screen and select Transfer Money to be taken to the screen below.

1. Select your account you wish to debit. You then go through and complete the rest of the payment
information. Once all the below information is completed, you will need to select the option for Next.
I.  Click in the Transfer From box to select your account (any account with available funds, and
an external daily limit nominated)
I. Under To Account Details you can either click in the box to choose a payee from your address
book or select Pay New Account to input their external account details
M. Enter the Amount you wish to pay
IV.  Under When you can either elect to Transfer Now, pay later under Once on or even set it up
as Recurring (this will be created as a periodical payment)
V. Enter an appropriate Reference to appear on your statement
VI Enter an appropriate reference for the person you are paying under Reference for payee e.g.
Invoice # Please note that this field is mandatory.

=

INBOX  LOGOUT

Accounts ~ Payments ~ Settings v

Transfer Money

From Transfer From
Test Account 2 Available $200.00
5244181.1 Current $200.00
T

1IMS MOWING JIMS MOWING 100021531 012385 ~
Transfer Details

Remaining 1g daily limit $10,000.00
Amount

$ 50.00

When

“ oneeen fecurnn ¢

Reference to appear on your statement (optional)
MOWING

49 charactersleft

Reference for payee
INV 001

11 char left

CDF Online Customer User Guide Page | 16
Version 1, Published 5t September 2024



2. You will now be shown the summary screen of the payment for you to validate that all the information is
correct.

Accounts ~ Payments Settings - =2 5]
INBOX  LOGOUT

Transfer Money - Review and Submit

Please check the payment details carefully before selecting Submit to make sure you are paying who you intend to pay. If the payment goes to an unintended
recipient, it may not be possible to recover the funds.

From Test Actount 2
52441511
Available $20000
Current $200.00

To Account Description 1IMS MOWING
012385
100021551
ANZ- Relocation

Amount

when This transaction will occur immediately
Reference for payee 1NV 001
Reference to appear on your statement MOwING

Ce ) .

3. If the information is correct, you can select Submit which will store the payment as an authorisation
request for a user with appropriate access level to be able to approve.
4. You can view any of your authorisation requests from by clicking on Authorisation Requests: By Me on

the home screen (click View All) or by selecting Payments menu on the top of the screen and selecting
Authorisation Requests.

WEOX  LOGOUT

Accounts

$902.31
Test Account 2 $a.00
ON-CALL COMPOUND $a.00

SCHOOL FEES DIRDS $a.00

CDF Online Customer User Guide
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5. If you wish to notify your authorisers via email you can click into the transaction from the Authorisation

Requests By Me:

= >
gAuthList.aspx?udaq=2WPFcqngNEyFEr5%: HjIVE UVOtwhcT 1tU! dYaa5%2fKg)%2b aQ % 3 Ry
O All Bookmark

INBOX  LOGOUT

Authorisation Requests

rorte “

Click on each transaction 1o view and Authorise the request.

Transactions

Due Date Name of the Account Account Number Description Amount  Signed  ToSign
12 AUG 2024 Test Account 2 5244151.1 JIMS MOWING $50.00 1 (S
if not in 14 days from date of loading.

6. Add Yes to Notify Via Email and add a note as required and update the request.

Authorisation Request: By Me

Payment Detail - External Transfer

From Account Test Account 2
52441511
Current 8alance 520000
Available Balance 520000
ToPayee BSB Number 012345-Account Number 100021531
JIMS MOWING-INV 001
Reference MOWING
Amount $50.00
When

This transaction will accur when fully authorised

Loaded by Ms A Test 1-12 AUG 2024 - 03:14pm
Authorisation Details

Authorised by Ms A Test1, 12/08/2024, 03:14PM

This aecount requires 1 more signatory to authorise this withdrawal

The Other Signatories are

Client Notify Via Email Status

Mr ATest 2 ves [
Mr B G Holmes. Yes n

if Transaction is to be

PLEASE CHECK AND AUTHORISE PAYMENT]

A

C D G
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7. Authorisers can now login to CDF Online to view and approve the payment. On the home screen click on

Authorisation Requests: For Me and then select View All.

Accounts ~ Payments + Settings -

Accounts

R
12062028 $s0.00

s MOWING
52041511 Test Account 2

View All

Test Account 1
5244151

Test Account 2
5244151.1

ON-CALL COMPOUND
52441512

SCHOOL FEES DIRDB
52441516

Available
Current

Available
Current

Available
Current

Available
Current

$702.34
$702.38

$200.00
$200.00

$0.00
$0.00

$0.00
$0.00

=

INBOX

LoGOUT

[ All Bookmarks

8. This will take you to view all transactions that require authorisation. You can view each one by one to

check the details. To approve the payment select Accept Payment. Once fully authorised, the single
payment will disappear from under Authorisation Requests and immediately debit from your account.
Remember you have up until 3.30pm daily for the payment to be processed same-day, and for your

recipient to receive the funds within approximately 1 business day.

aspx?udaq=Jxdil EMTYdM3ZdVBFEVpQIuFjOVAytp DzOAQrMIn7ivZ9QxP%2flu7zhEHbdyeD2EowoccO 1jiP GHIJALFW 176L23) WNOR2DW 1 VrGnuEAYNPANqny TGRCPNCBAVENSONAS. .

Accounts + Payments + Sattings +

Authorisation Request: For Me

. e make sure you are
intend to pay. " recipient it may.

Payment Detail - External Transfer

From Aczaunt

515000
Authorisation Details
- :
e

Motes - record anly if Transaction s 12 be authorised later

4
m ferect Parment Accert Payment

MBOX  LOGOUT

3 All Bookmark:
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9. You can also approve the payment from the main screen in Authorisation Requests by selecting Yes and
Authorise Selected Payments.

\gAuthListaspx?udaq=93r12u008rRH2%2bZ4)02sLbnthZZs%2bEjavr\Wjey¥VIVFvBB4YpQueHSDdgrVyAH Q % oD a

3 All Bookmarks

[a)
INBOX  LOGOUT

Accounts v Payments Settings v

Authorisation Requests

“ e

Transactions

Click on each transaction to view and Authorise the request

Select Due Date Name of the Account Account Number  Description Amount  Signed  To Sign

ves T 12 AUG 2024 Test Account 2 52441511 JIMS MOWING $50.00 1 1 >

Add your Autharisation to the selected Authorisation Request.

Authorise Selected Payments

Requests will be ifnot 14 days from date of foading.
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Single BPAY Payment

We generally recommend processing your BPAY payments as single transactions however if you have an
accounting package that can generate Bpay batches, you can use the batch upload functionality detailed in the
Multiple BPAY Payments section in this guide. To complete a single payment, follow the steps below.

Go to the Payments menu up the top of the screen and select BPAY to be taken to the screen below.

1. Firstly, you need to select your account you wish to debit. You can then go through and complete the
rest of the payment information. Once all the below information is completed, you will need to select
the option for Next.

Click in the Pay From box to select your account (any account with available funds)
Click on the To drop down and either select an existing Biller or select New Biller
Enter the CRN from the invoice in the Reference field

IV.  Enter a nickname to save these details in your BPAY Address Book (optional and only applicable if
new biller)
V. Enter the amount of the payment
VI. Under When you can either elect to Transfer Now, pay later under Once on or even set it up as
Recurring (this will be created as a periodical payment)
- X
:rBpay.aspx Q ¥ in) &
[ All Bookmarks
Accounts Payment: Setting: B8
BPAY
Test Account 2 Available $150.00 .
5244151.1 Curren it $150.00
Pay New Biller v
Add New Biller
Q00000001818 m
Biller Nickname (deseription)
55500510013334115
Customer Reference Number (CRN)
CBA CARDTOP UP
Transfer Details
‘ $ 10.00 ‘
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2. You will now be shown the summary screen of the payment for you to validate that all the information is
correct. If it is, you have the opportunity to notify any users via email from the system before clicking
SUBMIT. This will now store the payment as an Authorisation Request for a user with the appropriate
access level to be able to approve.

- 8 x

& a K g0 a2
[3 All Bookmark:

BPAY - Review and Submit

)

“““ $10.00

Authorisation Details
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3. After selecting SUBMIT the payment has now been set up and you will see the confirmation screen.
Once you click Finish it will take you back to your home page and you can check that this is sitting under
Authorisation Requests for your authorisers.

3 All Bookmarie

Accounts - Payments Settings
mEOX  LogouT

BPAY - Receipt

@ Your 8PaY Payment has e
(6] g

253 Authorizstion Rzquzst on 12 AUG 2004 5t 0334pm

Recsipt e At Autharisation

From Test Account 2
2431511

T 55500510013334115
COMMONWEALTH CARDS
0000001515
S5E0051001334115

$10.00

Wnen T transacsion wil ccur when fully autharised

o W) (D

4. Authorisers can now login to CDF Online to view and approve the payment. On the home screen click the
drop-down menu on Authorisation Requests: For Me and select View All. Alternatively, you can click
straight into the pending authorisation.

[ All Bookmarks

Accounts ~ Payments - Settings ~ =) &
INBOX  LOGOUT

Accounts

2 1 Avtorarn Requess: o
138062020 s1000
con caroTOR UP

201511 Tt Accoumt 2

View Al
Test Account 1 Available $702.34
5244151 Current s70236 7
Test Account 2 Available $150.00
52041511 Current s15000 7
ON-CALL COMPOUND Available $0.00
52441512 Current s000 ¥
SCHOOL FEES DIRDE Available $0.00
52041516 Current s000 Y
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5. After clicking View All, you can see all pending authorisations. You can click into each transaction and
select Accept Payment after checking the details. Once fully authorised, the single BPAY payment will
disappear from under Authorisation Requests and immediately debit from your account. Remember

you have up until 3.30pm daily for the payment to be processed same-day, and for your recipient to

receive the funds within approximately 1 business day.

L.aspx?udaq=0fEc%2f0ZNQOSENGWZdduKChFOBSAhmMEOVKILXGBSCHNxEy 1/BYXzVABKZIT3FA%21pj APSj0Q%2b8Xn%2flmOuZ 6vaXy SkCsFwDIKGDs %2 fjK Aioalwbu UFRXSWG3IYxTU...

Accaunts - Payments - Sertings -

Authorisation Request: For Me

scithe g before cick o Rejact Payment 12 ke sure you =
intend to pay. I the Paym recover the funds.

Payment Detail - Make a BPAY Payment

From Accaunt Test Account2
52441511

515000

515000

0000001818 - COMMONWEALTH CARDS
-S550051001334115

To payee

Amaune
When

Loaded by

Authorisation Details

1

e Oter Signataies ve
Glent Notty Via Emai Staus
MeATest2 1 - |
1rB G Hoimes 2 - |

Plotes - record only if Transaction s 1o be autharised later

s paying sxacty who yau

)

niBox

L060UT

a K

[ All Bookmarks

6. You can also approve the payment from the main screen in Authorisation Requests by selecting Yes and
Authorise Selected Payments.

»?udaq=%2fLaW%2bpXvHwkFuD

Accounts Payments Settngs
Authorisation Requests

ForMe

Transactions

Cickean

saion to iew anl Authoris the request

Selest Due Dale. Name of the Account  Account Number  Description

B - PRI TE saasnstg CBACARDTOP UP

Add your Authorisation to th selected Authorisation Request:

Authorise Selected Payments

TgRURDPSS5fEIOXLIESLGDIPtSCCT

By Me
Amount  Signed
s10.00 0

ToSign

nBoX

1o60UT

a

3 All Bookmark
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Single Internal Transfer — Between Your Own Accounts
Go to the Payments menu up the top of the screen and select Transfer Money to be taken to the screen below.

1. Firstly, you need to select your account you wish to debit. You can then go through and complete the
rest of the payment information. Once all the below information is completed, you will need to select
the option for Next.

I.  Click in the Transfer From box to select your account (any account with available funds)
1. Under To Account Details click in the Select Account box to choose an internal account
M. Enter the amount of the payment

Iv. Under When you can either elect to Transfer Now, pay later under Once On or even set it up as
Recurring (this will be created as a periodical payment)

V. Enter an appropriate Reference to appear on your statement for this account
VI. Enter an appropriate reference for the account you are paying under Reference to Payee
- X
?fudaq=DeMHFpVIBEE6OWqtRWE6f0yiMO0ppnwe2fHNS53rBZud%2fN2%2f29MXKIUQYbMwMCcS 1AJW a ¥ ﬂ &
3 All Bookmark

Accounts Payments + Settings o ot

Transfer Money

From Transfer From
Test Account 2 Available $150.00
52841511 Current $150.00

T
ON-CALL COMPOUND Available $0.00

52441512 Current $0.00

Transfer Details

Reference to appear on your statement (optional)
Test Payment

33 charactars ek
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2. Click next and review payment. Click Submit to send the payment through.

=rFunds.aspx awx @O a

3 All Bookmari

=

Accounts Payments - Settings -
INBOX  LOGOUT

Transfer Money - Review and Submit

Plesse check the payment e to who you intend to pay. If the payment goes to an unintanded
recipient, it may not be possible to recover the funds

From Test Account 1
5244151
Available $70234
current 570234

To Account Description Test Customer
52441811

Amount $50.00

When This transaction will occur immediately.
Reference for payee Test Payment
Reference to appear on your statement Test Payment

Co= (=) G

3. You can click Finish, New Transaction or Print Receipt.

‘erfunds.aspx Qaw @o o2

[ All Bookmark

ctan Accounts Payments ~ Settings + =
e INBOX  LOGOUT

Transfer Money - Receipt

@ Your Transfer has been submitted

From Test Account 1
5244151

T Test Customer
52441811

Amount $50.00

When This transaction will occur immediately.
Receipt Number At Authorisation

Reference for payee Test Payment

Reference to sppesr on your statement Test Payment

Authorised by Mr ATest2
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4. Authorisers can now login to CDF Online to view and approve the payment. On the home screen click

on the drop down under Authorisation Requests: For Me and select View All.

.aspx?udagq=5A71UrdoTgBNV%2fVXCPROCWTqiXXaOYFIOPPHvgC8oUSWWMHZIFf73Lrs 1PeheXzmLD1%2bHjG3mDRNTjFzjs4%2fVkAFcaD%2f3XMOsBfCEFnFNFSWXTZCqShOMSIEG...

Accounts Payments Sertings

Authorisation Request: For Me

Payment Detail - Internal Transfer

515000
Amount $50.00
Authorisation Details
- :
e
Mr B G Holmes Yes “

Motes - record anly if Transactionis o be authorised fster

4
m Relect Payment Accept payment

5. This will take you to view pending authorisations.. You can also click into the payment and select

mBox

LoGouT

a %

[3 All Bookmark:

Accept Payment after checking the details. Once fully authorised, the Single Internal Transfer will

disappear from under Authorisation Requests and apply the transfer between internal accounts.

.aspx?udagq=5A71UrdoTgBNV%2fVXCPROCWTgjXXaOYFIOPPHvqC8oUSWWMHZIFf73Lrs1PeheXzmLD1%2bHjG3m DR TjFzjs4%2fV kAFcaD%2f3XMOsBfCEFNFNFSWXTZCgSbIMSIES...

Accounts Payments Settings

Authorisation Request: For Me

Payment Detail - Internal Transfer

From Account

s15000
s1s000
it Number-5244151.2 -Test Gustomer

When

e——

Authorisation Details

L more signarary
The Other Signataries are
Ciient Noltiy Via Email Status

MrATest 2 ves

MG Hames 2y - |

Motes - record onlyif Transaction is to be authorised later

or Reject Payment & make sure you s

e func

e paying exactly whoyou

)

=
InBoX

]
=

Q

[3 All Bookmarks
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6. You can also approve the payment from the main screen in Authorisation Requests by selecting Yes

and Authorise Selected Payments

ox?udag=ue110uLM%2bUT3iGbKzAXLBEahVFIYN3Lm4v50bNg 1NISOOLUFBy2Fg7rz56RDNS 1w

Accounts Payments Settngs =)
meox
Authorisation Requests
For Me By Ve
Transactions
Clckcon each srsocsion o view and Autharise the request
Select DucDale  NameoftheAccount  AccountNumber  Description Amount Signed  To Sign
v [ rorveme vetscomnz saaatst SuS12Test Customer S000 0 2 3

Add your Aushorisatian to the selecred Authorisatian Request.

Authorise Selected Payments

 fulty authorisedin

Q & 9 2

3 All Bookmarks

1060UT
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Single Internal Transfer — To Another CDF Customer

Like transferring between your own accounts, there is also a way to make a payment to any other account held
at the CDF that only requires their CDF account number i.e. 52441S1.1 and processes instantly once approved.
Note internal transfers do not count towards your daily limit.

Go to the Payments menu up the top of the screen and select Transfer Money to be taken to the screen below.

1. Firstly, you need to select your account you wish to debit. You can then go through and complete the
rest of the payment information. Once all the below information is completed, you will need to select
the option for Next.

l. Click in the Transfer From box to select your account (any account with available funds)

II.  Under the To box select New Payee

. Select Yes on Transfer to CDF Account, this will automatically populate the BSB

IV. Enter the CDF account number and account name

V.  Add a Nickname to save for future use (optional)

VI. Enter the amount to transfer

VIl. Under When you can either elect to Transfer Now, pay later under Once On or even set it up as
Recurring (this will be created as a periodical payment)

VIII. Enter an appropriate Reference to appear on your statement for this account

IX. Enter an appropriate reference for the account you are paying under Reference to Payee

G76vi)%2b%2buOcC! UJBU 918fGZEAL%2bFq9:2fd AISTVN Q 5 n) 2

3 All Bookmarks

in
I

Transfer Money
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2. You will now be shown the summary screen of the payment for you to validate that all the information is
correct. If it is, click Submit. This will now store the payment as an Authorisation Request for a user with
the appropriate access level to be able to approve.

Q * g9 a

[3 All Bockmarks

Accounts v Payments Settings o w2

Transfer Money - Review and Submit

From Test Account 2
S22l
Ailatle s1s000
Current sts000
To Account Description TESTING PAYMENT
sadats
Amourt
$5.00
When This transaction will occur immeditely
Refersnce forpayes TESTING

Co D= ) .

3. You can click Finish, New Transaction or Print Receipt.

ferFunds.aspx Q ¥ o a

3 All Bookmark:

- Accounts ~ Payments Settings 8 &
e NBOX  L0GOUT

Transfer Money - Receipt

@ Your Transfer has been submitted

From Test Account 1
5204151

T TEST PAYMENT
5259951

Ameunt $5.00

Nickname to save as for future use TESTING

When This transaction will occur immediately.

Receipt Number At Authorisation

Autherised by Ms ATest 1
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4. Authorisers can now login to CDF Online to view and approve the payment. On the home screen click
on the drop down under Authorisation Requests: For Me and select View All.

e % @O 2

[ AllBookmarks

Accounts ~ Payments Settings
,,,,, INBOX  L0GOUT
Welcome Mr A Test 2 Your ax: sucsszsful ign o was =t 01:40pm an L2 AUG 2024, ()

Accounts

£ 1 utnorisation Requests: For WM&

13Au6.2020 $s.00
529951 TEST PAYMENT
524151 - Test Account 1

View Al
Test Account 1 Available $702.34
5244151 Current sr0238
Test Account 2 Available $150.00
52441511 current s15000 7
ON-CALL COMPOUND Available $0.00
52841512 Current s000 ¥
SCHOOL FEES DIRDB Available $0.00
52441516 Current so00 ¥

5. This will take you to view pending authorisations. You can also click into the payment and select
Accept Payment after checking the details. Once fully authorised, the Single Internal Transfer to
another CDF account will disappear from under Authorisation Requests and immediately debit from
your account.

aspx?udag=5%2fdXT3vbyxksShxUXuzzfc N UFMOSUOYATfiZAuOrC3%2bra7O0XOqKisGBSY%2fIR% 2bgePU IYDOsVJ i WHUChjpEOIUGSDVZO3Tal52X5eAbGay L. & ¢ b S 3
3 Al Bookmark
Accounts Payments Settings

=
INBOX  10GOUT

Authorisation Request: For Me

Payment

sckthe - uars paying exactly whoyou
ntand to pay. I the Payments goes o an unintendd racipient it may not be|

Payment Detail - Internal Transfer

From Account Test Account 2

s1s000
$15000

Tofayes 5244151 TESTING PAIIMENT
Rsterence TesTING

Amount ss00

Winen “Tis wransaction willoccur whn fll autharised
Loaded by DATAS 244119 AUUG 2024 - 11.082m

Authorisation Details

1 mare signotory

The Other Signatoriesare

Glent Noliy via Emai staus
MrATest2 Yes “
1B G Holmes 2 - |

Plotes - record only if Transaction i to be authorised later

“
m felect payment Accepe payment
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6. You can also approve the payment from the main screen in Authorisation Requests by selecting Yes
and Authorise Selected Payments

\gAuthList aspx?udaq=tSmOT66Z0l1rhQRCrMAHPCIUARN7d%21612380Q)%2bYRGaKpMhIGinY UuHzoSw fiyH a % @90 =2

[ AllBaokmarks

Lo Accounts Payments settings =
NGox  LoGOUT

Authorisation Requests

“ e

Transactions

Click on each transaction to view and Authorise the request.

Select Due Date Name of the Account  Account Number  Description Amount  Signed  To Sign

ves [ 13AUG 2024 TestAccount 1 5244151 5299951 TEST PAYMENT 35.00 1 (Y

Add your Authorisation to the selected Authorisation Request.

Autharise Selected Payments

Requests will be ifnot. ini4 of loading
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Multiple EFT Payments

The Multiple Transfers section allows you to build a batch of payments. The benefits of this method are that you
can efficiently process one or more payments together, this also means your authorisers are able to check and
approve from one screen. Most importantly, you have more control; you can change the batch of payments at
any time up until it is processed.

Go to the Payments menu up the top of the screen and select Multiple Transfers to be taken to the screen below.

1. Firstly, you need to select your type of transfer. Under Add or Upload a Batch select External Transfer.
You can then complete the Batch details. Once all the Batch information is completed, you will need to
click Save to go to the next step to commence adding payees.

l. Enter an appropriate description for your batch of payments e.g. EFTs and the date

II.  Click in the From Account box to select your account (any account with sufficient funds available
and an external daily limit nominated). Note: if you have a sweep active on the account this will
allow you to proceed with the payment without sufficient funds and will cover the overdrawn
balance at the end of the day.

1. Tick the Post as Total box to have the payment posted as a total on your statement or leave
un-ticked if you prefer to itemise the individual payments on your statement

V. Enter the reference for your batch (usually same as the description) — this is what you will see on
your statement if you post as a total only

- X

TransBatchDetail.aspx?udaq=2QHQYGOrZZuf%2ftYSs7)oFm3iGeSZtY3DSFIDS]ShAZXIbzuh8qhS IgaHzxct CU 4 o 2 i
[ Al Bookmarks

Accounts Payments Settings v
INBOX  LOGOUT

Multiple Transfers

Add Batch for External Transfer
Batch Description
MULTIPLE ETF TEST BATCH

From Account

Test Account 1 Available $702.34

5244151 Current $702.32

[p—

Reference

‘ MULTIPLE ETF TEST BATCH |

C .
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2. You will now see the screen below where you are able to add/change/delete your payees. Once all your
payee information is completed, you will need to select Save to go to the next step to process yourbatch.
l. Under Add a New or existing Payee you can either click in the box to choose a payee from your
address book or select Add Payee To Batch to input their external account details

Il. Review or enter your payee account details

M. Enter the amount of the payment

IV.  Select Save to return to the batch

V. Repeat the above steps until all payees are added

ransBatchDetail.aspx?udaq =4wlieXSgC7¢j3qDg2IZIoPgri2f6RVeWg %2feKusvZ5EQI0KIpIRIDGYXo YPYUB4sq)DEY%2bo0C%2bRAVMOT7 TrckdfHt02%2bPhL7XSRacrpReRuTFgI%3d T o3 2
[ All Bockmarks

=

INBOX  LOGOUT

Accounts ~ Payments - Settings v

Multiple Transfers
Change Batch for External Transfer

Batch Description

MULTIPLE ETF TEST BATCH

From Account

Test Account 1 Available $702.3a
5244151 Current $702.34
Status
New
Regular Total
$0.00

AW N0 PostasTotal

Reference

MULTIPLE ETF TEST BATCH

Add an existing Payee

Please Select. -

Co ) Gl

latchPayeeDetailDES aspx?udaq =hrPBHEzZXMGRSNAZKLTIv7eUlcJd7A1Ir2bKVogkgtSh + Abzv4Z2 +0GDIAQ1 FLOQUBE07OSPIODf19xqekOEL Iw== aQ % o &

[ All Bookmarks

=

Accounts ~ Payments + Settings ~
INBOX  LOGOUT

Multiple Transfers
Add Batch Payee for External Transfer
Batch Payee Description
JIMS MOWING
BSB Number Number
012345
Account Number
100021531
In the Name of
JIMS MOWING
Reference
INV 001

Amount

$
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3. You are now taken back to your Multiple Transfers section that shows an overall view of all of your

current or previous batches and most importantly their Status and History. From this screen you are able

to change/delete/copy any of your batches as well as schedule the batch for payment. Click on Schedule
to be taken to review the summary of payment details and date for the batch to process. Select Submit
to proceed.

aspx
Accounts Payments
Multiple Transfers
G0 ToBertom

Add or upload 3 Batch

Sertings -

Loaded Batches

Loaded Batches

:

Full Batch History

BATCH  SIATUS DATE  TOTAL MANAGE
TvPE
Extemal

2 ange
ol hew sonsace
Transter
from
o Mew ssswos S
Account
e New Change
Beay New sto [
e New BN chanee
Ertemal B
el New EUECSCM chonce
Transfer
fom New sorsco Y
Extemal =2
Account
Extemal
e New st
Ertemal

New
Transier

BEUN  chance

Uploaded Batches

Copy  Schedule
Copy  Schedule
Copy  Schedule
Copy  Schedule
Copy  Schedule
Copy  Schedule
Copy  Schedule
Copy  Schedule
Copy  Schedule

History.

History.

History.

History.

History.

History.

History.

History.

History.

Q ¥ jn)

[ AllBookmaris

NBOX  L0GOUT

TransBatchDetail.aspx?udaq=+hkragZrQOoHXU +do1WIWWfcuMQdcuKgR]N YBU+Poxavd Tz3BiuN CXPOW238mNVG/06tjsKPrDPQ/XVAAQo/0BxFwSINEyCwhxXtidIBBnrLYNKjINDxZgnUADfog331... & v

o Accounts Payments

Multiple Transfers

Settings -

Schedule Batch for External Transfer

Batch Description

From

Status
Regular Total
Scheduled Total
Past as Total

Reference

Payees for this Batch

ENTRY # Creditor Name:

7399154 JIMS MOWING

Process Date

13 AUG 2024

MULTIPLE ETF TEST BATCH

Test Account 1
5244151
Available

New
$1.00
$1.00
v

MULTIPLE ETF TEST BATCH

$702.34

Account Number

012345 100021531

THIS AMOUNT

$ 100

INBOX  LOGOUT

[ All Boskmarks
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4. The screen will change slightly for you to validate that all the information is correct. If it is, you have the

opportunity to notify any users via email from the system before clicking Submit. This will now store the
payment as an Authorisation Request for a user with the appropriate access level to be able toapprove.

ransBatchDetail aspx?udaq=00dhjpY1S02ItYDfuFJjt7LC/9SVRZZAGT/Q+ 1KIdfO19Dg 1 /cqdKOI6vmrFyjuybCOCATIsnhoHiT2gkDagPLw+ IxqAza FpD1BIrS2jIpr Ty0aDh0OtzzTe +wSTS

Q& 0 2

3 All Bookmark

Accounts ~ Payments Settings © = 5]

INBOX  L0GOUT

Multiple Transfers

Schedule Batch for External Transfer

Your Batch has been stored as a Authorisation Request on 19 AUG 2024 at 11:23am
This account requires 2 more Signatories to complete the withdrawl

Note:a Request will be i not fully authorised in 14 days from date of loading.
Batch Deseription MULTIPLE EFT TEST BATCH
From Test Account 2
52441511
Available 515000
status Authorisation Request
Date 19 AUG 2024
Regular Total 5100
Scheduled Total 5100
Post as Total Y
Reference MULTIPLE EFT TEST BATCH
Payees for this Batch
ENTRY # Creditor Name Account Number THIS AMOUNT
7403332 JIMS MOWING

012345 100021531 §1.00

5. After selecting Submit the batch has now been set up for authorisation. On your Multiple Transfers page

you can check the status is Authorisation Request which shows it is ready for your authorisers.

Q % g &

3 All Bookmark

io
e

Upioagea Batenes

SCRETION ACCOUNT BATCH STATUS  DATE TOTRL MANAGE
NBER TYPE
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6. Authorisers can now login to CDF Online to view and approve the payments. On the home screen under
click on the drop down on Authorisation Requests: For Me and click on View All.

Q % 0 a2

[ All Bookmarie

. o ol

Accounts

1 406 2028
Batch 400266 MULTIRLE € TEST BATCH
52481511 - Test ccoune 2

@ Viewrl
Test Account 1 Avsilable 570234
5248151 Current sj0232 ¥
Test Account 2 Available $150.00
52441511 Current sis000 Y
ON-CALL COMPOUND Available $0.00
52441512 Current soo0 Vv
SCHOOL FEES DIRDB Available S0.00
52441516 Current sooo YV

7. This will take you to view pending authorisations. You can also click into the payment and select
Accept Payment after checking the details. Once fully authorised, the Multiple EFT Transfers will
disappear from under Authorisation Requests and immediately debit from your account. Remember
you have up until 4.00pm daily for the payment to be processed same-day, and for your recipient to
receive the funds within approximately 1 business day.

aspx?udag=utSriBMgiomv6tNbecl 1DoSSkRrC707iKgITCIUar6BoS6ibhuBWDBWSwak2fpiemEspm 2H1ststOFh%2bpKothdjEmA% 2beiol SAcd6AGjAaBIKUNMGBW3aBAR IWGBOADLY.. & ¥ 92
[0 All Bookmarks

Accounts ~ Payments - Settings - INBOX  10GOUT

Authorisation Request: For Me

. befors ciick ject Payment to make sure you ars paying sxacly Who you
intend to pay.If the recover the funds.

Payment Detail - Schedule Batch for External Transfer

400386 MULTIPLE ETF TEST BATCH

$15000
fance 515000
Feyen 1AUG 2024
Total 5100
5100
1
Ve

M ATest 1.13 AUG 2024 - 03:005m

LasTDETAIL JIMS MOWING 012345 100021531 - 5100
Authorisation Details

Authorised by Ws A Test 1, 13/08/2024, 03:0080

Motes - record onlyif Transaction s to be autharised later

4
m feiect Payment GG
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Multiple BPAY Payments

The Multiple Transfers section allows you to build a batch of payments. The benefits of this method are that you
can efficiently process one or more payments together, this also means your authorisers are able to check and
approve from one screen. Most importantly, you have more control; you can change the batch of payments at

any time up until it is processed.
Go to the Payments menu up the top of the screen and select Multiple Transfers to be taken to the screen below.

1. Firstly, you need to select your type of Multiple Transfer- under the Add or Upload a Batch select BPAY.
l. Enter an appropriate description for your batch of payments e.g. BPAYs and the date
Il.  Click in the From Account box to select your account (any account with sufficient funds available).
Note: if you have a sweep active on the account this will allow you to proceed with the payment
without sufficient funds and will cover the overdrawn balance at the end of the day.

M.  Tick the Post as Total box to have the payment posted as a total on your statement or leave un-
ticked if you prefer to itemise the individual payments on your statement

IV. Enter the reference for your batch (usually same as the description) — this is what you will see on
your statement if you post as a total only

«atchTransactions/TransBatchDetail.aspx?udaq=ndg1%2bndOIF0i1VVrIZOGROe5SinKgeflbb G5 Lx9v3VeeYquXoMpexeAQYmsGdEQ aQ ¥ ) &

[ All Bookmarks

= 5]

Accounts v Payments ~ Settings
INBOX  LOGOUT

Multiple Transfers

Add Batch for BPAY
Batch Description
BPAY TEST DDMMYY

From Account

Test Account 2 Available $150.00

52441511 Current $150.00

No | FostasTotl
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2. You will now see the screen below where you are able to add/change/delete your payees. Once all your
payee information is completed, you will need to select Save to go to the next step to process yourbatch.
I.  Youcan Add a New or existing Payee by either clicking on the drop down menu under Add an

existing Payee or selecting Add New Payee to Batch

I. Review or enter your payee account details. The Search for a Biller box is helpful when adding a

new payee’s biller code and name.
M. Enter the amount of the payment
IV.  Select Save to return to the batch
V. Repeat the above steps until all payees are added

atchTransactions/TransBatchDetail.aspx?udaq=TGVksIXgjzYwdAtHL JjkyA15HcFNF%2fdmAHBTeGEMxmhH7VYnQ35f4t6tHdjl 1n%2bvkd CwH2DyNTj... & ¢ 3 a2
3 All Bookmark:

Accounts Payments v settings =
INBOX  LOGOUT

Multiple Transfers

Change Batch for BPAY

Batch Description

BPAY TEST DDMMYY
From Account

Test Account 2 Available $150.00
52441511 Current $150.00

Status
New

Regular Total

$0.00

Al o PostasTonl

Add an existing Payee

Please Select. ~
55500510013334115
55500510013334115

CBA CARD TOP UP.

Add New Payee to Batch
( pack >< petete > “

BatchTransactions/BatchPayeeDetail BPAY.aspx?udaq=q7jR6iTrAdSm1Mq12Xt0tdIjFmMLKHfyMfJKwiPl1gDDmSEqpuPVXKI7)yPMXYFKJEwYoyDs4/gh... & 3% ) &

3 Al Bookmarks

Accounts - Payments Settings « =
meoX  Locour
Multiple Transfers
Add Batch Payee for BPAY

Enter Biller to search for

Biller Code

0000001818

Biller Name

COMMONWEALTH CARDS

Batch Payee Description

555005100133234115

Customer Reference Number (CRN)

5550051001324115

Amount

s ‘

C e G
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3. You are now taken back to your Multiple Transfers section that shows an overall view of all of your
current or previous batches and most importantly their Status and History. From this screen you are able
to change/delete/copy any of your batches as well as schedule the batch for payment. Click on Schedule
to be taken to review the summary of payment details and date for the batch to process. Select Submit

to proceed.

frene

3atchTransactions/TransBatchDetail aspx?udaq=7mMNWZ 10ihCquEJ90tB97NghuogtmgAlksmeBrHfo) zZL6HMNaWGXWOIQkV50IKG +zLWYbH7oWG...

Accounts - Payments + Settings

Multiple Transfers

Schedule Batch for BPAY

Batch Description BPAY TEST DDMMYY
From Test Account 2
52441511
Available $150.00
Status New
Regular Total $3.00
Scheduled Total $3.00
Post as Total v

Payees for this Batch
ENTRY # Creditor Name Account Number THIS AMOUNT

7399156 CBA CARD TOP UP 0000001818 5550051001334115 | § 1.00

7399157 55500510013334115 0000001818 5550051001334115  § 2.00

Process Date

14 AUG 2024

m

=

INBOX

a

LoGouT

3 All Bookmark

Q

& 2

3 Al Baokmarks
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4. The screen will change slightly for you to validate that all the information is correct. If it is, you have the
opportunity to notify any users via email from the system before clicking Submit. This will now store the
payment as an Authorisation Request for a user with the appropriate access level to be able toapprove.

Status New

Date 14 AUG 2024
Regular Total 53.00
Scheduled Total $3.00

Post as Total v

Payees for this Batch

ENTRY # Creditor Name Account Number  THIS AMOUNT
7399156 CBACARD TOPUP 0000001818 5550051001334115  $1.00
7399157 55500510013334115

0000001818 5550051001334115  $2.00

Authorisation Details

This aceount requires 1 more signatory to authorise this withdrawal.

The Other Sigr

Client Notify Via Email Status
Mr B G Holmes Yes n

Notes -record only if Transaction is to be authorised later

%

Com ) D ©

5. After selecting Submit the batch has now been set up for authorisation and you will see the

confirmation screen. Once you click Submit it will take you back to your Multiple Transfers page and you
can check the status is Authorisation Request which shows it is ready for your authorisers.

- X
atchTransactions/TransBatchDetail aspx?udag=rsqsGeTnrodhPxNIPmtquNenX1NNCsLIEGP6iogOEW/rGaknsmcjnWOPRKSOS +JHrHITYNQ46APNGQ.. & 3% B 3 &

[ All Bookmarks

Accounts v Payments + Settings « ) 5]
NBOX  LoGOUT

Multiple Transfers

Schedule Batch for BPAY

Vour Batch has bean stored 5 3 Authorisation Request on 14 AUG 2024 3t 09:42am
This account requires 1 more Signatory to complete the withdrawal

Note: a Authorisation Request will be automatically deleted if not fully authorised in 14 days from date of loading.

Batch Description BPAY TEST DDMMYY
From Test Account 2
52441511
Available 515000

Status Authorisation Request

Date 14 AUG 2024
Regular Total $3.00
Scheduled Total $3.00

Post as Total ¥

Payees for this Batch

ENTRY # Creditor Name Account Number  THIS AMOUNT
7399158 CBA CARD TOP UP 0000001818 5550051001334115 $1.00
7399159 56500510013334115 0000001818 5550051001334115  $2.00
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6. Authorisers can now login to CDF Online to view and approve the payments. On the home screen under
click on the drop down on Authorisation Requests: For Me and click on View All.

Velcome.aspx e & 3w ) &

[ All Bookmarks

=2 5]

INBOX  LOGOUT

Accounts Payments Settings

Welcome Mr A Test 2. Your last successful sign on was at 03-03pm on 13 AUG 2026. @

Accounts

# 2 Authorisation Requests: For hies

13AU6 2024 $1.00
Batch 400366 MULTIPLE ETF TEST BATCH
52441511 - Test Account 2

14AUG 2024 $3.00
Batch 400371 BPAY TEST DDMMYY
52441511 - Test Account 2

@ viewAl
Test Account 1 Available $702.34
5244151 Current s702.38 ¥
Test Account 2 Available $150.00
5244151.1 current s1s000
ON-CALL COMPOUND Available $0.00
5244151.2 Current so00
SCHOOL FEES DIRDB Available $0.00
52441516 Current soo0 Y

7. This will take you to view pending authorisations. You can also click into the payment and select Accept
Payment after checking the details. Once fully authorised, the Multiple EFT Transfers will disappear
from under Authorisation Requests and immediately debit from your account. Remember you have up
until 3.30pm daily for the payment to be processed same-day, and for your recipient to receive the
funds within approximately 1 business day.

Authorisation Request: For Me

Please check the payments details carefully before clicking Accept Payment or Reject Payment to make sure you are paying exactly who you
intend to pay. If the Payments goes o an unintended recipient it may not be possible to recover the funds.

Payment Detail - Schedule Batch for BPAY

Batch 400371-8PAY TEST DDMMYY
From Account Test Account 2
52441511
Current Balance $150.00
Available Balance $150.00
Payon 12 AUG 2024
Total $3.00
Regular Total $3.00
Number of Batch Payees 2
Post as Total Yes
Loaded by M A Test 1-14 AUG 2024 - 09:42am
Batch Detail 0000001818 5550051001334115 - $1.00
LAST DETAIL 0000001818 5550051001334115 - $2.00

Authorisation Details

Authorised by Ms A Test 1, 14/08/2024, 09:42AM

Notes - record only if Transaction is to be authorised later

PLEASE APPROVE

i
m fielect Payment Accept Fayment
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Uploading Files for Payment

This functionality is for if you generate a batch of account details directly from your accounting package for
upload and payment in CDF Online. The Multiple Transfers section allows you to upload a batch of payments. The
benefits of this method are that you can efficiently process one or more payments together, this also means your
authorisers are able to check and approve from one screen. Most importantly, you have more control; you can
change the batch of payments at any time up until it is processed.

Go to the Payments menu up the top of the screen and select Multiple Transfers to be taken to the screen below.

1. Firstly, you need to select your type of Multiple Transfer — Upload. You can then complete the Batch
details. Once all the Batch information is completed, you will simply need to click Upload to go to the final
step to process your batch.

l.
I
.
IV.

VI.

BatchTransactions/UploadFile.aspx

Accounts v Payments

Multiple Transfers

Leave the Document Type as Standard ABA file

Click on the Choose File button to browse for the file you saved from your accounting package
Enter an appropriate description for your batch of payments e.g. EFTs and the date

Click in the Account Number box to select your account (any account with sufficient funds
available and an external daily limit nominated). Note: if you have a sweep active on the account
this will allow you to proceed with the payment without sufficient funds and will cover the
overdrawn balance at the end of the day.

Un-tick the Post as Total box to itemise the individual payments on your statement, or leave
ticked if you prefer for only the total to be processed

Enter the reference for your batch (usually same as the description) — this is what you will see on
your statement if you post as a total only

a x &3 = & a
[ Al Bookmarks

]

Settings v
INBOX  LOGOUT

Load a Batch of Credit External Account Transactions

Documen tType

Standard ABA file ex MYOB etc

File Location

2 17951_04XSPU7S.ABAI (257

Batch Description
EFTS DD MM YY
From Account

Test Account 2
5244151.1

No | posts o

Reference

Available $150.00

C e .
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2. You are now taken back to your Multiple Transfers section that shows an overall view of all of your
current or previous batches and most importantly their Status and History. From this screen you are able
to change/delete/copy any of your batches as well as schedule the batch for payment. Click on Schedule

to be taken to review the summary of payment details and date for the batch to process. Select Submit
to proceed.

Multiple Transfers

Uplossea Sstenes

RPTION ACCOUNT BNICH STATUS  DATE TOTAL MANAGE
NBER TYPE

Multiple Transfers

Schedule Batch for Debit External Accounts

Satch Description EFTS DD MM YY
From Test Account 2
s2a81511
uaisble 15000
sas New
Reguiar Tots| 5354308
Scheduled Total 5354308
Post a5 Total N

Payers for this Batch

ENTRY # Creditor Name: Account Number  THIS AMOUNT
5248857 PJE JRVAN 084001 10243815 | § 235028
5248858 JOAN SB ROONEY 124196 22019076 | § 760.90
5248859 BERGUYATT 734084 520117 | § 73150
5248860 MRS MARION JANET WRIGHT 084209 216243626 | $ 731.50
5248861 HAROLD GREGORY PLUCKNETT 014279561317833 | § 965.86
Processace
18 AUG2024
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3. The screen will change slightly for you to validate that all the information is correct. If it is, you have the
opportunity to notify any users via email from the system before clicking Submit. This will now store the
payment as an Authorisation Request for a user with the appropriate access level to be able toapprove.

itchTransactions/TransBatchDetail.aspx?udaq=u61UgUfnmlpXrEzZUJtAxz 1 dtmyRZ5YLkswd BEDZKFVCx7uX2rz)tioSIpdHWROmMHQUYT... & & in) = 4 &
3 Al Bookmarks

an Accounts - Payments Settings =2
E) INBOX  LOGOUT

Multiple Transfers

Schedule Batch for Debit External Accounts - Confirmation

Batch Description EFTS DD MM YY
From Test Account 1
5244151
Available §702.32
Status New
Date 14 AUG 2024
Regular Total $11,056.76
Scheduled Total $11,056.76
Post as Total ¥

Payers for this Batch

ENTRY # Creditor Name Account Number THIS AMOUNT
7403183 Red Suit Advertising 084447 937874903 $4,297.09
7403184 Dell Australia Pty Limited 242000 106685061 $4.934 60
7403185 Winc Australia Pty Limited 082282 528647849  $28.17
7403136 Archdiocesan Development Fund 084786 100010521 $194.40
7403187 Lochinvar Personnel Pty Ltd 034041 217711 $2,502.50

Authorisation Details
This account requires 1 more signatory to autherise this withdrawal.
The Other Signatories are

Client Notify Via Email Staws

Mr A Test 2 Yes

Mr B G Holmes Yes

Notes - record only if Transaction is to be authorised later

T e G
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4. After selecting Submit the batch has now been set up for authorisation and you will see the
confirmation screen. Once you click Submit it will take you back to your Multiple Transfers page and you
can check the status is Authorisation Request which shows it is ready for your authorisers.

Multiple Transfers

Schedule Batch for Debit External Accounts

Your Batch has been stored 35 3 Authorisation Request on 14 AUG 2024 at 02:03pm
This account requires 1 more Signatory to complete the withdrawal.

Note: a Authorisation Request will be automatically deleted if not fully authorised in 14 days from date of Ioading.

Batch Description EFTS DD MM YY.
From Test Account 1
5244161
Available 570230
Status Authorisation Request
Date 18 AUG 2024
Regular Total $11,956.76
Scheduled Total $11,956.76
Post as Total Y

Payers for this Batch

ENTRY # Creditor Name Account Number  THIS AMOUNT
7403183 Red Suit Advertising 084447 937874903  $4,297.09
7403184 Dell Australia Pty Limited 242000 106685061 $4,934 60
7403185 Winc Australia Pty Limited 082282 528647849 $28.17
7403186 Archdiocesan Development Fund 064786 100010521 $194.40
7403187 Lochinvar Personnel Pty Ltd 034041 217711 $2,502.50

5. Authorisers can now login to CDF Online to view and approve the payments. On the home screen click
the drop down menu under Authorisation Requests: For Me and View All.

lelcome.aspx aQ & m) J 2

[ All Bookmarks

Accounts + Payments - Settings ~ E
Weox  LoGouT
Accounts
# 2 Authorisation Requests: For Mev # 1 Authorisation Requests: By Mas-
13 AUG 2024 $1.00

Batch 400366 MULTIPLE ETE TEST BATCH
52441511 - Test Account 2

14 AUG 2024 $3.00
Batch 400371 BPAY TEST DDMMYY
52441511 - Test Account 2.

© viewall
Test Account 1 Available $702.34
5204151 Current s70232 7
Test Account 2 Available $150.00
5244151.1 Current s1s000 7
ON-CALL COMPOUND Available $0.00
5244151.2 Current soo0 Y
SCHOOL FEES DIRDB Available 50.00
52441516 Current $0.00
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6. This will take you to view pending authorisations. You can also click into the payment and select Accept
Payment after checking the details. Once fully authorised, the Multiple EFT Transfers will disappear
from under Authorisation Requests and immediately debit from your account. Remember you have up
until 3.30pm daily for the payment to be processed same-day, and for your recipient to receive the
funds within approximately 1 business day.

\igB1LPhmR3IS9uTOBI8g4bBoEcp4IW6eYcOpP1XwEkBMRy 1JPWRRvZnTy8q3PICRL7NLACITbXQIWEF hyuP%2bZ7wCU8Xhya7NfIqs2S6e08RASHOpVRFWbU1D... & In ] 2
[ Al Bookmark:
Authorisation Request: For Me

=

Payment Detail - Schedule Batch for Transfer from Extermnal Account

s1sag0

DATAS3241 19 ALG 2024 1:46em

PAE RUAN 064001 10243815 5235928

OANSE RODNEY 124155 2201507

Notes - record snly I Transacion o b autharised ster

)
T D €D
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Errors in a Batch Upload

If there is an issue within a file you have uploaded a table listing the error will appear at the bottom of the

Multiple Transfers Screen. You are able to fix a minor issue without needing to re-upload the file.

If you see an error message ‘New - Contains Upload Errors’ in the Multiple Transfers screen as shown below:

1. Click on the Change action to be able to locate the payee details with the error.

staspx

Accounts Payments ~ Sertings -

Multiple Transfers

Loaded Batches

Loaded Batches

BATCH DESCRIPTION ACCOUNT BATCH
NUMBER  TYPE

300711 qeectest 5244151 BPAY

Transfer
from
7 24415
315671 TESTA s2a4tst gl

Account

Transfer

31673 TESTolle 5485654 S2d4dist o
Extomal
Account

Transfer
from
7 20415
315735 ollefesiBsasss  Saadlst Lol

Account

328978 bpaytestoneish 5244151  BPAY

325009 bpay fest 3 5244151 BPAY
332107 valtest 5244151 BPAY
332392 BPAYwalestbaich 5244151  BPAY
332988 contra saarst  EEma
Transfer
332989 olie fie s el
Transfer

2. You can now select the Change action on this screen to see the full details of the error and fix.

STATUS

New

New -
contains
uplozd
ermors

New

New

New

MNew

New

New

New -
contains
upload
ermors

MNew -
contains
upload
ermors

MNew -

DATE

=

mE0x

Uploaded Batches

TOTAL MANAGE

000

Copy Schedule  His

150.00 ange Copy Schedule His
515000 [ Copy Schedule His
BECEIN  chance Copy Schedule  His

oGouT

%

[ All Bookmarke
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3. Input the correct account details and click Save and Save again to return to your Multiple Transfers screen
to be able to Schedule the batch for payment.
Note BSB/account numbers cannot have spaces or alpha characters e.g. letter ‘S’.
A common error with a BSB number is either an incorrect BSB may have been provided by the payee or
when being input in the accounting package it may have had a space or -“ added resulting in the file
truncating the BSB to 6 characters e.g. 067 000 would be generated in the file as 067 00

DetailDTDES aspx?udaq=r0eCMRxvT1cuiR8 1uJ8eqnhLx2vj3ATBm36BQuE59vFqRgzCiY 1m20VTIZYXOC %212 TuTKFDGOJRBXQ%2boSLIAGROS2Kjjd%2bIZWUMFM%2 1% 2bdLIKISatBW... & 3¢ & 2

[ All Bookmarke

s b e nx ok

Multiple Transfers

Q@ 8 Number 010203 notvata
Change Batch Payer for Debit External Accounts
Batch Payee Number

104142
Batch Payeet Description

007 BCE0 DD
858 Number Number

010208

Account umber

008877885

In the Name of

022V SCHOOL

Reference
007 8CE0 DD

Amount

=
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If a file has a major issue it may not be able to upload successfully into your Batch listing and instead you only see
it in the tab Uploaded Batches.

1. Click on Uploaded Batches and Show Errors on this screen to see the full details of the error.

staspi ax B3O 2

[ All Bookmarks

Accounts payments Sattngs -
meox  toGour

Multiple Transfers

o s0mm

Add or upla3d 3 Bateh

Loaded Batches

H
i
£
H

Uploaded Batches

BATCH  DESGRIPTION DATE MANAGE

188419 hjbhbhbhbh 210uL2 Show Errors

GEEEED
209070 EFTSDD MM YY 14AUC 24 Minor Data Errors - Refer Batch

208085  FOOTERTEST 16AUG 24 Show Errors

208085 SINGLE ROW TEST 16AUG 24 Show Errors

200088 flecsy 16AUG 24 Show Errors

200092 atomissing footer 18AUG 24 Show Errors

203093 atosingle row 154UG 24 Show Errors

200094 ofsv 16AUG 24 Show Errors

200071 EFTSDDMMYY 11AUG 24 Show Errors

208084 INVALID HEADER 16AUG 24 Show Errors

208091 atomissing header 16AUG 24 Show Errors

2. If you see the message below, go to where you have saved the file on your computer and open it using
notepad to see what is wrong with it e.g. empty file. Most times you can carefully fix the structure of the
file yourself manually or perhaps try generating the file again from your accounting package. For further
assistance please don’t hesitate to contact the CDF or your support for your accounting package.

- x
1dBatchDetails.aspx?udaq=doVQHGIRLDGmCppEEDCKG 1YG2%2fbSkjlin%2bqZAS JsraVQygjn pDz0C2YKAROHAIFngt30%2fDpWoF | ICWThsIxSBg%3d%3d aQ s in) 2
3 All Bookmark
Accounts Payments Settings =
oK Logour
Multiple Transfers

Uploaded Batch Details

Batch 209085
Description file csv
Date 16AUG24

The following errors were Getected while trying 10 imporE the tronsactions.
Due to the severe nature of the errorfs), no impore wos possibie.
Pleose adress the issues outlined below and resubmit the batch.

ERROR DESCRIPTION
1 [4252] Invaiid record length [line=5]

2 [4259) Transactions total does not match total record
3 [4260] Transactions count does not mateh total record.

Cancel
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Making Changes to a Batch
Once a batch has been scheduled for payment you are able to make changes up until the payments are processed
from your account.

Go to the Payments menu up the top of the screen and select Multiple Transfers to be taken to the screen below.

1. Click on Change in the Manage area.

3 All Bookmark

i
Hl
io

Uplosdad Setenes

NBER

2. Locate the batch payee line that you wish to change and click on Change/Delete on the right-handside.

=3m7TIXjlqil%2f9leKqmB8vBYa8 DtGbBa4FvWBII62RxAISCPUBaMBLOFIBcrDEHQN%2bnb55%2bWHQB5C YgUmXCt 1 PBGPY%2bLHghgqwSKTotGMejfWyGF.. & ¢ & 2

[ All Bookmarie

ia

a

Multiple Transfers

Change Batch for Debit Extemal Accounts
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3. Change details as applicable and click Save and Save again to return to your Multiple Transfers screen.

The changes have now been made and the batch is ready for scheduling.

2tailDTDES. aspx?udaq =B7Z0KM2Y7pxZW bxBnbuYQX9izF FseG%2buV91nbI03D DgAUQI)p0%2fWswy5 1pCm3qMz%2bmigKb%2ba1CJaNPLIISMIne 5%2fsFubi bQaoHHmM7j49.. & ¢ in ] D

3 Al Bookmark

Accounts v Payments settings ‘NEBDX mﬁﬁm

Multiple Transfers
Change Batch Payer for Debit External Accounts
Batch Payes Humer

saasis7

Bateh Payees: Description

BNDL12322
858 Number Number
082001
CBA-King George Square

Account Number

10243815

Inthe Name of

®JEJRYAN

Referance
BNDL12322

Amount

-
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Deleting a Batch
We recommend occasionally ‘cleaning up’ your Multiple Transfers screen by deleting old batches from your
listing. You can do this at any time.

Go to the Payments menu up the top of the screen and select Multiple Transfers to be taken to the screen below.

1. Click on Change in the Manage area.

C3 AllBookmarks

o
S

Uplosdad Betznes

ATCH DESCRIPTION ACCOUNT BATCH  STATUS  DATE TOTAL wAGE
nnszR TYPE

2. You can now select the Delete button at the bottom of the screen to be taken to a confirmation screen.

agRDbPIHI9PXOYVMWIZN5v%2b97LP30KWyNGeuiHIPvk2Lr7yHNBmQfzrSHOQX194pEoiyEbFecqlcKtiepEkK2zPVizbyPVXJ8jooHIWThbfqTie%2fCpADUfDFn3Calpz.. & Y o 2
3 All Bookmarks

Multiple Transfers
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3. Click the Submit button to confirm deletion of the batch

screen with the batch no longer there.

atail.aspx

Accounts ~ Payments sertings

Multiple Transfers

Delete Batch for Debit External Accounts

Satch Dasciption EFTSOD MM Y

from Test Account2
2841511

Sas

Date

Fayers for ths Batch

ENTRY # Creditor Name:
5248857 PUEJRYAN

5248858 JGAN SE ROONEY

5245550 BERGUYATT

5248860 MRS MARION JANET WRIGHT
5248861 HAROLD GREGORY PLUGKNETT

Add New Payee to Batch

Plecse sick the Subrmit burton to eonfirm deizee of entre batch

C= =

InBoX

515000

Account Number

064001 10243815

124196 22018076

734064 520117

084209 216243626

014279 561317833

LoGouT

. You will be returned to the Multiple Transfers
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Hints and Tips

See the FAQs section on our website for some useful hints and tips:

https://www.cdftas.com/faq/

DISCLOSURE STATEMENT

Catholic Development Fund Tasmania (the Fund) is not prudentially supervised by the Australian Prudential Regulation
Authority nor has it been examined or approved by the Australian Securities and Investments Commission. Therefore, an
investor in the Fund will not receive the benefit of the financial claims scheme or the depositor protection provisions in the
Banking Act 1959 (Cth). Investments in the Fund are intended to be a means for investors to support the charitable, religious
and educational works of the Archdiocese of Hobart and for whom the consideration of profit are not of primary relevance in
the investment decision. Furthermore, investors should be aware that neither the Fund nor the Roman Catholic Church Trust
Corporation of the Archdiocese of Hobart is subject to the normal requirements to have a disclosure statement or Product
Disclosure Statement or be registered under the Corporations Act 2001 (Cth). CDPF Limited, a company established by the
Australian Catholic Bishops Conference, has indemnified the Fund against any liability arising out of a claim by investors in the
Fund.
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