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INTRODUCTION

Purpose

This guide contains information and procedures to use and navigate your ANZ Cashactive VAM solution.

This user guide will be updated with new information when available. Please ensure you regularly check for
the most up-to-date copy by logging on ANZ Cashactive VAM and clicking on Help in the Menu Banner. We
recommend that you read this guide in conjunction with ANZ Cashactive VAM Manual.

Further Assistance
If you require further assistance, please contact ANZ Customer Service Centre.

Contact information:

13 31 99, or — [ i i
Australia 7:00am - 8:00pm AEST eni 7 = [Py, ebing prbiie

+61 3 9601 1200 holidays.

Please refer to anz.com/servicecentres for the most up to date information.

Updating Your ANZ Cashactive VAM Information
Please contact your ANZ Representative or ANZ Customer Service Centre for the following:

To add, modify or delete ANZ Administered Users
To order new or replacement Security Devices

To add, modify or delete Natural Accounts

To update your Billing details.

vV V. V V

RECOMMENDED SYSTEM REQUIREMENTS
Operating System Windows 8.1, Windows 10, Apple Mac 10.15.3 (Catalina) or higher

Microsoft Internet Explorer 11, Microsoft Edge

Note: After log on, if ANZ VAM menus appear but the functions do

not display, you may need to turn on compatibility mode in your

Microsoft Internet Explorer browser. If you do not have access to
Browser Types change this, please contact your IT support.

From 15 June 2022, Microsoft Edge with IE will replace Internet
Explorer 11 on Windows 10. We recommend that you upgrade to the
latest browser currently available in order to receive security updates
and technical support.

Browser Settings - JavaScript enabled
- HTTPS communications required

Display Settings A minimum of 1366x768 is recommended

Internet Connection Internet access with 512kbps speed or higher

Ensure the appropriate permissions are configured for both firewall

AR Gl AT SR and antivirus software to allow users to access ANZ VAM.

Adobe Acrobat Reader DC or equivalent PDF reader
Software
Microsoft Excel 2010 or later, or any other spreadsheet program

ANZ Cashactive VAM Getting Started Guide 4
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REGISTER

ANZ VAM application contains two types of access: ANZ Administered User and Company
Administered User.

Access Type Access Method Permission Group Permissions
ANZ Username, Administrator Create and approve Users
Administered Password, Pavment Rel Rel P
User Security Token ayme eleaser glease payments
User Create, view, edit Account Holders,

Accounts, Transactions, Automatic
Allocation Rules and Templates;

Authorise other User actions.

Company Username, User Create, view, edit Account Holders,
Administered Password Accounts, Transactions, Automatic
User Allocation Rules and Templates;

Authorise other User actions.

Input User Create, view, edit Account Holders,
Accounts, Transactions, Automatic
Allocation Rules, and Templates.

View Only User View information and reports on a
limited selection of screens.

ANZ ADMINISTERED USER

If you are an ANZ Administered User, your access is set up and maintained by ANZ. You will receive an
ANZ Welcome letter and detailed instructions on how to register your details and activate your Token.
Please follow the received instructions to proceed.

COMPANY ADMINISTERED USER

If you are a Company Administered User, your access is created and maintained by your company
Administrators who are ANZ Administered Users. Once your user access is created by your company
Administrator, they will receive and forward to you a 20-digit pre-registration key (Userkey) which enables
you to register for ANZ Cashactive VAM. For user creation process, refer to Create a New User in this
document.

Once the Userkey is provided to you, to register, follow these steps:
Step Action

1 Navigate to the ANZ Cashactive VAM page via your internet browser. You can access ANZ
Cashactive VAM page through www.cashactive.anz.com/home > ANZ Cashactive VAM >
Company Administered User > Log on, or www.cashactive.anz.com/vambrowser

2 Click Register Details

ANL ANZ Cashactive VAM

Log In

Username *
Password *

Register Details Password Reset

ANZ Cashactive VAM Getting Started Guide 5



3 The New User Registration (Step 1 of 4) page displays.
> In the Userkey field, enter the received 20-digit pre-registration key

> Complete the remaining mandatory fields

Click Next
4 The New User Registration (Step 2 of 4) page displays.
> In the Password field, enter your chosen password

> In the Confirm Password field, repeat the same password entered in the Password field
Click Next

Password Criteria

> Must be between 6 to 20 characters in length,
> Must contain at least one uppercase letter (A — Z), at least one lowercase letter (a - z),
and at least one number (0 - 9),
Cannot contain your Username, or ‘password’ in any case variation,
No more than 50% of the password can be the same alphanumeric character,
Cannot contain 5 characters that are next to each other on a QWERTY keyboard.

Your password will expire every 30 days. When expired, you will be prompted to change it.

5 The New User Registration (Step 3 of 4) page displays.
> In the Security Question 1 and Security Question 2 sections

o from the Question drop down list, select a security question,

e in the Answer field, enter an answer

e in the Confirm Answer field, repeat the answer entered in the Answer field.
> In the Memorable Question section

e In the Question field, enter a memorable question

¢ In the Answer field, enter an answer,

e In the Confirm Answer field, repeat the answer entered in the Answer field.
Click Next.

Security and Memorable Questions

Memorable Question is used for logging on to ANZ Cashactive VAM. Security Question 1 and
Security Question 2 are used for password resets.

All answers are case sensitive.

Note: Security or Memorable Questions cannot be reset by a Company Administered User or
an ANZ Administered User. If you forget the answers, your User account needs to be deleted
and recreated by your Administrator (ANZ Administered User).

6 The New User Registration (Step 4 of 4) page displays. To submit the registration for
authorisation, click Finish.

ANZ Cashactive VAM will generate your Username during registration. Please note your Username
for future access. Alternatively, your Username can be checked by your company Administrator
by logging on and accessing the Authorise User Registration queue.

You have successfully completed registration.

The registration is sent to your company Administrator (ANZ Administered User) for authorisation. The
Administrator can authorise your access by logging on ANZ Cashactive VAM and accessing the Authorise
User Registration queue. For the detailed process; refer to Authorise User Registration in this document.




Once authorised, you can log on and begin using ANZ Cashactive VAM.

LOG ON
You may log on to ANZ Cashactive VAM using either:

> Username, Password and Security Token (ANZ Administered User), or
> Username and Password (Company Administered User).

ANZ ADMINISTERED USER

As an ANZ Administered User, you will have received your log on details, a Token and activation instructions
from ANZ. Please follow User registration and activation instructions provided by ANZ.

Once registered and activated, to log on, follow these steps:

Step Action

1 Navigate to the ANZ Cashactive VAM page via your internet browser. You can access ANZ
Cashactive VAM page through https://institutional.anz.com/digital-services > ANZ Cashactive
VAM or https://cashactive.online.anz.com/vambrowser

Note: If you are an ANZ Transactive — Global User, you may be able to access VAM via single
sign on by logging on ANZ Transactive Global > Menu > Applications > ANZ Cashactive
VAM. Single sign on access is set up by ANZ.

2 Enter your User ID and click Submit

y | N" 2
r41\ 0= ANZ Cashactive VAM English Vv

User Log On

UserID

New User Activation
&

3 Click Token as a Log on Method.
Enter your Password and Token OTP response from your Security Token.
Click Log On.

‘N-.l_' ) Engih v
r4 L) I "l ANZ Cashactive VAM UserD: USER &8,

Log On Method %

Password Token

Password Token OTP

® Forgot Password? Q}, Change Password ; Unblock Token

Note: To change the user, click on the User icon in the top right corner of the page
4 ANZ Cashactive VAM page displays.
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ANZ Cashactive VAM

Reports. System Maintenance Analytics

Account Holder Queues @ All Authorise All Release 8

Account Holder Queues Allocation Exceptions Balances by Currency

You have successfully logged on.

Forgot Password

If you have forgotten your password or your password has been locked, please follow the steps
listed in https://www.anz.com/corporate/transactive/resources/ > Getting Started User
Guide to request a new password.

Note: You must have an email address, mobile phone number and security questions
registered with ANZ to use this service.

Password Expiry

Your password does not expire. You can change your password by clicking on Change Password
on the Log On screen.

Password Criteria

Must contain a minimum of 8 characters,

Must include a minimum of 2 alphabetical characters, one uppercase (A - Z) and one
lowercase (a - z),

Must include a minimum of 2 numerical characters (0 - 9),

Must not have been used in the last 13 passwords.

COMPANY ADMINISTERED USER

Company Administered Users are created by your company. Company Administered Users log on with a
Username and a Password. If you are a Company Administered User, you will have received your Userkey
from your company administrator (ANZ Administered User) to register your access.

For registration information, refer to Register in this document.

Once registered, in order to log on, your registration will need to be authorised by your company
administrator (ANZ Administered User). The Administrator can authorise your access by logging on ANZ
Cashactive VAM and accessing the Authorise User Registration queue. For the detailed process, refer to
Authorise User Registration in this document.

Once registered and authorised, to log on, follow these steps:
Step Action

1 Navigate to the ANZ Cashactive VAM page via your internet browser. You can access ANZ
Cashactive VAM page through www.cashactive.anz.com/home > ANZ Cashactive VAM >
Company Administered User > Log on, or www.cashactive.anz.com/vambrowser

2 Enter your Username and Password, then click Continue

ANZ Cashactive VAM Getting Started Guide 8



l“INZ ANZ Cashactive VAM

Log In

Username *
Password *

Register Details Password Reset

3 Enter the answer to the presented Security Question and click Log In
4 ANZ Cashactive VAM page displays.

ANZ Cashactive VAM

Reports System Maintenance Analytics:

Account Holder Queues @ All Authorise All Release 3

Account Holder Queues Allocation Exceptions Balances by Currency

You have successfully logged on.

Forgot Password

If your password is entered incorrectly three times, your Username will be deactivated. If you
have forgotten your password, your will need to reset it.

Password Reset

To reset your password, on the ANZ Cashactive VAM Log on page, click Password Reset. You
will be required to answer your Security Questions created during registration.

Note: The Security Questions cannot be reset by you or your Administrator (ANZ Administered
User). If you forget the answers to the Security Questions, your User account will need to be
deleted and recreated by your Administrator (ANZ Administered User).

Password Expiry

Your password will expire every 30 days. When expired, you will be prompted to change.

Password Criteria

> Must be between 6 to 20 characters in length,

> Must contain at least one uppercase letter (A - Z), at least one lowercase letter (a - z),
and at least one number (0 - 9),

> Cannot contain your Username, or ‘password’ in any case variation,
No more than 50% of the password can be the same alphanumeric character,

> Cannot contain 5 characters that are next to each other on a QWERTY keyboard.

ANZ Cashactive VAM Getting Started Guide



LOG OUT

Session Timeout

Your ANZ VAM session will time out after 15 minutes of inactivity and you will be automatically logged out.
You will see an inactivity alert 2 minutes before you are logged out.

Logging Out

To exit ANZ VAM in a secure manner, click on the Log Off button in the top right corner of the screen
(please see the screenshot below).

NAVIGATE THE SYSTEM

Home Page

Once logged on, you will access your Home page. The page consists of:
> Menu Banner

> Dashboard
>  Settings Options - Change Password, Help, Log Off

Menu Banner Settings Options

ANZ Cashactive VAM

{8 Change Password  (ikel Jog O
Reports System Maintenance

Account Holder Queues @ All Authorise All Release 3

Dashboard

Menu Banner

The Menu Banner contains six features that are accessible for most user types from all screens within the
application. These are: Home, Accounts, Transactions, Reports, System Maintenance, Analytics.

Note: If you are not able to see some of the Menu Features, your User Role may not have access to these
functions. If you are a Company Administered User, your Role can be confirmed by your Administrator
(ANZ Administered User). If you are an ANZ Administered User, your Role can be confirmed by ANZ
Customer Service Centre.

Features Description

Home (home symbol) Click here to access/refresh the Dashboard

Accounts Click here to:
>  view Account Holders, Virtual Accounts, Allocation Rules
> create new Account Holders (Virtual Accounts), Allocation Rules
> edit/delete Account Holders, Virtual Accounts, Allocation Rules
> authorise/reject new or edited Account Holders, Virtual Accounts,

Allocation Rules.
Transactions Click here to:

> initiate, authorise/reject internal or external transaction;
> view unallocated transactions;
> initiate, authorise/reject manual allocations;

ANZ Cashactive VAM Getting Started Guide 10



initiate, authorise/reject a periodical (Regular) transaction;
search for Historical Transactions and Allocations;

initiate, edit, delete, authorise/reject a batch transaction;
create, edit, delete, authorise/reject a transaction template;
manage Bank Notifications for unsuccessful external payments.

vV V. V V V

Reports Click here to generate reports.

System Maintenance Click here to create, edit, delete, authorise/reject a Company Administered
user.

Analytics Click here to customise your Dashboard.

Dashboard
ANZ VAM Dashboard consists of 2 sections — KPIs and Summary Charts.
KPIs are non-interactive activity indicators providing you with an overview of outstanding tasks.

Summary Charts are interactive indicators providing you with an overview of your virtual account
balances, accounts by transaction volume/balance change, queues and high level forecasts.

You can select which KPIs and Summary Charts are visible to you in the Dashboard and in which order. For
more information, refer to the Dashboard section below.

Settings Options

Settings Options contain three features that are accessible from all screens within the application. These
are: Change Password, Help, Log Off.

Features Description
Change Password Click here to change your existing password.
Help Click here to access:

> User Guide,
>  File Format Guide.

Log Off Click here to log out of the application.

IDENTIFY THE PHYSICAL (aka NATURAL) ACCOUNT

In ANZ VAM, the Natural Account can be identified either by its Account Holder Reference or its Account
Number.

The Natural Account Holder Reference contains ‘Nxxxx’ at the end, where 'x’ is a number, for example
111111888111111N00O01.

The Natural Account Number contains ‘CMM’ at the beginning, for example CMM0122228881111111.

The Natural Account contains 3 key identifiers:

Identifier Description Example

Identifier composed of your ANZ 111111888111111N0001

VAM site number, physical
account number and Natural
Account indicator

Account Holder Reference *111111 - Location code (site number)

*888111111 - Physical account number
*N0001 - Natural Account indicator

Identifier composed of the
physical account name
Identifier composed of the CMM0122228881111111
Natural Account indicator,

Account Holder Name Annabelle Citizen Pty Ltd

Account Number

11


javascript:__doPostBack('ctl00$ctl00$ContentPlaceHolder1$FormContent$gvAccountHolders$ctl19$AccountHolderReference','')
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physical account BSB and
account number

IDENTIFY VIRTUAL ACCOUNTS

The Virtual Account can be identified by its Account Holder Reference. The Virtual Account Holder Reference
will not contain *‘Nxxxx’ at the end, where ‘x’ is a number.

Virtual Accounts contain 3 key identifiers:

Identifier

Account Holder Reference

Account Holder Name

Account Number

Description

Identifier composed of your ANZ
VAM site number and your
nominated reference

Identifier composed of your
nominated account name
Identifier generated by the
system

*CMM - Natural Account indicator
*012222 - Physical account BSB
*888111111 - Physical account number

Example
1111111234567891011MO

*111111 - Location code (site number)
*1234567891011MO - your nominated
reference

Melbourne Operations

VIR11222100000062

Account Holder Reference|1111111234567891011M0

Account Holder Name

Account Number # Account Type Currency Account Description Bank B
VIR112233100000061 Control Australian Dollar
VIR112233100000062 Virtual Australian Dollar
VIEW ACCOUNT BALANCES AND TRANSACTIONS
To view account balances and transactions for Virtual Accounts:
Step Action
1 From the main menu, select Accounts > Account Holder Enquiry.
The Account Holder Details page displays.
2 Search for the required Account Holder. Click on the required Account Holder Reference.
Account Holder Details page displays.
3 If the Account is a Tier 1 account, select Accounts tab, then click on the Virtual Account
number.
Account Holder Details
[ next |

[Melbourne Operations

Account Holder Details Related Allocation Rule

Account Holder Reference|

Account Holder Name |

Account Number *
VIR112233100000076
VIR112233100000077 Virtual

If the Account is a Tier 2 account, select Accounts tab.

ANZ Cashactive VAM Getting Started Guide

Account Type
Control

Account Description
Australian Dollar

Australian Dollar

Bank Balance

1to2of2
Ledger Balance Forward Balance Available Balance
0.00 0.00 -0.68 -0.68

0.00 0.00 0.62 0.62

12



Account Holder Details

[ Previous | [ e |
| Accounts || Account Holder Details Related Allocation Rule

Account Holder Reference Bank Balance -1.18

Account Holder Name Ledger Balance -1.18

Account Number [VIR112233100000016 Forward Balance -1.18

Account Type VIR - Available Balance -1.18

Account Currency JAUD - Australian Dollar Balance Brought Forward 0.00

o 1 of
T Transaction Date Transaction Reference Description i Running Balance]
04/06/2019 03/06/2019 CVA00002UAL Test Internal Transfer to GEN 1.18 -1.18
4 Select Transactions tab. The page updates to display the list of balances and transaction
details.

Account Holder Details

[ Previous | [ e |
Accounts Account Holder Details Related Allocation Rule
Account Holder Reference Bank Balance -1.18
Account Holder Name - Ledger Balance -1.18
Account Number (VIR112233100000016 Forward Balance -1.18
Account Type VIR - Available Balance -1.18
Account Currency AUD - Australian Dollar Balance Brought Forward 0.00
1to1of1
|Settled Date ¥ Transaction Date Transaction Reference Description i Running Balance]
04/06/2019 03/06/2019 CVAO0002UA1L Test Internal Transfer to GEN 1.18 -1.18

Displayed Balances are described in the following table:

Bank Balance The balance reported by the physical account

Ledger Balance The sum of all transactions in the account

Forward Balance The sum of Ledger Balance and all Forward Transactions
Available Balance The sum of Bank Balance and Forward Balance

Balance Brought Forward The closing balance of the last statement

SEARCH FOR A SPECIFIC VIRTUAL ACCOUNT HOLDER OR A VIRTUAL ACCOUNT

To search for a specific Virtual Account Holder or a Virtual Account:

Step Action

1 From the main menu, select Accounts > Account Holder Enquiry or Account Enquiry. The
Account Holder Details or Account Details page displays.

,‘-NZ ANZ Cashactive VAM

H Accounts Transactions Reports Analytics

Account Holder Enquiry Account Enquiry

= New = Edit

2 Select a search option as described in the following table:

If you wish to - Then -

ANZ Cashactive VAM Getting Started Guide




search using the Account Holder in the second Account Holder Reference field, enter the
Reference second part of the reference number.

search using the Account Holder from the drop down lists, select the Account Holder type.

Type

search using the Account Holder in the Account Holder Name or Surname field, enter the
Name or Surname name.

search using the Account BSB > in the Account BSB field enter the BSB,

and Account Number > in the Account Number field, enter the account

number.

Account Holder Details

Please enter details to search for the Account Holder

Account Holder Reference \ Please Select Item v ||

Account Holder Type \ V\ \ Please Select Item V\

Account Holder Name ‘

Account Holder Surname

Account BSB Account Number ‘

3 Click Search. The Account Holder Details or Account Details page updates to display a list of
search results.
4 > To view specific Virtual Account details in the Account Holder Enquiry search results, click the

chosen Account Holder Reference.

Account Holder Details

Please enter details to search for the Account Holder

Status [Active v

Account Holder Reference [Please Select Trem | |

Account Holder Type v| [Please Select Item v

Account Holder Name

Account Holder Surname |

Account BSB Account Number

| Search |
(Previously Selected Account Holders)
11111100000000000095 DIVISION SUPPLIER MNG T1
11111100000000000096 DIVISION SUPPLIER MNG T2

To go back to the Account Holder Details page and start a new search, click Locate.

Account Holder Details

[~ Previous | [ et |
Accounts Account Holder Details Related Allocation Rule
Account Holder Reference | Bank Balance 118
Account Holder Name [ Ledger Balance -1.18
b Lo, VIT=EE] £ 401 118

> To view specific Virtual Account details in the Account Enquiry search results, click the chosen
Account Number.

Account Details

Please enter details to search for the Account

Account Holder Reference [111111 ~|[E

Account Holder Name ]
Account Holder Surname |

Account BSB Account Number

Account Number # Account Description Account Holder Reference Account Holder Name
CMMD13002888111111 Natural 111111888111111N0DOL
VIRI12733 F Control 111111888111111N000L

To go back to the Account Details page and start a new search, click Locate.
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Account Details

Account Holder Details

Account Holder Reference |

Account Holder Name |

Account Details

When searching, use the asterisk * as a wildcard character to complete a broad search, e.g.
*Tier 1* will search for any Account Holder Reference or Name containing ‘Tier 1’ while an
asterisk on its own will search and display all records.

DASHBOARD

Cashactive VAM dashboard consists of 2 sections — KPIs and Summary Charts.

Account Holder Queues 43
KPIs are non-interactive activity
Bulk Autharise . . - .
indicators providing you with an
overview of outstanding tasks.
Exceptions Ower 5 Days @

Account Holder Queues

rAccount Helds

Summary Charts are interactive
indicators providing you with an
overview of your virtual account
balances, authorisation queues and
cash flow projections.

You can select which KPIs and Summary Charts and in which order are visible to you in the Dashboard.

KPIs

KPI

Account Holder Queues

All Authorise

All Release

Single Authorise

Single Release

ANZ Cashactive VAM Getting Started Guide

Description

The overall number of account opening/maintenance requests awaiting
authorisation (in the Accounts - Authorise queue) in your company’s
site

The overall number of transactions awaiting authorisation in your
company’s site

The overall number of transactions awaiting release in your company’s
site

The number of single transactions awaiting authorisation (in the
Transactions - New Transaction - View/Authorise queue) in your
company’s site

The number of single transactions awaiting release (in the Transactions
- New Transaction - Release queue) in your company’s site

15



Bulk Authorise The number of bulk transactions awaiting authorisation (in the
Transactions — Batch Import - View/Authorise queue) in your company’s
site

Bulk Release The number of bulk transactions awaiting release (in the Transactions
- Batch Import - Release queue) in your company’s site

Exceptions Over 5 Days The number of unallocated transactions in the Transactions - Allocations
gueue for longer than 5 days in your company'’s site

Exceptions Over 25 Days The number of unallocated transactions in the Transactions - Allocations
gueue for longer than 25 days in your company'’s site

ADD / REMOVE KPIs

To add or remove KPIs from your dashboard, select Analytics in the Menu Banner, then Dashboard
Settings.

ANZ Cashactive VAM

B Change Password (ks Joo OF

Select your chosen KPI and click the Right Arrow or the Left Arrow to move the KPI to or out of the Selected
list. KPIs in the Selected list will appear in the Dashboard.

Available Selected

Account Holder Queves

AN Autharlse

AN Release

Bulk Autharise

Bulk Relezse

Exceptions Cver 25 Days

q Exceptions Over 5 Days T
Single Authorise

Single Release

REORDER KPIs

If you wish to see your KPIs in a different order in the Dashboard, click on a KPI in the Selected list, then
click the Up Arrow or the Down Arrow to move the KPI's position in the list and its position in the Dashboard.

TURN KPIs OFF

You can turn KPIs off or on by selecting On or Off under KPIs Available.

KPIs Available

®lon _Off

SUMMARY CHARTS
Summary Chart Description

Account Holder Queues The number of 1%t Tier and 2™ Tier account opening/maintenance
requests awaiting authorisation in your company’s site.
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Accounts in Debit by
Currency (AUD)

Allocation Exceptions

Allocation Rates

Balances by Currency
(AUD)

Debit Balances by Currency
(AUD)

Transaction Queues

Batch Transaction Queues

Cash Flow Forecast

Top 10 Accounts by Balance
Change

Top 10 Accounts by
Transaction Volume

Transaction Count by Type

The number of virtual accounts in debit. Click on the data bar itself to
view the top 10 virtual accounts.

The total number of unallocated transactions awaiting allocation in the
Natural Account. Click on the data bar itself to access the Allocation
queue directly.

Transaction auto-allocation rates: automatically allocated transactions
vs. unallocated transactions (exceptions). Click on the blue gear icon in
the top right corner to adjust the timeline.

Combined balances of virtual accounts in credit. Click on the data bar
itself to view the top 10 virtual accounts.

Combined balances of virtual accounts in debit. Click on the data bar
itself to view the top 10 virtual accounts.

The number of single transactions in each transaction stage/queue. Click
on a data bar itself to access the queue screen directly.

The number of batch transactions in each transaction stage/queue. Click
on a data bar itself to access the queue screen directly.

The actual, future and forecasted cash flow based on settled
transactions, forward transactions and open items data. Click on each
item in the Legend to remove its data from the graph. Click on the blue
gear icon in the top right corner to change accounts, adjust the timeline
and the high level forecast cycle. Hover your mouse over the graph to
see the actual, future, forecast balance at a particular date.

10 virtual accounts with the most balance variation. Click on the blue
gear icon in the top right corner to adjust the timeline.

10 virtual accounts with the highest transaction volume. Click on the blue
gear icon in the top right corner to adjust the timeline.

The number of transactions by transaction type. The chart is available
for ‘today’ or ‘yesterday’ only. Click on the blue gear icon in the top right
corner to adjust the day.

ADD / REMOVE SUMMARY CHARTS

To add or remove Summary Charts, select Analytics in the Menu Banner, then Dashboard Settings.

ANZ Cashactive VAM

Select your chosen Summary Chart and click the Right Arrow or the Left Arrow to move the Summary Chart
to or out of the Selected list. Summary Charts in the Selected list will appear in the Dashboard.
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Available Selected

IR

Top 10 Accounts By Transactian Valume 1

Transa ction Queses
Transa ction Count By Type

REORDER SUMMARY CHARTS

If you wish to see your Summary Charts in a different order in the Dashboard, click on a Summary Chart
in the Selected list, then click the Up Arrow or the Down Arrow to move the Summary Chart’s position in
the list and its position in the Dashboard.

INTERACTIVE FEATURES

In the Dashboard, Bar Charts are interactive allowing you to click on their data bars to access more detail.

After you click on a data bar, the chart will show a grid and an arrow in the top right corner of the chart.

-~ Click on the grid for more detail =1

> Click on the arrow to return to the original chart

> In each bar chart, click on the individual account number to directly access its Account
Holder Details page.

id .t

CREATE A NEW USER

An Administrator (ANZ Administered User) can create new Users (Company Administered Users) to access
ANZ VAM,

There are three steps when creating a new User:

1. An Administrator creates (pre-registers) a new User. The system generates a pre-registration key
(Userkey) to be provided to the new User (refer to Pre-register a User below).

2. The new User enters the pre-registration key (Userkey) and registers (refer to Register in this
guide).
3. Another Administrator authorises the new User (refer to Authorise New User in this guide).

PRE-REGISTER A USER
To create (pre-register) a new user, please follow these steps:
Step Action

1 From the main menu, select System Maintenance > User Maintenance > Create New User

ANZ Cashactive VAM

2 The Pre-Registration page displays. Complete the information fields and click Confirm.
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Pre-Registration

Plzasz enter the Pre-Registration details

* Mandatory Field(s)

Vertical |wam A

*

Surname |
First Name | e
Middle Name(s) |

Email |

Confirm Email |

System Type | Please Select Item ¥ |

Email Address
The email address entered in pre-registration is for your reference only. ANZ VAM itself will not
send any emails to the User.

Administrators and Releasers
An Administrator is not able to create other Administrators or Releasers. When completing the

Pre-Registration details, ensure that the Administrator field is left as the default of No.

For additional Administrators or Releasers, please contact ANZ.

3 The Pre-Registration page updates to display the change summary. To complete pre-
registration, click Authorise.

4 The Pre-Registration page updates and displays a message that the User’s details have been
pre-registered successfully.

5 From the main menu, select System Maintenance > User Maintenance > Pre-Registration

Queue. Find the newly created user and note their Userkey generated by the system.

Pre-Registration Queue

Fullare| Locetion Code] [ seorh |

Full Name #

Test userl €5318 BF240 76BEE DE251 111111 VAM ANZ Subaccounts

6 Provide the Userkey to the new User.

You have successfully created a new User.

Once the User has registered themselves, an Administrator will be required to authorise the registration so
the User can use the system. For more information, refer to Authorise New User in this guide.

A Userkey expires in 60 days.

DELETE A PRE-REGISTERED USER

If a pre-registered User is no longer required, it can be deleted from the Pre-Registration Queue prior to
registration by the User. To delete a pre-registered User, please follow these steps:
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Step Action

1

From the main menu, select System Maintenance > User Maintenance > Pre-Registration
Queue
Select the User in the Delete column and click Delete.

AUTHORISE A NEW USER

Once a new User has registered their details, they must be authorised by an Administrator.

To authorise a new User, please follow these steps:

Step Action

1

From the main menu, select System Maintenance > User Maintenance > Authorise User
Registration.
The Registration Queues page displays.

To review the User registration, click the Username.
The Registered User Details page displays.

From the Transaction Group drop down list, select the appropriate Transaction Group.

From the Permission Group drop down list, select the appropriate User permissions.

Transaction Group

Transaction Group determines the types of transactions a User can
view/create/approve/release. The Transaction Group available in ANZ VAM is Cashactive Virtual
Customer User.

Permission Group

The three groups an Administrator can authorise are:

> Cashactive Virtual User - can create, edit and authorise Account Holders, Accounts,
Transactions, Automatic Allocation Rules and Templates. They cannot create other Users.

> Cashactive Virtual Input Only - can create and edit Account Holders, Accounts,
Transactions, Automatic Allocation Rules and Templates. They cannot create other Users or
authorise other User actions.

> Cashactive Virtual View Only - can view information and reports on a limited selection
of screens.

For more user and permission group information, refer to Register in this guide.

Click Confirm.
The Registered User Details page updates to display the user details.

To accept user registration, click Authorise.
The Registration Queues page displays.

You have successfully authorised a new User.

Once authorised the new User can log on with the logon details they entered when registering.
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INDIVIDUAL ACCOUNT HOLDER ACCESS USER (IAHA)

Introduction

The Individual Account Holder Access User Manual has been designed to help you operate the system.

Functionality overview:

Lock a browser user down to only have access to 1 account holder and its accounts.

Lock a browser user down to only have access to 1 account holder and its accounts and all the
account holders that are child objects and all their accounts.

Lock down out going payments to a specific predefined account.

Existing permission groups will still work with browser user’s using IAHA but will be applicable to
the accounts and account holders they have access to.

Existing transaction groups will still work with browser user’s using IAHA but will be applicable to
the accounts and account holders they have access to.

Existing browser reports will work as normal but will only return the accounts and account
holders the user has access to.

Enabling IAHA on a browser user

There are 2 ways to enable IAHA to a browser user.

When authorising a new browser user’s registration.

Via the user edit menu in the browser

To enable IAHA during the authorisation of a new user’s registration follow the below steps.

Step
1

2
3
4
5

Action

Create a browser user as normal.

Register the user as normal.

Navigate to the 'System Maintenance' -> 'Authorise User Registration'
Select the browser user you wish to authorise.

Select the user’s transaction and permission group as normal.

Click locate button in the Account holder section then search for the account holder you wish to
assign to the user.
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Step Action

Registered User Details

Please authorise the Registered User details

Vertical

ANZ Cashactive VAM

Personal Details

Username

jsmithe

Title

Mr

Surname

=mith

First Name

jon

Middle Name(s)

Administrator

No

Telephone at Work [0455853582
Email at Work |j: il.com
Company Details
Company Location Code |111111
Company Name |Fake company
Company Address 1 [123 fake strest
Company Address 2 [Melb
Company Address 3
Company Address 4
Postcode | 2000
Location of Business [AUSTRALIA
Location of Incorporation | AUSTRALIA

System Details

Transaction Group

Salected Transaction Group [Cashactive Virtual Customer User ]

Permission Group

Selected Permission Group [Cashactive Virtual User Releass Adm ]

Account Holder

Account Holder Reference |

Locate

7 Now click Authorise to complete the user set up.

To enable IAHA via a browser user edit follow the below steps.

Step Action

1 Navigate to the 'System Maintenance' -> 'User Maintenance'.

2 Select the browser user you wish to edit.

3 Enter a description of change as normal.

4 Click locate button in the Account holder section then search for the account holder you wish to
assign to the user.

5 Now click Authorise to pass the change to the authorisation queue.

6 Have a different user authorise the change as normal.

ANZ Cashactive VAM Getting Started Guide
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Step Action

Edit User

Fleass edit the User details

* Mandatory Field(s)

Vertical
ANZ Cashactive VAM |

User Details

Username |MMouse:l |

Full Name {JMickey Mouse §
Email |MM@-ernail.com |*
Description of Change |m:|ding AH for IAHA |*

active [ia]
User Revoked [l ]

Alternate Password Lock
Locked

System Administrator

Please select at least one Location Code for this User * *

Location Codes

Salect ALL Location Codes | Deselect ALl Location Codes

O oooooo 111111 [0 222222 [ 233323
O 444444 [Dag0253

System Details

System Type |N\IZ Subaccounts |

Transaction Group
Transaction Group | Cashactive Virtual Customer User v |

Parmission Group

Permission Group [ Cashactive Virtual User Relzase Adm v |

Account Holder Reference [11111100000098500052 I  ocate | Clear |

Return Te User Maintenance Edit Registration Details

1

Delete [ Confirm _|
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EDIT, DELETE OR REVOKE AN EXISTING USER

An Administrator can edit, delete or revoke existing ANZ VAM Users.

EDIT USER REGISTRATION DETAILS
To edit an existing User’s registration details, please follow these steps:

Step Action

1 From the main menu, select System Maintenance > User Maintenance.
The User Maintenance page displays.
2 To view User details, click the Username. The Edit User page displays.

Click Edit Registration Details.

Edit User

Please adit the User datails

“ Mandatory Field(s)

Vertical
Vertical [VaM
User Details
Username [VAuthorisel
Full Name [Vidual Autherisel [~
Email [email @ wark-com i
Description of Change | ™

. sets__________________________________________________|
Active |Yes

User Revoked [No

Alternate Password Lock [No
Locked [Mo
System Administrator |Yes

Please select at least one Location Code for this User @ ©

Select ALL Location Codes || Deselect ALL Location Codes

Cloooaon Fli11111 B 222222 1333333

System Details.

System Type [ANZ Subaceaunts - Adminislratar

Transaction Group

Transaction Group [Cashactive Virtual Customer Usar|~|*

Parmission Group

Permission Group [Cashachve Virloal User o™

Retur o User Maintsnsnce it Registrtion petas [ evore | [ connen_|

3 The User Maintenance page displays. Update fields as required. Click Confirm.

User Maintenance

Please edit the User Registration Details

Personal Details

Title [Mrs ™ *

Surname [authorisel

First Name [virtual
Middle Name(s) |
Telephone at Work ‘0123456759 e

Company Details

*

Company Name [ANZ Bank

Company Address 1 |

Company Address 2 |

Company Address 3
Company Address 4
Postcode [3000 *
Location of Business [AUSTRALIA [v]*
Location of Incorporation [AUSTRALIA [~

4 The User Maintenance page updates to display the changes. To confirm the changes, click
Authorise.
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You have successfully edited User Registration details.

EDIT USER PERMISSIONS
To edit an existing User’s permissions, please follow these steps:

Step Action

1 From the main menu, select System Maintenance > User Maintenance.

The User Maintenance page displays.
2 To edit User details, click the Username you wish to edit.

The Edit User page displays.
3 In the Description of Change field, enter what is being updated.

Edit User
Flease adil the User gatails
* Mandatory Field(s)

vertical [VaM

Username [VAuthaerisel
Full Narme [Virluzl Authorisel ™

Email [email@werk cam W
Description of Change | ®

Active |Yes

User Revoked Mo

Alternate Password Lock Mo
Locked |Mo

System Administrator |Fes

Please select at least one Location Code for this User &

Location Codes

Select ALL Location Codes | Deselect ALL Location Codes

[ooaaoo Mli11111 B 222232 1333333

System Details.

Syatem Type |ANZ Subaceaunls - Administratar

Transaction Group

Transaction Group [Cashactive Virtual Customer User| v |

Permission Group

Permission Group [Cashactive virlual User [a]*

[can negistration vetats [N *evore [N oo=- |

4 Update Permission Group by selecting a permission from the drop down box.
Click Confirm.

Permission Group

The three available groups are:

> Cashactive Virtual User - can create, edit and authorise Account Holders, Accounts,
Transactions, Automatic Allocation Rules and Templates. They cannot create other Users.

> Cashactive Virtual Input Only - can create and edit Account Holders, Accounts,
Transactions, Automatic Allocation Rules and Templates. They cannot create other Users or
authorise other User actions.

> Cashactive Virtual View Only - can view information and reports on a limited selection
of screens.

For other user and permission group information, refer to Register in this guide.
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5 The Edit User page updates to display the changes. Click Pass for Authorisation.
The User Maintenance page displays with confirmation that the edits are awaiting authorisation.

You have successfully edited User permission details.

Changes must be authorised before they are implemented. To authorise, refer to Authorise Existing User
Changes in this guide.

DELETE USER
Deleting a User will permanently delete the User record. To delete a User, please follow these steps:

Step Action

1 From the main menu, select System Maintenance > User Maintenance.
The User Maintenance page displays.
2 To delete a User, click the Username you wish to delete. The Edit User page displays.
3 In the Description of Change field, enter a description. Click Delete.
Edit User
Flease edit the User datails
* Mandatory Field(s)

Vertical [VAM

Usernatme [VAuthorisel
Full Name [Jirual Autherisel "

Email [email@wark-com -
Description of Change | =

Active |fes

User Revoked Mo

Alternate Password Lock [Mo
Locked |Fo
System Administrator |Yes

Please salect at least one Location Code for this User ©  ©

Location Codes

Salect ALL Location Codea | Dedslact ALL Location Codes

[oaaaan M1 M 222222 1333333

System Details.

System Type |ANZ Subaceaunts - Administratar

Transsckion Group

Transaction Group [Cashactive Virlual Customer User|~ |

ParmiSsion Group

Permission Group [Cashactive virtual User [ 1%
| mewoke | | _confirm |
4 The Edit User page updates to display a confirmation message. Click Yes.

The User Maintenance page displays.

You have successfully initiated User deletion.

Deletion must be authorised for the User to be deleted. To authorise, refer to Authorise Existing User
Changes in this guide.

Deleting a User will permanently delete the User record. Deleted Users cannot be reinstated. If
you wish to reinstate a User, the User will need to be created as a new User.
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REVOKE OR RE-ACTIVATE USER

An administrator can temporarily revoke User access. Revoking User access will prevent the User from
logging in but it will not delete their record. To revoke a User, please follow these steps:

Step Action
1 From the main menu, select System Maintenance > User Maintenance.
The User Maintenance page displays.
2 To revoke a User, click the Username you wish to revoke. The Edit User page displays.
3 In the Description of Change field, enter a description. Click Revoke.
Edit User
FPleage adil the Usar gatajls
“ Mandatory Field(s)

Wertical [Vam

Username [VAutharisel
Full Name [Virluzl Authorisel ™

Email [email@wark com B

Description of Change | *

Active [Yes

User Revoked Mo

Alternate Password Lock Mo
Locked Mo

Sysatem Administrator |Yes

Please select at least one Location Code for this User &

Location Codes

Select ALL Location Codes | Deselect ALL Location Codes

Ooaaaan 111111 222322 333333

System Details.

System Type [ANZ Subaccounls - Administrator

Transaction Group

Transaction Group [Cashactive Virlual Customer User| v |

Permission Group

Permission Group [Cashactive Virtual User [
Delete
4 The Edit User page updates to display a confirmation message. Click Yes.

The User Queues page displays.

You have successfully revoked User access.

Note: To check if a User has been revoked, navigate to the User Maintenance page. If the User is
revoked, the Active Status will be No.

To reactivate a User, please follow these steps:
Step Action

1 From the main menu, select System Maintenance > User Maintenance.

The User Maintenance page displays.
2 To reactivate a User, click the Username you wish to reactivate. The Edit User page displays.
3 In the Description of Change field, enter a description. Click Activate.

You have successfully re-activated User access.
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REMOVE DECLINED CHANGES

If your changes to a User are declined by another Administrator, you must remove the changes from the
User Queue. To remove the changes, please follow these steps:

Step Action
1 From the main menu, select System Maintenance > Users > Authorise.
The User Queues page displays.
2 Click the Input Queue tab. The User Queues page updates to display the Input Queue.
3 Select the User from the Delete column. The User Queues page updates to display a
confirmation message.
Click Yes.

The changes are removed from the user and the queue.

AUTHORISE USER CHANGES

Any changes to a User must be authorised by a different Administrator from the one who initiated the
change, i.e. you cannot authorise your own changes.

AUTHORISE USER PERMISSION CHANGES

To authorise User changes, please follow these steps:

Step Action

1 From the main menu, select System Maintenance > Authorise User Maintenance.
The User Queues page displays.

2 Select Release Queue and click the Username. The Edited User Details page displays.

To indicate a field has been updated, the field is flagged with a hash ‘#’. Hovering the cursor over
the *#’ will display the previous value.

> To authorise the changes, click Release.
> To decline the changes, click Decline.

The User Queues page displays.

You have successfully authorised User Permission changes.

AUTHORISE USER DELETION
To authorise User deletion, please follow these steps:

Step Action

1 From the main menu, select System Maintenance > Authorise User Maintenance.
The User Queues page displays.

Select Release Queue and click the Username. The Deleted User Details page displays.

> To authorise the deletion, click Release.
> To decline the deletion, click Decline.

The User Queues page displays.

You have successfully authorised User deletion.
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VIRTUAL ACCOUNT

CREATE (MANUALLY)

This section describes the steps to manually create a single new Tier 1 or Tier 2 Virtual Account.

Create Tier 1 Virtual Account

To create a new Tier 1 Virtual Account, follow the steps below:

Step Action

1

From the main menu, select Accounts > Account Holder Enquiry > New.

AND ANZ Cashactive VAM

H Accounts Transactions Reports Analytics

Account Holder Enquiry Account Enquiry

= Edit

The New Account Holder page displays.

New Account Holder

Please select an Account Holder Type and Account Group

* Mandatory Field(s)

Select Account Holder Type and Account Group

Account Holder Type [Please Select ltem [ *
Account Group [Please Select ltem *

From the Account Holder Type list, select 1st Tier Account Holder.

The remainder of the New Account Holder page displays.

New Account Holder

Please enter the Account Holder details

* Mandatory Field(s)

Account Holder Type and Account Group
Account Holder Type [1st Tier Account Holder [~]*

Account Group | i [~]*
Account Holder Details
Account Holder Reference |222222 | i
Account Holder Name | *

Account Holder Surname |

Telephone
Fax
Other L]
Date of Birth (dd/mm/yyyy)
Country [AUSTRALIA [a]*
Tax File Number
Non-Resident o |v[*
Australian Business Number ’—

Email |

Primary Account Details

Currency Type [Australian Dollar T

Pavee |

Complete the fields as described in the following table:

Field Description
Account Holder Enter your preferred Account Holder Reference.
Reference

The full Account Holder Reference consists of the Account Group
number (Location code) which is already pre-filled (e.g. 222222)

ANZ Cashactive VAM Getting Started Guide
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Account Holder Name

Account Holder
Surname
Telephone

Fax

Other
Date of Birth
Country

Tax File Number
Non-Resident
Australian Business

Number
Email

Currency Type

Payee
Primary Account BSB

Primary Account
Number
Credit Limit 1

Credit Limit 2
Account Template
Status

Notes
Address
City
State
Postcode
Address
City
State
Postcode

and your nominated reference. Account Group number is issued
by ANZ during registration and is used as a Cashactive site
identifier only. Reference is created by you and is unique to this
Virtual Account.

Your created reference can consist of up to 14 alpha/numeric
characters. Once the account is created, the Account Holder
Reference cannot be edited.

Enter your preferred account holder name. Once created, the
Account Holder Name can be edited. Please refer to Edit/Block in
this guide.

(optional) This field can be edited later.

(optional) This field can be edited later.

(optional) This field can be edited later.

(optional) This field can be edited later.

(optional) This field can be edited later.

Default ‘Australia’. This field can be edited later.

(optional) This field can be edited later.

Default *‘No’. This field is not active and can be edited later.

(optional) This field can be edited later.

(optional) This field can be edited later.
Default ‘Australian Dollar’. This field can be edited later.

(optional) This field is not active and can be edited later.
(optional) This field is not active and can be edited later.
(optional) This field is not active and can be edited later.

(optional) This field is not active.
(optional) This field is not active.
Default ‘Parent AUD’

From the drop down list, select ‘Active’ or ‘Inactive’, This field can
be edited later.
(optional) This field can be edited later.

Enter the street name and number. This field can be edited later.
Enter the city. This field can be edited later.

Enter the state. This field can be edited later.

Enter the postcode. This field can be edited later.

(optional) This field can be edited later.
(optional) This field can be edited later.
(optional) This field can be edited later.
(optional) This field can be edited later.

Mandatory fields are highlighted with an asterisk. If any mandatory fields are missing information, an
error message displays and the offending fields are highlighted.

5 To add Allocation Rules, click on Add Allocation Rule and refer to Allocation Rules in this
guide.
List of Allocation Rules
There are no Allocation Rules to display.
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6 If you wish to delete any of the added Allocation Rules, select the Allocation Rule by ticking the
box, then click Delete.

List of Allocation Rules
Add Allocation Rule
Allocation Rule Allocation Transaction Type |
i Wirtual Account Auto Allocation ]
YY Virtual Account Auto Allocation (|
Uy wirtual Account Auto Allocation O
Pass For Authorisation

At the top of the page, a confirmation request displays - ‘You are about to delete the selected
records. Do you want to proceed?’ Click Yes.

Once you click Pass for Authorisation, you will be able to add or delete Allocation Rules only
after the account is authorised.

7 Click Pass for Authorisation.
The New Account Holder page and a confirmation ‘The Account Holder has been added and is
awaiting authorisation’ displays.

New Account Holder

Please select an Account Holder Type and Account Group
The Account Holder has been added and is awaiting authorisation.

* Mandatory Field(s)

Select Account Holder Type and Account Group
Account Holder Type [please Select Item M

Account Group [Please Select Item [

You have successfully created a new Tier 1 Virtual Account.

The new Virtual Account will move to the Account Holder Queue for approval by another User with
permission to authorise.

Authorisation Status

You can check the status of new Virtual Accounts by checking the Account Holder Queue. For more
information on how to view the Account Holder Queue, refer to Authorise Changes in this guide.
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Create Tier 2 Virtual Account
To create a new Tier 2 Virtual Account, follow the steps below:
Step Action

1 From the main menu, select Accounts > Account Holder Enquiry > New.
The New Account Holder page displays.

New Account Holder

Please select an Account Holder Type and Account Group

* Mandatory Field(s)

Select Account Holder Type and Account Group

Account Holder Type [please Select ltem >
Account Group [Please Select Item [*

From the Account Holder Type list, select 2nd Tier Account Holder.
The remainder of the New Account Holder page displays.

New Account Holder

Please enter the Account Holder details

* Mandatory Field(s)

Account Holder Type and Account Group
Account Holder Type | 2nd Tier Account Holder v [*

Account Group | i ~*

Account Holder Details

Account Holder Reference 222222 | I*

Account Holder Name |-A-

Account Holder Surname |

Telephone

Fax
Other d
Date of Birth (dd/mm/yyyy) —I
Country [AUSTRALIA v*

Tax File Number ‘ |

Non-Resident [No w [

Australian Business Number |

Email |

Primary Account Details

Currency Type [Australian Dollar v
4 Complete the fields as described in the following table:

Field Description

Account Holder Enter your preferred Account Holder Reference.

Reference
The full Account Holder Reference consists of the Account Group
number (Location code) which is already pre-filled (e.g. 222222)
and your nominated reference. Account Group number is issued
by ANZ during registration and is used as a Cashactive site
identifier only. Reference is created by you and is unique to this
Virtual Account.

Your created reference can consist of up to 14 alpha/numeric
characters. Once the account is created, the Account Holder
Reference cannot be edited.

Account Holder Name Enter your preferred account holder name. Once created, the
Account Holder Name can be edited. Please refer to Edit/Block in
this guide.

Account Holder (optional) This field can be edited later.

Surname

Telephone (optional) This field can be edited later.

Fax (optional) This field can be edited later.

Other (optional) This field can be edited later.
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Date of Birth
Country

Tax File Number
Non-Resident

Australian Business
Number
Email

Currency Type

Payee
Primary Account BSB

Primary Account
Number
Account Template

Status

Notes
Address
City
State
Postcode
Address
City
State
Postcode

(optional) This field can be edited later.

Default ‘Australia’. This field can be edited later.

(optional) This field can be edited later.

Default *‘No’. This field is not active and can be edited later.

(optional) This field can be edited later.

(optional) This field can be edited later.

Default ‘Australian Dollar’. This field can be edited later.

(optional) This field is not active and can be edited later.
(optional) This field is not active and can be edited later.
(optional) This field is not active and can be edited later.

Default ‘AUD Virtual Only’

From the drop down list, select ‘Active’ or ‘Inactive’, This field can
be edited later.

(optional) This field can be edited later.

Enter the street name and number. This field can be edited later.
Enter the city. This field can be edited later.

Enter the state. This field can be edited later.

Enter the postcode. This field can be edited later.

(optional) This field can be edited later.
(optional) This field can be edited later.
(optional) This field can be edited later.
(optional) This field can be edited later.

Mandatory fields are highlighted with an asterisk. If any mandatory fields are missing information, an error

message displays and the offending fields are highlighted.

5 To add Allocation Rules, click on Add Allocation Rule and refer to Allocation Rules in this guide.

6 If you wish to delete any of the created Allocation Rules, select the Allocation Rule by ticking the
box, then click Delete.

At the top of the page a confirmation request displays - ‘You are about to delete the selected
records. Do you want to proceed?’ Click Yes.

Once you click Pass for Authorisation, you will be able to add or delete Allocation Rules only
after the account is authorised.

7 Click Add Relationships to link this Tier 2 account to a relevant Tier 1 account. You can add
relationships before and after adding Allocation Rules.

Before adding Allocation Rules:

List of Allocation Rules

Add Allocation Rule

There are no Allocation Rules to display.

Add Relationships Pass For Authorisation

Or after adding Allocation Rules:
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Static Reference is Case Sensitive |Please Select Item [v]

Numeric Range From
Numeric Range To
Ignore Whitespace for Matching |Please Select Item ﬂ
m Add Allocation Rule || Add Relationships

If you do not wish to add the relationship now, you will be able to add the relationship after the
account is authorised. However, it is recommended that the relationship is added when creating
the account to assure there are no account activation delays.

8 When adding relationships, the Child Account Holder Maintenance screen displays.

Child Account Holder Maintenance

* Mandatory Field(s)

Maintain Relationships
Parent Account Holder [please Select Ttem [v] [Please Select Ttem [™]*
Relationship Type |1st Tier Relationship| ¥|*

Parent Account Holder Reference * Parent Account Holder Name Relationship Type

There are no Account Holder Relationships to display.

9 Complete the fields as described in the following table:
Field Description

Parent Account Holder Please select either the Tier 1 Account Holder Reference (in the left
field) or the Tier 1 Account Holder Name (in the right field) to which
you wish to link this Tier 2 account.

Relationship Type Auto-populated as 1st Tier Relationship.

10 Click Create.

11 If you wish to delete the created relationship, select the relationship by ticking the radio button,
then click Delete.

Child Account Holder Maintenance

Maintain Relationships

Relationship Type
11111100000000000UAT UAT 1st Tier Relationship

Parent Account Holder Reference #* Parent Account Holder Name

At the top of the page a confirmation request displays - ‘You are about to delete this Relationship.
Do you want to proceed?’ Click Yes.

Once you click Pass for Authorisation, you will be able to add or delete the account Relationship
only after the account is authorised.

12 If you do not wish to delete the created relationship, click Confirm. The New Account Holder
screen displays.
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13 Click Pass for Authorisation.

The New Account Holder page and a confirmation ‘The Account Holder has been added and is
waiting authorisation’ displays.

You have successfully created a new T2 Virtual Account.

The new Virtual Account will move to the Account Holder Queue for approval by another User with
permission to authorise.

Authorisation Status

You can check the status of new Virtual Accounts by checking the Account Holder Queue. For more
information on how to view the Account Holder Queue, refer to Authorise in this document.

CREATE (VIA A FILE UPLOAD / BATCH)

This section describes the steps to create new Tier 1 or Tier 2 Virtual Accounts automatically or in bulk.
Such account creation is completed via a file import.

For file format requirements, please refer to ANZ Cashactive VAM File Format Guide.

Step Action

1 From the main menu, select Accounts > Account Holder Enquiry > Import.
The Account Holder Import page displays.

Account Holder Import

* Mandatory Field(s)

Account Group ‘Please Select Item ﬂ *
File to Upload Browse... |*
2 Click Browse to upload the account opening file. Select the account opening file and click
Upload.
3 If the file is imported successfully, File uploaded successfully message displays. If the file import

was unsuccessful, an unsuccessful file message displays.
Note: If file upload was unsuccessful, please ensure that the file is in CSV format.

4 To assure the file does not contain any Virtual Account errors, from the main menu, select
Accounts > Account Holder Enquiry > Authorise.

AR
llNﬁ ANZ Cashactive VAM

#* Accounts Transactions Reports Analytics

Account Holder Enquiry Account Enquiry
Account Holder Queues
= Edit

= Close

® Authorise

The Account Holder Queues page displays.
5 Click Failed File Queue. Failed File Queue page displays.

> If you are not able to see your imported file in the Failed File Queue, file content is correct
and does not contain any errors. The file can be authorised.
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> If you see your imported file in the Failed File Queue, the file contains errors. Click on
your imported file name. Account Holder Failed Details page displays.

Account Holder Failed Details

File Details

File Number |
Import Filename [

Status [Failed Quaue
Input By [
Input Date |

| view Errors | Delete

To view file errors, click View Errors. Account Holder Error Log displays.

Account Holder Error Log

File Name: CAV import file example.csv

1 to 4 of

Account Holder Type: Invalid Value [Input value: Sub]
Account Template: Account template does not exist or cannot be linked to input account type [Type Input: Sub
Template Input: ]

—

2 Bank Account Details: No pooled bank account details [Input value: Empty]

Account Holder Type: Invalid Value [Input value: Sub]
3 Account Template: Account template does not exist or cannot be linked to input account type [Type Input: Sub
Template Input: ]

4 Bank Account Details: No pooled bank account details [Input value: Empty]

Return to Account Holder Failed Details

For more details on file errors, refer to ANZ Cashactive VAM File Format Guide.

If you wish to re-import a corrected file, click Return to Account Holder Details, then click Re-

Import. Alternatively, to delete the imported file, click Delete.

You have successfully created new Virtual Accounts in bulk.

The new Virtual Account file will move to the Account Holder Queue for approval by another User with
permission to authorise.

Authorisation Status

You can check the status of new Virtual Accounts by checking the Account Holder Queue. To view the

Account

EDIT/ B

Holder Queue, refer to Authorise in this guide.

LOCK

This section describes the steps to edit or block / close an existing Tier 1 or Tier 2 Virtual Account Holder
or its Virtual Account.

If you wish to edit Account Holder’s - refer to the Edit Account Holder section

V V V V VYV

>

below.
Name, Surname

Telephone, Fax, Other

Date of Birth

Country, Tax File Number, Residency
Australian Business Number

Email, Currency, Notes

Address

If you wish to temporarily deactivate refer to the Edit Account Holder section
the Account Holder - below.

ANZ Cashactive VAM Getting Started Guide

36



If you wish to edit Account’s - refer to the Edit / Block Account section

> Interest Type
> Statement Frequency

below.

If you wish to temporarily block the refer to the Edit / Block Account section

Account - below.
If you wish to close the Account - refer to the Close Account section in this
guide.

Edit Account Holder

Note: Account closures need to be completed
individually for each Account.

To edit a Virtual Account Holder, follow the steps below:

Step Action

1 From the main menu, select Accounts > Account Holder Enquiry > Edit.

ANZ

Y Accounts Transactions

Account Holder Enquiry
= New
= Import

= Authorise

ANZ Cashactive VAM
Reports Analytics

Account Enquiry

Account Holder Queues

= Edit

= Close

= Authorise

The Edit Account Holder page displays.
2 Select a search option as described in the following table:

If you wish to -
search using the Account
Holder Reference

search using the Account
Holder Name

search using the Account
Holder Surname

search using the Account
BSB and Account Number

ANZ Cashactive VAM Getting Started Guide

Then -
In the Account Holder Reference field, enter the second part of
the reference number (without your Location Code).

Alternatively, enter * * ' (star symbol) to search all Account
Holders.
In the Account Holder Name field, enter the name.

Alternatively, enter ' * * (star symbol) to search all Account
Holders.
In the Account Holder Surname field, enter the surname.

Alternatively, enter ' * ' (star symbol) to search all Account
Holders.
> In the Account BSB field enter the BSB,
> in the Account Number field, enter the account
number.
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3 Click Search.

If your search found multiple results, select the Account Holder you wish to edit by clicking on its
Account Holder Reference on the list.

The Edit Account Holder page displays.

Edit Account Holder

Mease eriter the Sioouril Hoklar dutais

~ Mandatory Fieid{s)

Duscription af Changs | ol

Bcesunt Halder Deballs

Accaunt Helder Reference [T111T1001 HITESTOMTR

Bccount Halder Marss |

Privious Acceunt Haldir Nanss
Acosunt Holder Typse [End Tar Ascount Hode:

Account Holder Surnamss
Tolephone [
e [
Dtk L
Db af Birth [dd  mm v
Eountry [ALSTIALLA ]
Tax Fle Mumser [
Mon-mesident [ %"
Australian Business Mumber [
Aceaunt Group |
Emai [

Primary Account Detalis

Crirriney Typ [Ausirallon Dol T

Fayes [
Primary Account mas |
Primary Account Number [
crecmuims B
Erecdet Limaa 3 h—

N T

usthsrisation Limit [Dil=ikd M

Hddrgs (100 Qusan S T

City paltsuma
State [T -

Posteade [T000 L]

e
ity I
St |

mml—

Note: If this Account Holder has been already edited but changes have not been authorised, the
system will display ‘Account Holder has been edited and is awaiting authorisation’.

To indicate a field has been updated, the field is flagged with ‘#’. Hovering the cursor over the *#’
will display its previous value.

4 In the Description of Change field, enter a quick description of the change you wish to make.
This description will allow the authorising user to identify the change.

5 Update the following fields where required. Editable fields are marked in yellow. If you wish to
update a field that is not editable (e.g. Account Holder Reference, Account Holder Type or Account
Group), you will need close this account and open a new one.

For more information, refer to Close Virtual Account in this document.
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6 To cancel changes and go back, click Locate.

To save changes, click Pass for Authorisation. The Edit Account Holder page and a confirmation
‘The Account Holder has been edited and is awaiting authorisation’ displays.

Note: Once passed for authorisation, you will not be able to withdraw your account holder edit
request. If you do not wish for the account holder to be edited anymore, the changes will need to
be rejected by an authorising user in the Account Holder authorisation queue. For more
information, refer to Authorise Changes in this document.

You have successfully edited a Virtual Account Holder. The edited Virtual Account Holder will move to the
Account Holder Queue for authorisation.

Edit / Block Account
To edit or block a Virtual Account, follow the steps below:

Step Action

1 From the main menu, select Accounts > Account Enquiry > Edit.
The Edit Account page displays.
2 Select a search option as described in the following table:
If you wish to - Then -
search using the Account In the Account Holder Reference field, enter the second part of
Holder Reference the reference number (without your Location Code).

Alternatively, enter * * * (star symbol) to search all Accounts.

search using the Account In the Account Holder Name field, enter the name.
Holder Name

Alternatively, enter * * ' (star symbol) to search all Accounts.

search using the Account In the Account Holder Surname field, enter the surname.
Holder Surname

Alternatively, enter * * * (star symbol) to search all Accounts.

search using the Account > In the Account BSB field enter the BSB.
BSB and Account Number > In the Account Number field, enter the account
number.
3 Click Search.

If your search found multiple results, select the Account you wish to edit by clicking on its Account
Number on the list.

The Edit Account page displays.

39



Edit Account

Please edit the Account details

* Mandatory Field(s)

Description of Change| i"

Account Holder Details

Account Holder Reference |

Account Holder Name |

Account Details

Account Number |

Account Status [gpen | v]*

Currency [Australian Dollar

Account Type |Virtua|
BIC |
IBAN |

Blocked Date (dd/mm/yyyy)
Closed Date (dd/mm/yyyy)
Interest Type [AUD Nil Interest [v]*
withholding Tax [No [v]*
Statement Frequency ’m*
New Account Number |
0ld Account Number |
[_Confirm_|

Note: If this Account has been already edited but changes have not been authorised, the system
will display ‘Account has been edited and is awaiting authorisation’.

To indicate a field has been updated, the field is flagged with ‘#’. Hovering the cursor over the ‘#’
will display its previous value.

In the Description of Change field, enter a quick description of the change you wish to make.
This description will allow the authorising user to identify the change.

Update the following fields where required.
Note: Editable fields are marked in yellow.

Field
Account Holder
Reference

Account Holder Name

Account Number

Currency
Account Type
Account Level
BIC

IBAN

Account Status
Blocked Date
Closed Date
Account Description

ANZ Cashactive VAM Getting Started Guide

Description

Not editable.

If you wish to edit the Account Holder Reference, you will need to
close this account and open a new one.

If you wish to edit the Account Holder Name, refer to Edit
Account Holder in this document.

Not editable.

Account Number is an auto-generated system value and cannot
be updated/customised.

Not editable.

Not editable.
Not editable.

BIC reference for your reconciliation purposes only.
(optional)

IBAN reference for your reconciliation purposes only.
(optional)

To block this account, select ‘Blocked’.

Not editable.

Not editable.

Account description for your reconciliation purposes only.
(optional)
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Regulatory Title

Interest Type

Withholding Tax

Statement Frequency

New Account Number
Old Account Number

6 Click Confirm.

Account title for your reconciliation purposes only.

(optional)

Virtual Accounts can be set up so that ANZ VAM accrues interest
on them daily from your Virtual Interest Account and capitalises

this accrued interest either monthly, quarterly, or semi-annually.

Note: the available base rate in Australia is the official cash rate
(OCR).

If required, ANZ will configure the default Interest rate and
capitalisation cycle (Interest Type) agreed with Your Business
during solution implementation. Therefore, each time a Virtual
Account is created, it will reference the default Interest Type.

If you do not require the Virtual Account to accrue interest,
please select ‘AUD Nil Interest’.

Internal tax calculation option.

Note: ANZ does not report withholding tax on Virtual Accounts.
Account report generation frequency - daily, monthly, quarterly,
or semi-annually.

Note: report frequency does not affect interest accrual
frequency.

Not editable.

Not editable.

‘Please confirm the Account details’ displays.

7 Click Pass for Authorisation.
The Edit Account page and a confirmation ‘The Account has been edited and is awaiting

authorisation’ displays.

Note: Once passed for authorisation, you will not be able to withdraw your account edit request.
If you do not wish for the account to be edited anymore, the changes will need to be rejected by
an authorising user in the Virtual Account authorisation queue. For more information, refer to
Authorise Changes in this document.

You have successfully edited or closed a Virtual Account. The edited/blocked Virtual Account will move to
the Account Queue for authorisation.

ANZ Cashactive VAM Getting Started Guide
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ADD / CHANGE PARENT ACCOUNT

This section describes the steps required to add or change the Tier 2 account’s parent account. To add or
change the parent account, follow the steps below:

Step Action

1 From the main menu, select Accounts > Account Holder Enquiry > Edit.
The Edit Account Holder page displays.
2 Select the Tier 2 Account Holder whose parent account you wish to change by clicking on its

Account Holder Reference on the list.

The Edit Account Holder page displays.

3 In the Description of Change field, enter a quick description of the change you wish to make.
This description will allow the authorising user to identify the change.
4 Click Edit Relationships at the end of the page.

Alternative Address

Address |
City |
State |
Postcode |

m Edit Relationships Pass For Authorisation

Child Account Holder Maintenance page displays.

5 > If the Tier 2 account does not have an existing parent account, a There are no Account
Holder Relationships to display message displays.

Child Account Holder Maintenance

* Mandatory Field(s)

Maintain Relationships
Parent Account Holder [please Selsct Item v | [Please Select Item v
Relationship Type | 1st Tier Relationship ¥ [*

Parent Account Holder Reference # Parent Account Holder Name Relationship Type

There are no Account Holder Relationships to display.

“rrovious

To add, use the drop down boxes to select the required Tier 1 Account Holder Reference or
Name. Once selected, click Create.

Selected Tier 1 parent account displays.

Click Confirm to return to the Edit Account Holder page. Click Pass For Authorisation to
pass the change for authorisation by another user. For more information, refer to Authorise
Changes in this document.

You have successfully added a parent account.

> If the Tier 2 account has an existing parent account, the parent account will be already
displayed.

To change, the current relationship should be deleted and its deletion authorised by another
user. Following current relationship deletion, a new parent account relationship can be added.

Select the listed parent account and click Delete.
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Child Account Holder Maintenance

Maintain Relationships

Parent Account Holder Reference #
111111MATESTOO2ZTIERL

Parent Account Holder Name
MA TESTO02 Tierl

Relationship Type Delete

1st Tier Relationship

Delete

reviows |

Click Confirm, then Pass for Authorisation.

The Edit Account Holder page and a confirmation ‘The Account has been edited and is
awaiting authorisation’ displays. For more information, refer to Authorise Changes in this
document.

Once this change is authorised by another user, follow steps 1-5 of this process to add a new
parent account.

You have successfully changed the parent account.

Note: Once passed for authorisation, you will not be able to withdraw your parent account add /
change request. If you do not wish for the parent account to be added / changed anymore, the
changes will need to be rejected by an authorising user in the Account Holder authorisation queue.

CLOSE

Virtual Account closure is completed individually for each account and cannot be reversed.

Note: If the Virtual Account contains a positive or negative balance, the outstanding balance will be paid
externally or transferred to another Virtual Account when closing the account. Once the account closure
request is passed or authorisation, another user will be required to authorise the closure and release the
payment. If there is interest due for this Virtual Account, it will be automatically capitalised during the
closure process.

To close a Virtual Account, follow the steps below:
Step Action

1 From the main menu, select Accounts > Account Enquiry > Close.
The Close Account page displays.
2 Search and select the Virtual Account to close. The account’s Close Account page displays.

> If the account has no balance, no other actions are required. Click Pass For Authorisation.
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Close Account

Please confirm the Account details.

Description of Change [Account Closure
Account Holder Details

Account Holder Reference [

Account Holder Name ||

Account Number [VIR112233100000055
Currency [Rustralian Dollar

Account Type [Virtual

Account Level |Virtual
BIC
IBAN

Account Status [Closed
Blocked Date (dd/mm/yyyy) |
Closed Date (dd/mm/yyyy) [26/02/2020
Account Description
Regulatory Title
Interest Type [SUD Nil Interest
Withholding Tax [Ne

Statement Frequency [Monthly

New Account Number
0ld Account Number

| Locate | Pass For Authorisation

The Close Account page and a confirmation ‘The Account has been passed for authorisation’
displays. For more information, refer to Authorise Changes in this document.

> If the account has a negative balance, the transaction details page displays. The only available
Payment / Receipt Type is Receipt in order to bring the account balance to 0.00.

Close Account

Please confirm the Transaction details

* Mandatory Field(s)

Close Account Details

Account Holder Reference ‘

Account Holder Name

Account Number NIR112233100000015
BIC |

IBAN |

Currency P\UD - Australian Dollar

Amount To Be Transferred 1.18 (Includes accrued interest less any withholding tax)

Payment/Receipt Details

Payment/Receipt Type \Receipt

Transaction Type )Clnsing Deposit

Deposit Date (dd/mm/yyyy) 28/02/2020  *

Received From ‘

Currency Type P\ustralian Dollar

Amount 1.18 *

Transaction Breakdown
Closing Deposit [—1.18*

Total 1.18
Description

*

Pass For Authorisation

Update the following fields where required. Note: Editable fields are marked in yellow.
Field Description

Deposit Date The date this receipt should be made.
Received From Receipt initiator name / details
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Amount The single transaction amount to be received into the closing Virtual Account.

> If you require only one receipt, leave the auto-populated amount in the
field and proceed to the next field.

> If you require multiple receipts, adjust the Amount with the first receipt
amount and add description. Click Add Transaction to create further
receipts.

Payment/Receipt Details

Payment/Receipt Type \Receipt
Transaction Type Flnsing Deposit

Deposit Date (dd/mm/yyyy) [28/02/2020 *

Received From |

Currency Type P\ustralian Dollar

Amount [ gm0+

Transaction Breakdown
Closing Deposit 0.50 *

Total 0.50

Description

it

When the Remaining Balance field updates to 0.00, click Pass For
Authorisation to authorise the receipts and the Virtual Account
closure.

Close Account

Please confirm the Transaction details

Close Account Details

Account Holder Reference |

Account Holder Name

Account Number [VIR112233100000016
BIC |
IBAN |
Currency [AUD - Australian Dollar
Amount To Be Transferred ,7118 (Includes accrued interest less any withholding tax)
Total Value of Close Transactions ,7118
Remaining Balance ’7000

Close Transaction Details
I —

Amount
0.50 AUD
0.68 AUD

Pass For Authorisation

Closing Deposit The overall transaction amount to be received into the closing Virtual Account.
This field does not require manual adjustment and adjusts automatically
depending on the transaction amount.

Description Transaction description. This is used to provide more information to the
Authoriser.
3 Click Pass For Authorisation. The Close Account page and a confirmation ‘The Account has

been passed for authorisation’ displays. For more information, refer to Authorise Changes in
this document.

> If the account has a positive balance, the transaction details page displays. Select the Payment
/ Receipt Type in order to create a transfer and bring the account balance to 0.00.

For external transactions, select Domestic Payment or Urgent Domestic Payment.
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For internal transfers, select Internal Transfer.
Click Next.
Close Account

Please select a Payment/Receipt Type

If interest is due on this Account it will be capitalised after clicking Next.

* Mandatory Field(s)

Close Account Details

Account Holder Reference ‘

Account Holder Name

Account Number r [ —
BIC |
IBAN |
Currency LAUD - Australian Dollar
Amount To Be Transferred ’m (Includes accrued interest less any withholding tax)

Transaction Details
Payment/Receipt Type [please Select [tem T

4 If an external payment type is selected, Transaction details page displays.

Close Account

Please confirm the Transaction details

* Mandatory Field(s)

Close Account Details

Account Holder Reference |

Account Holder Name |I
Account Number [
BIC |
IBAN |
Currency |AUD - Australian Dollar
Amount To Be Transferred 1,023,340.76 (Includes accrued interest less any withholding tax)

Payment/Receipt Details

Payment/Receipt Type |Dnmestic Payment
Transaction Type |Closing Withdrawal
Payee ,71
Payee Account BSB l—'
Payee Account Number l—'
Narrative ,—'
Transaction Date(dd/mm/yyyy) [28/02/2020  *
Payment Category [Please Select Item [*
Currency Type |Australwan Dollar
Amount 102334075

Transaction Breakdown
Closing Withdrawal 1023340.76 ¥

Total 1,023,340.76

Description

*

Pass For Authorisation

Update the following fields where required. Note: Editable fields are marked in yellow.

Field Description

Payee Payee name

Payee Account BSB Payee bank account BSB number (without a hyphen)
Payee Account Number Payee bank account number

Narrative Transaction narrative to appear on payee’s statement
Transaction Date The date this transaction should be made.
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Payment Category Payment category to appear on payee’s statement. For general
external transactions, select General Credit.

Amount The single transaction amount to be paid out of the closing
Virtual Account.

> If you require only one payment, leave the auto-
populated amount in the field and proceed to the next
field.

> If you require multiple payments, adjust the Amount
with the first payment amount and add description. Click
Add Transaction to create further payments.

When the Remaining Balance field updates to 0.00, click
Pass For Authorisation to authorise the payments and
the Virtual Account closure.

Closing Withdrawal The overall transaction amount to be paid out of the closing
Virtual Account.
This field does not require manual adjustment and adjusts
automatically depending on the transaction amount.
Description Transaction description. This is used to provide more information
to the Authoriser.

Click Pass For Authorisation. The Close Account page and a confirmation ‘The Account has
been passed for authorisation’ displays. For more information, refer to Authorise Changes in
this document.

5 If an Internal Transfer type is selected, Transaction details page displays.

Update the following fields where required. Note: Editable fields are marked in yellow.

Field Description

Transaction Date The date this transfer should be made.

Amount The single transfer amount to be made from the closing Virtual
Account.

> If you require only one transfer, leave the auto-
populated amount in the field and proceed to the next
field.

> If you require multiple transfers, adjust the Amount with
the first transfer amount and add description. Click Add
Transaction to create further transfers.

When the Remaining Balance field updates to 0.00, click
Pass For Authorisation to authorise the transfers and
the Virtual Account closure.

Closing Withdrawal The overall transfer amount to be made from the closing Virtual
Account.
This field does not require manual adjustment and adjusts
automatically depending on the transfer amount.

Description Transfer description. This is used to provide more information to
the Authoriser.

Click Pass For Authorisation. The Close Account page and a confirmation ‘The Account has been
passed for authorisation’ displays. For more information, refer to Authorise Changes in this
document.

Note: Once passed for authorisation, you will not be able to withdraw your account closure request. If you
do not wish for the account to be closed anymore, the request will need to be rejected by an authorising
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user in the Virtual Account authorisation queue. If interest had been already capitalised as part of the
closure request, interest capitalisation will not be reversed.

Once passed for authorisation, ANZ VAM automatically amends the Account Status to Blocked and Interest
Type to Nil Interest. No further interest will accrue on the Account once the close request has been passed
for authorisation.

AUTHORISE

This section describes the steps to authorise new Virtual Accounts or their changes. A User other than the
initiator must authorise the changes, i.e. a user cannot authorise their own changes.

There are two authorisation types: Account Holder Authorisation and Account Authorisation.

Completed Action Authorisation Type
Created a new Virtual Account - refer to Authorise Account Holder Changes
Edited Account Holder’s - section below.

Name, Surname

Telephone, Fax

Date of Birth

Country, Tax File Number, Residency
Email

Currency

Limit

Address.

V V.V V V V V V

Deactivated Account Holder -
Edited Account’s - refer to Authorise Account Changes section
> Description below.
> Regulatory Title
> Status (Open or Blocked)
> Interest rate and capitalisation cycle (Interest
Type)
> Statement Frequency.

Closed Virtual Account -

Authorise Account Holder Changes -

Step Action

1 From the main menu, select Accounts > Account Holder Enquiry > Authorise.
The Account Holder Queues page displays.
2 Select one of the following authorisation queues:

All Records Input Queue Edited Queue Failed File Queue
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Record Queue

To view all records (declined, new and

edited records awaiting authorisation) click the All Records tab;

To view declined records, amend them and

pass for authorisation again click the Declined tab;

To view new records (e.g. new account or

. = L click the Input Queue tab;
new allocation rule) awaiting authorisation put Q

To view edited records  awaiting

lick the Edi ;
authorisation click the Edited Queue tab;

Click on the selected tab and the appropriate authorisation queue will display.

Note: You will only be able to view your own created / edited records by selecting the All Records
tab.

To view failed records (e.g. failed new

account file uploads) click Failed File Queue tab.

3 Once an authorisation queue is selected, click on the individual Account Holder Reference to
review each record.

In Input Queue, records can be filtered by:
> Manual Input (for records created manually), or
>  File Name (for records created via a file upload).

All Records Input Queue Edited Queue Failed File Queue

File Name | All vi

In Edited Queue, edited fields are marked by a # (hash) sign. Hovering the cursor over the #
the platform will display the previous value.

Edited Account Holder Details

# edited Field(s)

Description of Change ‘UAT - added notes

Account Holder Details

Account Holder Reference ‘

Account Holder Name ‘\

Previous Account Holder Name ‘

Account Holder Type ‘an Tier Account Holder

4 To authorise individual records, click on the individual Account Holder Reference and click
Authorise.

To decline individual records, click on the individual Account Holder Reference and click Decline.

Status Details

Status IInput Queue
Input By |\
Input Date [23/04/2018 15:06:46

[ Authorise | pedline

To authorise all records, click on Input Queue or Edited Queue tab and click Authorise All.
To decline all records, click on Input Queue or Edited Queue tab and click Decline All.
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2nd Tier Account Holder Account Holder Input

Once a record is authorised, the change is released immediately, and no further action is required.

Authorise Account Changes -
Step Action

1 From the main menu, select Accounts > Account Enquiry > Authorise.
The Account Queues page displays.

2 Select one of the following authorisation queues:

Edited Queue Closed Queues

Record Queue

To view all records (edited and closed

e L click the All Records tab;
accounts awaiting authorisation)

To view edited accounts awaiting

lick the Edi .
authorisation click the Edited Queue tab;

To view closed accounts awaiting

lick the CI _
authorisation click the Closed Queue tab

Note: You will only be able to view your own edited / closed accounts by selecting the All
Records tab.

3 Once an authorisation queue is selected, click on the individual Account Number to review each

record.
To authorise individual records, click on the individual Account Number and click Authorise.
To decline individual records, click on the individual Account Number and click Decline.

Status Details

Status [Input Queue

Input By |U
Input Date |23f04f2019 15:06:46

| Authorise |
To authorise all records, click Authorise All.
To decline all records, click Decline All.
2nd Tier Account Holder Account Holder Input

Once a record is authorised, the change is released immediately, and no further action is required.

Note: Once account closure is authorised, Internal Payment will transfer funds and make them
visible in the Forward tab.

External Payment will transfer funds after it is released (refer to Payments & Allocations User
Guide). Once closed, no further transactions can be completed from this account. The transactions
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ALLOCATION RULES

CREATE

will clear and appear in the Transactions tab the next business day. The Account status will
automatically change to Closed overnight.

This section describes the steps to create a new Allocation Rule.

If you wish
to create
allocation
rules
manually

one by one

in bulk

If you wish
to create

allocation
rules via a
file upload

one by one

in bulk

when opening a new
account
for an existing account

when opening a new
account

for an existing account

when opening a new
account
for an existing account

when opening a new

refer to Create (manually) section.

refer to the Edit / Delete Allocation

Rules section below.
refer to Create (via a file

upload/batch) section.

this option is unavailable.

refer to Create (via a file

upload/batch) section.

this option is unavailable.

refer to Create (via a file

account
for an existing account

upload/batch) section.

this option is unavailable.

When creating Virtual Accounts manually -

Complete the account creation steps 1-5 as per Create (Manually) in this document.

In the New Account Holder Summary page, click Add Allocation Rules.
The New Allocation Rules page displays.
Complete the fields described in the following table:

Step Action
1
2
3
Field

Allocation Transaction
Description for Debit

Allocation Transaction
Description for Credit

Bank Transaction Type

Static Reference

Static Reference is Case
Sensitive

Numeric Range From

Description

Enter description for debit transaction. It is recommended to
leave this blank.

(optional)

Enter description for credit transaction. It is recommended to
leave this blank.

(optional)

From the drop down list select the type of payment, e.g. BPay. It
is recommended to leave this blank.

(optional)

Enter a fixed text, a fixed number or alphanumeric reference that
will always match the expected transaction description.

From the drop down list, select either Yes or No.

Note: It is recommended to leave the default setting ‘No’. This will
enable matching regardless of the case used. If set to ‘Yes’, the
case of the narrative in the transaction description must match the
case of the rule for the rule to work.

For example, if the data in the Static Reference field is in capital
letters and the Case Sensitive flag is set to ‘No’, the rule will work
irrespective of the case in the transaction description. If the data
in the Static Reference field is in capital letters and the Case
Sensitive flag is set to ‘Yes’, the rule will only work if the narrative
in the transaction description is in title case.

Enter a number that the matching reference must equal or start
from.
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Numeric Range To

Ignore Whitespace for

Matching

The simpler the rule, the easier to implement, therefore it is recommended to use one

with.

Note: It is recommended to leave the default setting ‘No’.

criterion, e.g. Static Reference.

If you choose to use multiple criteria, in the received transaction description, they must
appear consecutively in the following order:

1.
2.
3.

For

ANZ VAM cannot partially match. When creating rules, the system will match against
all the provided criteria in the above order (i.e. if multiple criteria are used, they must
all appear consecutively in the noted order).

For further examples, please refer to Appendix 1.

Static Reference,
Numeric Range,
Bank Transaction Type.

example:

if the allocation rule is -
Transaction Type = TRANSFER
Static Reference = Sample
Numeric Range From = 1230
Numeric Range To = 1239
Ignore Whitespace = Yes

and the incoming transaction is -

Bank Narrative = Sample 1238 TRANSFER

the transaction will match the above rule.

3 To save, click on Add Allocation Rules.

Enter a number that the matching reference must equal or end

Use this field when you want the system to ignore spaces between
data in the Static Reference and the Numeric Range fields. From
the drop down list, select either Yes or No.

The New Allocation Rules page displays with a message indicating the Allocation Rules has been

added. Continue to add more Allocation Rules as required.
4 Once all Allocation Rules are added, click Go to Summary.

The New Account Holder page displays.

When creating a Virtual Account via a file upload -

Step Action

1 Note: Bulk allocation rule creation is available during bulk Virtual Account opening only.

From the main menu, select Accounts > Account Holder Enquiry > Import

The Account Holder Import page displays.
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Account Holder Import

* Mandatory Field(s)

Account Group |Please Select Item Eahd

File to uUpload Browse... | *

Upload

In the Account Group field, your Account Group displays. Account Group is created upon
establishing ANZ Cashactive VAM.

You can have multiple Account Groups if you require Virtual account segregation into separate
clusters. If you have access to multiple Account Groups, select the Account Group to which these
Virtual accounts should belong.

Click Browse to upload the account opening and allocation rule file. Select the account opening
and allocation rule file and click Upload.

If the file is imported successfully, File uploaded successfully message displays. If the file import
was unsuccessful, an unsuccessful file upload message displays.

Note: If file upload was unsuccessful, please ensure that the file is in CSV format.

To assure the file does not contain any Virtual Account errors, from the main menu, select
Accounts > Account Holder Enquiry > Authorise.

The Account Holder Queues page displays.

Click Failed File Queue. Failed File Queue page displays.

> If you are not able to see your imported file in the Failed File Queue, file content is correct
and does not contain any errors. The file can be authorised.

> If you see your imported file in the Failed File Queue, the file contains errors. Click on your
imported file name. Account Holder Failed Details page displays.

Account Holder Failed Details

File Number |13

Import Filename |

Status Details

Status |Failed Queue

Input By |
Input Date [02/05/2019 09:58:54

Return to Account Holders Queue Re-mport
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7 To view file errors, click View Errors. Account Holder Error Log displays.

Account Holder Error Log

File Name: CAV import file example.csv

1 to 4 of

Account Holder Type: Invalid Value [Input value: Sub]

1 Account Template: Account template does not exist or cannot be linked to input account type [Type Input: Sub
Template Input: ]

2 Bank Account Details: No pooled bank account details [Input value: Empty]
Account Holder Type: Invalid Value [Input value: Sub]

3 Account Template: Account template does not exist or cannot be linked to input account type [Type Input: Sub
Template Input: ]

4 Bank Account Details: No pooled bank account details [Input value: Empty]

For more details on file errors, refer to ANZ Cashactive VAM File Format Guide.
8 If you wish to re-import a corrected file, click Return to Account Holder Details, then click Re-

Import. Alternatively, to delete the imported file, click Delete.

You have successfully created new Virtual Accounts in bulk.

The new Virtual Account file will move to the Account Holder Queue for approval by a User with permission
to authorise.

For more information, refer to Authorise Changes in this document.

Authorisation Status

You can check the status of new Virtual Accounts by checking the Account Holder Queue.

Without a new Virtual Account -

Step Action

1 From the main menu, select Accounts > Automatic Allocation Rules
The Automatic Allocation Rules Maintenance page displays.
2 Assure that your Natural Account is selected in the Account Holder Reference Field.

The Account Number field will default to its associated Cashactive VAM Natural Account number.

3 Select New Allocation Rule.

Automatic Allocation Rules Maintenance

* Mandatory Field(s)

Account Holder Reference []* mﬂ

Account Holder Name |I

Account Number ,ﬁ*
New Allocation Rule page displays.
4 Compete the fields following the table below:
Field Description
Account Holder This field refers to the Virtual Account to which this rule will apply.
Reference Provide the required Account Holder Reference or click Locate to
select it from the list.
Allocation Transaction Defaults to Virtual Account Auto Allocation
Type
Allocation Transaction Enter description for debit transaction.
Description for Debit (Optional) It is recommended to leave this blank.
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Allocation Transaction Enter description for credit transaction.

Description for Credit (Optional) 1t is recommended to leave this blank

Bank Transaction Type From the drop down list select the type of payment, e.g. BPay.
(Optional) It is recommended to leave this blank.

Static Reference Enter a fixed text, a fixed number or alphanumeric reference that
will always match the expected transaction description.

Static Reference is Case From the drop down list, select either Yes or No.

Sensitive
Note: It is recommended to leave as the default setting *‘No’. This
will enable matching regardless of case used. If set to ‘Yes’, the
case of the narrative in the transaction description must match the
case of the rule for the rule to work.

For example, if the data in the Static Reference field is in capital
letters and the Case Sensitive flag is set to ‘No’, the rule will work
irrespective of the case in the transaction description.

If the data in the Static Reference field is in capital letters and the
Case Sensitive flag is set to ‘Yes’, the rule will only work if the
narrative in the transaction description is in title case.

Numeric Range From Enter a number that the matching reference must equal or start
from.

Numeric Range To Enter a number that the matching reference must equal or end
with.

Ignore Whitespace for Use this field when you want the system to ignore spaces between

Matching data in the Static Reference and the Numeric Range fields. From
the drop down list, select either Yes or No.

Note: It is recommended to leave as the default setting ‘No’.

Note: the simpler the rule, the easier to implement, therefore it is recommended to use one criterion, e.g.
Static Reference only.

Where multiple criteria are used, the information must appear consecutively in the following order in the
received transaction’s description:

>  Static Reference,
> Numeric Ranges,
> Bank Transaction Type.

ANZ Cashactive VAM cannot partially match. Therefore, where multiple criteria are used, all the above
items would need to match the rule in order to complete the allocation.

5 Click Confirm.
New Allocation Rule Page displays requesting to authorise the Allocation Rule details.

6 Click Previous to make changes or Authorise to confirm.

EDIT / DELETE
This section describes the steps to edit or delete Allocation Rules.
Edit Allocation Rules -

Step Action

1 From the main menu, select Accounts > Automatic Allocation Rules.
The Automatic Allocation Rules Maintenance page displays.

2 Select the Account Holder Reference of your Natural Account (account ending in ...N0OO...)
from the Account Holder Reference drop down box. The page will display all existing
allocation rules.
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Automatic Allocation Rules Maintenance

* Mandatory Field(s)

Account Holder Reference [ v+ Y] [7N

Account Holder Name ||

AccountNumber [ [v]*

New Allocation Rule

1to 12 of 12

Allocated Account Holder Name Allacation Rule Allocation Transaction Type

Its a referance (1 - 100] FT OR Virtual Account Auto Allocation
TESTI410T1 Virtual Account Aute Allocation
MITESTO0STL Virtual Account Auto Allocation

Note: If your Natural Account in not in the Account Holder Reference drop down box
or if you have multiple Natural Accounts and wish to see them in the drop down box,
click Add on the right hand side. Account Holder search page displays. Please search
and click on the required Natural Account Holder Reference to add it to the drop down
list.

If you wish to remove an account from the drop down box, select the account from
the drop down list and click Remove. A question "You are about to remove Account
Holder from the list. Do you want to proceed?’ displays. Click ‘Yes’ or ‘No’ to proceed.

3 Identify the rule you wish to edit and click on its Account Holder Reference.

Edit Allocation Rule page displays.

Edit Allocation Rule

Please edit the Allocation Rule details

* Mandatory Field(s)

Natural Account Details

Natural Account Number |

Natural Account Holder Reference |
Natural Account Holder Name |

Allocation Transaction Details *
Account Holder Reference | * m

Allocation Transaction Type [virtual Account Auto Allocation ]

Allocation Transaction Description for Debit |It5 DR

|Allocation Transaction Description for Credit |Its CR

Allocation Rule Details

Bank Transaction Type |FI' DR ﬂ
Static Reference |Its a reference
Static Reference is Case Sensitive |Yes ﬂ
Numeric Range From 1
Numeric Range To 100
Ignore Whitespace for Matching |No ﬂ
[ confirm |
4 Compete the fields following the table below:
Field Description
Account Holder Reference  This field refers to the Virtual Account to which this rule
applies.

If you wish to assign this rule to a different Virtual Account,
click Locate and select another Virtual Account.

Allocation Transaction Defaults to Virtual Account Auto Allocation
Type

Allocation Transaction Edit the description for debit transaction.
Description for Debit (Optional)

Allocation Transaction Edit the description for credit transaction.
Description for Credit (Optional)
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Allocation Rule Criteria
Bank Transaction Type From the drop down list select the type of payment, e.g. BPay.
(Optional) It is recommended to leave this blank.

Static Reference Enter a fixed text, a fixed number or alphanumeric reference
that will always match the expected transaction description.

Static Reference is Case From the drop down list, select either Yes or No.

Sensitive

Note: It is recommended to leave as the default setting ‘No’.
This will enable matching regardless of case used. If set to ‘Yes’,
the case of the narrative in the transaction description must
match the case of the rule for the rule to work.

For example, if the data in the Static Reference field is in capital
letters and the Case Sensitive flag is set to ‘No’, the rule will
work irrespective of the case in the transaction description.

If the data in the Static Reference field is in capital letters and
the Case Sensitive flag is set to ‘Yes’, the rule will only work if
the narrative in the transaction description is in title case.
(Optional)

Numeric Range From Enter a number that the matching reference must equal or
start from.
(Optional)

Numeric Range To Enter a number that the matching reference must equal or
end with.
(Optional)

Ignore Whitespace for Use this field when you want the system to ignore spaces

Matching between data in the Static Reference and the Numeric Range
fields. From the drop down list, select either Yes or No.

Note: It is recommended to leave as the default setting ‘No’.
(Optional)

Note: the simpler the rule, the easier to implement, therefore it is recommended to use one criterion, e.g.
Static Reference, only.

Where multiple criteria are used, the information must appear consecutively in the following order in the
received transaction’s description:

>  Static Reference,
> Numeric Ranges,
> Bank Transaction Type.

ANZ Cashactive VAM cannot partially match. Therefore, where multiple criteria are used, all of the above
items would need to match the rule in order to complete the allocation.

5 Click Confirm.
Edit Allocation Rule page displays requesting to authorise the Allocation Rule change.

6 Click Previous to make changes or Authorise to confirm.

Delete Allocation Rules -
Step Action
1 From the main menu, select Accounts > Automatic Allocation Rules.

The Automatic Allocation Rules Maintenance page displays.

2 Select the Account Holder Reference of your Natural Account (account ending in ...N0QO...) from
the Account Holder Reference drop down box. The page will display all existing allocation rules.
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Automatic Allocation Rules Maintenance

Mandatory Field(s)

Account Holder Reference [ Tw1* [¥T] [T

Account Holder Name [

Account Number || v

1012 of 12
Allocated Account Holder Reference * Allocated Account Holder Name Allocation Rule Allocation Transaction Type
Its & reference 1 - 100] FT DR Virtual Account Auto Allocation
TEST1410T1 Virtual Account Aute Allocation
MITESTOOSTL Virtual Account Auto Allocation

Note: If your Natural Account in not in the Account Holder Reference drop down box
or if you have multiple Natural Accounts and wish to see them in the drop down box,
click Add on the right hand side. Account Holder search page displays. Please search
and click on the required Natural Account Holder Reference to add it to the drop down
list.

If you wish to remove an account from the drop down box, select the account from the
drop down list and click Remove. A question 'You are about to remove Account Holder
from the list. Do you want to proceed?’ displays. Click ‘Yes’ to proceed.

3 Identify the rule you wish to delete and click on its Account Holder Reference.
Edit Allocation Rule page displays.

4 Click Delete.
A confirmation request ‘Are you sure you want to delete Allocation Rule?’ displays. Click Yes to
proceed.
5 Edit Allocation Rule page displays requesting to authorise the Allocation Rule deletion. Click
Authorise.
INTEREST

SET UP OR CHANGE

The default Virtual account interest rate is 'nil’. However, if you wish for all new Virtual accounts to have
a pre-set interest rate upon creation, ANZ can pre-set the Interest rate and capitalisation cycle during
VAM implementation. In such case, the pre-set Interest rate and capitalisation cycle will apply to all Virtual
accounts created by your business in the future.

If you wish to set the interest rate for each Virtual account individually or if you wish to change a
previously set Interest rate and capitalisation cycle (Interest Type), please refer to the Edit / Block
Account section in this document.

AUTOMATIC CAPITALISATION

Depending on the selected Interest capitalisation cycle, interest is capitalised automatically as follows:

> Monthly - first business day of the month;

> Quarterly - third Thursday of each quarter, except March, which is completed on the fourth
Thursday;

> Semi-Annually — second business day in March and September.

MANUAL CAPITALISATION

Interest capitalisation is an automated process within ANZ VAM and can be scheduled monthly, quarterly,
or semi-annually.

If you require to capitalise interest outside of the automatic capitalisation cycle, this can be performed
manually in the system.

Step Action

1 From the main menu, select Accounts > Account Holder Enquiry. Select the required
Account Holder.
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Account Holder Details page displays.

If the selected Account Holder is in Tier 1, click on its Virtual account number to access
virtual account transaction details.

Account Holder Details

[ oroviows | [ ocato | oxt

Accounts Account Holder Details Related Allocation Rule

Account Holder Reference [11111100000000000UAT

Account Holder Name  [UAT

1to20f2

Account Number # Account Type Account Description Bank Balance Ledger Balance Forward Balance

VIR112233100000061 Control Australian Dollar 0.00 0.00 0.00 0.00
VIR112233100000062 Virtual Australian Dollar 790.90 790.90 798.80 799.90

If the selected Account Holder is in Tier 2, virtual account transaction details are available
immediately.

Transactions Forward Statements m
1toSof 3
Settled Date ¥ Transaction Date Transaction Reference Description
24/01/2020 26/07/2019 CVADODO4GAL UAT
23/01/2020 11/04/2019 CVADODO48A1 REF3 TRANSH|
23/n1/2020 11/n4a/2010 CUANONNATAY PEE2 TR AMCE]

Select the Interest tab.
The Account Holder Details page updates to display Interest transactions.

To capitalise interest in credit, click Capitalise CR. To capitalise interest in debit, click
Capitalise DR.

Forward Statements

Capitalise CR | Capitalise DR||  print |

A confirmation request displays: You are about to capitalise debit / credit interest. This will be
calculated on the Bank Balance and will not include any forward transactions. Click Yes to
continue, No to cancel.

Click Yes to proceed.

The Transaction Details page updates to display the Interest transactions.

Interest Type ¥ Gross Credit Interest Withholding Tax Net Credit Interest Debit Interest Start End Capitalised Accrued Description

NUL 0.00 0.00 0.00 0.00 18/07/2019 25/02/2020
NUL 0.00 0.00 0.00 0.00 26/02/2020 26/02/2020
NUL 0.00 0.00 0.00 0.00 18/07/2019 25/02/2020 25/02/2020 Individual DR Capitalisation

The capitalised interest will immediately appear in the Forward tab of the Transaction Details
page. The transaction will ‘clear’ to the Transactions tab the next business day.

You have successfully capitalised interest.

To access the Interest report, select Interest tab > Print.

Forward Statements

Capitalise CR | Capitalise DR||  Print |

Interest Audit report page displays.
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TRANSACTION ALLOCATION

New debit and credit transactions which occur in Physical Account are reflected in ANZ VAM overnight.
Transactions which match your existing automatic allocation rules, will be allocated to their corresponding
Virtual Accounts. Any transactions not automatically allocated need to be manually allocated to the
appropriate Virtual Account. If unallocated, the transactions will remain in the Allocation Queue indefinitely.

When manually allocating transactions, you can allocate one or more transactions to an account. All
transactions recorded in ANZ VAM are displayed from your perspective, which is:

> Receipt (money coming in) - credit (shown as a positive amount)
> Payment (money going out to a third party) - debit (shown as a negative amount).

MANUAL ALLOCATION OPTIONS

For allocation options, please refer to the following table:

Number of Number of Process
Transactions Virtual Accounts
1 to 1 Click Transactions > click Allocations > select

Transaction > click Add to List > click Allocate
Transactions > select your Virtual Account > click Go To
T VA Summary > click Pass For Authorisation.

For detailed steps, refer to Manually Allocate to Single
Account below.

1 (split) to Many Click Transactions > click Allocations > select
Transaction > click Add to List > click Allocate
Transactions > select the 1%t Virtual Account > click
Continue > adjust Amount and Description > click Add
VA Transaction > select 2™ Virtual Account > click
Continue > adjust Amount and Description > click Add
Transaction > ... > click Pass For Authorisation.

For detailed steps, refer to Manually Allocate to Multiple
Accounts below.

VA

Note: The same transaction cannot be multiplied across
multiple Virtual Accounts. It needs to be divided into
multiple Virtual Accounts.

Many (itemised) to 1 Click Transactions > click Allocations > select
Transactions > click Add to List > click Allocate
T Transactions > select your Virtual Account > click Go To

Summary > click Pass For Authorisation.

T VA For detailed steps, refer to Manually Allocate to Single
Account below.
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Many (bulk) to 1
T
T VA
T
Many to Many
T VA
T VA
T VA

Click Transactions > click Allocations > select
Transactions > click Add to List > click Allocate
Transactions > select your Virtual Account > click
Continue > click Add Transaction > click Pass For
Authorisation.

For detailed steps, refer to Manually Allocate to Single
Account below.

Click Transactions > click Allocations > select all
Transactions you wish to allocate > click Add to List >
click Allocate Transactions > select the 1% Virtual
Account > click Continue > edit the Amount and
Description with that of the 1%t allocation > click Add
Transaction > select the 2™ Virtual Account > click
Continue > edit the Amount and Description with that of
the 2"? allocation > click Add Transaction > select the ...
Virtual Account > click Continue > edit the Amount and
Description with that of the ... allocation > click Add
Transaction > click Pass For Authorisation.

For detailed steps, refer to Manually Allocate to Multiple
Accounts below.

MANUALLY ALLOCATE TO SINGLE ACCOUNT: 1 TO 1 / MANY (ITEMISED) TO 1 / MANY (BULK) TO 1

If allocating one transaction to one Virtual Account, it will be allocated with all of its information.

If allocating multiple transactions to one Virtual Account, you can choose how the allocations will appear in
the Virtual Account - as an itemised list of all transactions or as a bulk entry.

Itemised - when allocating multiple transactions to a single account, whilst the system
allocates the transactions in bulk, the system records each transaction as a separate line
item on the account. E.g. if you allocate three transactions to an account, three
transactions will be displayed in the account transaction list.

Bulk - when allocating multiple transactions to a single account, the system allocates as
well as records all the transactions in bulk (as a single record).

To allocate transactions to a single account:

Step Action

1 From the main menu, select Transactions > Allocations. The Transactions for Allocation page
displays.

2 From the Account Holder Reference drop down list, ensure the Natural Account is selected. If not,

select the Natural Account and click Refresh. The Transactions for Allocation page updates to

display a list of unallocated transactions.

Note: Natural Account can be distinguished by its Account Holder Reference containing *N’.

E.g. 12345111222333N0001.

If the Natural Account is not on the Account Holder Reference drop down list, click Add.
Locate Account Holder page displays. Click on the Natural Account. You have now added

the account to the drop down list.

If an Account is on the Account Holder Reference drop down list but you wish to remove it
from the list, select the Account Holder and click Remove.
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If you are not able to see certain transactions in the unallocated transactions list, you may
need to:

> adjust the From Date and To Date; and/or

> ensure that the correct Account Number is selected in the Account Number field. To
check, the last nine digits of the Account Number should be the same as the nine digits
preceding the ‘N’ in the Account Holder Reference.

Transactions for Allocation

* Mandatory Field(s)

Account Holder Reference | [a]* m
Account Holder Name ‘
Account Number [ [V]*
Related Account Holder Name ‘ B v

Related Account Holder Reference ‘

Related Account Number [ [v[*
From Date (dd/mm/yyyy) ’m *
To Date (dd/mm/yyyv) [16/03/2020  *
Transactions ’m *

Selected Transactions
Number of Transactions Selected 0

Total Value of Selections 0.00

From the unallocated transactions list on the Transactions for Allocation page select one or more
transactions. Select them in the Add to List column. Click Allocate Transactions at the top of
the list.

Transactions for Allocation

* Mandatory Field(s)

Account Holder Reference [v]* mm

Account Holder Name |

Account Number ]
Related Account Holder Name [ [v]
Related Account Holder Reference [

Related Account Number ]*
From Date (ad/mm/yyyy) [03/10/2018  *

To Date(dd/mm/yywy) [16/03/2020 *
Transactions [l Transactions| | *

Selected Forward Cash Transaction Details

Number of Transactions Selected 1
Total Value of Selections 0.01

The selection criteria you have selected has returned 3 record(s) out of a possible 3 records.

1to3of 3
Bank Narrative Payer's Account  Seftled Date #  Amount Remove From List
BVT111015T01 16/10/2019 0.01 0
BVT111019T02 17/10/20139 -0.01 (o]
BVT111019B04 18/10/2019 0.0t o

The Multiple Transaction Allocation page and a message Please enter details to search for the
Account Holder for whom you wish to allocate multiple transactions displays.

Enter details of the Virtual Account to which you wish to allocate transaction(s). Click Search.
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Multiple Transaction Allocation

Please enter detzils to search for the Account Holder for whom you wish to allocate multiple transactions.

Account Holder Reference [Please Select Irem| v | |
Account Helder Name |
Account Holder Surname |

Account BSB Account Number

| Search |
5 The Multiple Transaction Allocation page updates to display a list of Virtual Accounts. To select the

Virtual Account, click on its Account Holder Reference.

The Multiple Transaction Allocation page updates to display the transaction(s) and the selected
Virtual Account.

Multiple Transaction Allocation

Plzase select a Transaction Type

Originating Account Details

Account Holder Reference |
Account Holder Name |
Account Number |

Amount to be allocated(2) 200.00

Bank Narrative
REF4 TRANSFER 26/03/2019 400.00
REF2 TRANSFER 26/03/2019 400.00

Allocation Details

Account Holder Reference |
Account Holder Name |
Currency [Australizn Dellar

* Mandatory Field(s)

Credit Transaction Type

Allocate Deposit to Virual[R|d

6 If you are allocating one transaction to singe account, click Go To Summary.

New Allocation Summary page displays.
Click Pass For Authorisation.

You have successfully allocated the transaction to single account.

7 If you are allocating many transactions (itemised or bulk) to single account, refer to the table below:

ITEMISED

If you wish for the transactions to appear as an itemised list in the Virtual Account, click Go To
Summary.

The New Allocation Summary page displays.
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New Allocation Summary

Originating Account Details

Account Holder Reference |
Account Holder Name |
Account Number |
Amount to be allocated(2) | 800,00
Allocated amount | 800.00
Remainder | 0.00
Bank Marrative Settled Date Amount
REF4 TRANSFER 28/03/2019 400.00
REF3 TRANSFER 26/03/2019 400.00

Transaction Details

Account Holder Reference Account Holder Name Amount Dalate
1111110000000000 Tier 2 400.00 @]
11111100000000030 Tier 2 400.00 (&)

Pass For Authorisation

Ensure that the correct transactions and account are selected.
Click Pass for Authorisation.

You have successfully allocated transactions (itemised) to a single account.

BULK

If you wish for the transactions to appear as a single bulk entry in the Virtual Account, click
Continue.

The Multiple Transaction Allocation page with the Please enter the Transaction Breakdown and
Comments message displays.

> To allocate the transactions as a single bulk entry, click Add Transaction.
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Multiple Transaction Allocation

Pleaze enter the Transaction Breskdown and Comments

Originating Account Details

Account Holder Reference |

Account Holder Mame [

Account Number [

Amount to be allocated(2) 800.00

Bank Narrative Settled Date Amount
REF4 TRANSFER 26/03/2019 400.00
REFS TRANSFER 26/03/2019 400.00

* Mandatory Field(s)

Allocation Details

Transaction Type [Allacate Deposit to Virtual
Account Holder Reference |111.1110I]000I]00CHJ

Account Holder Name

Tier 2

Currency [Australian Dollar

Transaction Breakdown

Amount[ smooo*
Total 800.00

Description

EF4 TRANSFER

Return to Transactions for Multi Match Add Transaction

The New Allocation Summary page displays.
Click Pass for Authorisation.

You have successfully allocated transactions as a single bulk entry in the Virtual
Account.

> Alternative to a single bulk entry, you can breakdown the bulk entry into multiple
customised entries.

e To breakdown, enter the 15t amount in the Amount field and update Description as
required.
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Multiple Transaction Allocation

Flzaze enter the Tranzaction Brezkdown and Commants

Originating Account Details

Account Holder Reference |

Account Holder Name |

Account Number I
Amount to be allocated(2) | 200.00

REF4 TRANSFER 26/03/2019 400.00
REF2 TRANSFER 26/03/2019 400.00

* Mandatory Field(s)

Allocation Details
Transaction Type [Allacate Deposit to Virtual
Account Holder Reference [1111110000000000

Account Holder Name

Tier 2

Currency [Bustralizn Dallar

Transaction Breakdown

Amount 200.00 *
Total 800.00

Description
LEF4 TRANSFER ™

Retwrn to Transactions for Multi Match Add Transaction

e Continue by clicking Add Transaction.

e The Please enter details to search for the Account Holder for whom you wish to allocate
multiple transactions screen displays. To allocate these multiple entries to a single
account, select the same Virtual Account as before.

e Multiple Transaction Allocation page displays. Click Continue.

Multiple Transaction Allocation

Please select a Transaction Type

‘Driginating Account Details

Account Holder Reference |
Account Holder Name |
Account Number |

Amount to be allocated(2) | 800.00
Allocated amount | 400.00
Remainder [ 400.00

ki i oate o

REF4 TRANSFER 26/03/2019 400.00
REFS TRANSFER . 26/02/2019 400.00

Allocation Details

Account Holder Reference |
Account Holder Name |‘
Currency |Aus|:m||'an Dallar

* Mandatory Field(s)

Credit Transaction Type [Allocate Deposit to Virtual [ v]*

|_Go To Summary |
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e Enter the 2™ amount in the Amount field and update Description as required.

e Continue by clicking Add Transaction.

e Repeat until the full amount has been broken-down.

e Once the full amount has been broken-down, the New Allocation Summary page displays.

New Allocation Summary

Originating Account Details

Account Holder Reference |
Account Holder Name |
Account Number |
Amount to be allocated(2) | £00.00
Allocated amount | £00.00
Remainder | 0.00
Bank Marrative Settled Date  Amount
REF4 TRANSFER 26/03/2019 400.00
REFS TRANSFER . 26/03/2019 400.00

Account Helder Reference Account Holder Name

1111110000000000UAT2 UAT Tier 2 300.00 [®]
1111110000000000UAT2 UAT Tier 2 500.00 O
Delete
)| Pass For Authorisation

e If you wish to review each entry, click on its destination Account Holder Reference.
e Click Pass for Authorisation.

You have successfully allocated the bulk entry as multiple customised entries.

The transaction will move to Matching Queues for approval by another User. For more information, refer
to Authorise Allocations
in this document.

Authorisation Status

You can check the status of the transaction by checking the Matching Queues.

If the receiving Virtual account has an interest rate, transactions allocated to the Virtual
account later than the transaction date, but within 60 days, will result in the system posting
an interest adjustment to the account for the unallocated period.

Transaction reference codes for transaction Allocation and Interest adjustment are:
A = Allocation

E = CR Interest Adjustment

D = DR Interest Adjustment

Back valuing functionality will not ‘back date’ transactions, i.e. ‘Transaction date’ will always
reflect the date the transaction was allocated to a Virtual account in ANZ VAM.
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MANUALLY ALLOCATE TO MULTIPLE ACCOUNTS: 1 (SPLIT) TO MANY / MANY TO MANY

If allocating one transaction to multiple Virtual Accounts, it will need to be divided across the Accounts.
The same transaction cannot be multiplied across multiple Virtual Accounts.

If allocating multiple transactions to multiple Virtual Account, you can choose how the allocations will
appear in the Accounts - as the original transactions or as multiple customised entries.

To allocate transaction(s) to multiple accounts:

Step Action

1 From the main menu, select Transactions > Allocations. The Transactions for Allocation page
displays.

2 From the Account Holder Reference drop down list, ensure the Natural Account is selected. If not,

select the Natural Account and click Refresh. The Transactions for Allocation page updates to
display a list of unallocated transactions.

Note: Natural Account can be distinguished by its Account Holder Reference containing ‘N’.
E.g. 12345111222333N0001.

If the Natural Account is not on the Account Holder Reference drop down list, click Add.
Locate Account Holder page displays. Click on the Natural Account. You have now added
the account to the drop down list.

If an Account is on the Account Holder Reference drop down list but you wish to remove it
from the list, select the Account Holder and click Remove.

If you are not able to see certain transactions in the unallocated transactions list, you may
need to:

> adjust the From Date and To Date, and/or

> ensure that the correct Account Number is selected in the Account Number field. To
check, the last nine digits of the Account Number should be the same as the nine digits
preceding the ‘N’ in the Account Holder Reference.

Transactions for Allocation

* Mandatory Field(s)

Account Holder Reference | [T m
Account Holder Name |\
Account Number [ [V]*
Related Account Holder Name | [v|
Related Account Holder Reference |
Related Account Number [ [V[*

From Date (dd/mm/vyyy) [31/08/2018 *
To Date (dd/mm/yyyy) [16/03/2020 *
Transactions lm *

Number of Transactions Selected 0

Total value of Selections 0.00
3 From the unallocated transactions list on the Transactions for Allocation page select one or more

transactions you wish to allocate. Select them in the Add to List column. Click Allocate
Transactions at the top of the list.
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Transactions for Allocation

* Mandatory Field(s)

Account Holder Reference [T_______ | |* [FF] [T
Account Holder Name |
Account Number [ [v[*
Related Account Holder Name | v
Related Account Holder Reference |
Related Account Number [ [v]*

From Date (dd/mm/yyyy) [02/10/2018 *
To Date (ad/mm/yyvy) [16/03/2020 *
Transactions [A]l Transactions| [ *
Selected Forward Cash Transaction Details

Number of Transactions Selected i

Total Value of Selections 0.01

The selaction criteria you have selected has returned 3 record(s) out of a possible 3 records.

1to3of3
Bank Narrative Payer's Account  SettledDate#  Amount Remove From List
BWT111019T01 TRANSFER TRANSFER 16/10/2019 0.01 8]
BVT111019T02 INT/RTGS 193447 17/10/2019 -0.01 (8]
BVWT111019B04 BAL ITEM 18/10/2019 -0.01 o)
4 The Multiple Transaction Allocation page and a message Please enter details to search for the

Account Holder for whom you wish to allocate multiple transactions displays.

Enter details of the Virtual Account to which you wish to allocate transaction(s). Click Search.

Multiple Transaction Allocation

Plezse enter detzils to search for the Account Holder for whom you wish to allocate multiple transactions.

Account Holder Reference [Please Select Trem 1[ I |
Account Holder Name |

Account Holder Surname |

Account BSB Account Number
Retun to Transactions for Multi Match m

5 If you are allocating 1 transaction (divided) to multiple accounts or multiple transactions to multiple
accounts, refer to the table below:

1 (SPLIT) TO MANY

The Multiple Transaction Allocation page updates to display a list of Virtual Accounts.

If you wish to divide a single transaction across multiple Virtual Accounts, select the 1%t Virtual
Account and click on its Account Holder Reference.

Multiple Transaction Allocation page displays. Click Continue.
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Multiple Transaction Allocation

Plzase select a Transaction Type

‘Originating Account Details

Account Holder Reference |1
Account Holder Nama [
Account Humber |(

Amount to be allocated(1) 400.00

Bank Narrative

REF4 TRANSFER 26/03/2019 400.00

Allocation Details

Transaction Type |A||ocane Deposit to Virtual
Account Holder Reference [1111110000000000UATZ
Account Holder Name [UAT Tier 2
Currency [Australian Dollar

* Mandatory Field(s)

Credit Transaction Type [ =TEN LS S0R e 6| v [

Multiple Transaction Allocation page and Please enter the Transaction Breakdown and Comments
message displays. To divide the transaction, enter the 1% amount in the Amount field and update
Description as required. Click Add Transaction.

Multiple Transaction Allocation

Flease enter the Transaction Breakdown and Comments

Originating Account Details

Account Holder Reference |
Account Holder Name [~
Account Number |'

Amount to be allocated(1) 400.00

Bank Narrative Settled Date Amount
REF4 TRANSFER 26/03/2015 400.00

* Mandatory Field(s)

Allocation Details
Transaction Type [Allocate Deposit to Virtual
Account Holder Reference [1111110000000000UAT2
Account Holder Name [UAT Tier 2
Currency [Australian Dallar

Transaction Breakdown
Amount 200.00 *

Total 200,00

Description [REFZ TRANSFER i
[ Provious | Return o Tranaachions for et otk

The Multiple Transaction Allocation page updates to display a list of Virtual Accounts. Select the 2™
Virtual Account and click on its Account Holder Reference.

Multiple Transaction Allocation page displays. Click Continue.
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Multiple Transaction Allocation page and Please enter the Transaction Breakdown and Comments
message displays. To divide the transaction, enter the 2" amount in the Amount field and update
Description as required. Click Add Transaction.

The Multiple Transaction Allocation page updates to display a list of Virtual Accounts. Select the ...
Virtual Account and click on its Account Holder Reference.

Multiple Transaction Allocation page displays. Click Continue.

Multiple Transaction Allocation page and Please enter the Transaction Breakdown and Comments
message displays. To divide the transaction, enter the ... amount in the Amount field and update
Description as required. Click Add Transaction.

The New Allocation Summary page displays. Click Pass for Authorisation.

You have successfully allocated the single transaction as multiple entries to multiple Virtual
Accounts.
MANY TO MANY

The Multiple Transaction Allocation page updates to display a list of Virtual Accounts.

If you wish to allocate multiple transactions to multiple accounts, select the 1% Virtual Account and
click on its Account Holder Reference.

Multiple Transaction Allocation page displays. Click Continue.

Multiple Transaction Allocation

Please select a Transaction Type

‘Driginating Account Details

Account Holder Reference |]
Account Holder Name [T
Account Number |l

Amount to be allocated(3) | 1,000.00
Bank Narrative Settled Date Amount
REFE TRANSFER.: 26/03/2019 300.00
REF3 TRANSFER 26/03/2019 300.00
REF4 TRANSFER 26/03/201% 400.00

Allocation Details

Transaction Type |A||oc.abe Deposit to Virtual
Account Holder Reference |11111.1 0000000000UATZ
Account Holder Name [UAT Tier 2
Currency |Aus|:m||'an Dallar

* Mandatory Field(s)

Credit Transaction Type [[ = o gl [ fale]l| v i

Multiple Transaction Allocation page and Please enter the Transaction Breakdown and Comments
message displays. Enter the amount of the 1% transaction you wish to allocate into the Amount
field. Paste the description of the 1% transaction into the Description field.

Note: If the amount and the description is not updated in the Amount and

Description fields, they will default to the aggregate amount (bulk) and the
description of the first transaction on the list.
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Click Add Transaction.

Multiple Transaction Allocation

Please enter the Transaction Breakdown and Comments

‘Originating Account Details

Account Holder Reference [
Account Holder Name | .
Account Number |

Amount to be allocated(3) | 1,000.00
Bank Narrative Settled Date Amount
| rers TRaNSFER 26/03/2015 300.00
REFZ TRANSFER | _ 26/03/2019 200.00
REF4 TRANSFER 26/03/2015 400.00

* Mandatory Field(s)

Allocation Details

Transaction Type [Allocate Deposit to Virtual
Account Holder Reference [1112110000000000UAT2
Account Holder Name [UAT Tier 2
Currency |Austla||'an Dollar

Transaction Breakdown

Amount[ 300007
Total | 30000

g
|

Description [REFS TRANSFER L. i

m Return to Transactions for Multi Match Add Transaction

The Multiple Transaction Allocation page updates to display a list of Virtual Accounts. Select the 2™
Virtual Account and click on its Account Holder Reference.

Multiple Transaction Allocation page displays. Click Continue.
Multiple Transaction Allocation page and Please enter the Transaction Breakdown and Comments
message displays. Enter the amount of the 2" transaction you wish to allocate into the Amount

field. Paste the description of the 2™ transaction into the Description field. Click Add Transaction.

The Multiple Transaction Allocation page updates to display a list of Virtual Accounts. Select the ...
Virtual Account and click on its Account Holder Reference.

Multiple Transaction Allocation page displays. Click Continue.

Multiple Transaction Allocation page and Please enter the Transaction Breakdown and Comments
message displays. Enter the amount of the ... transaction you wish to allocate in the Amount field.
Paste the description of the ... transaction into the Description field. Click Add Transaction.

The New Allocation Summary page displays. Click Pass for Authorisation.

You have successfully allocated multiple transactions to multiple Virtual Accounts.

The transactions will move to Matching Queues for approval by another User. For more information, refer
to Authorise Allocations in this document.

Authorisation Status

You can check the status of the transaction by checking the Matching Queues.
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If the receiving Virtual account has an interest rate, transactions allocated to the Virtual
account later than the transaction date, but within 60 days, will result in the system posting
an interest adjustment to the account for the unallocated period.

Transaction reference codes for transaction Allocation and Interest adjustment are:
A = Allocation

E = CR Interest Adjustment

D = DR Interest Adjustment

Back valuing functionality will not ‘back date’ transactions, i.e. ‘Transaction date’ will always
reflect the date the transaction was allocated to a Virtual account in ANZ VAM.

AUTHORISE ALLOCATIONS

When transactions are manually allocated to Virtual Accounts, they must be authorised. ANZ VAM
authorisation process contains two workflow options:

Standard Authorisation Simplified Authorisation*
1. Manual allocation User 1 1. Manual allocation and auto-
- User 1
authorisation
2. Allocation authorisation User 2 * Simplified authorisation also reduces external

payment initiation from 3 to 2 steps: payment
initiation, payment authorisation and release. For
more information, refer to Initiate External
Payment in this document.

If Standard Authorisation is enabled, manual allocations made by a User must be authorised
by a different User. A User cannot authorise their own allocations.

If Simplified Authorisation is enabled, manual allocations are auto-authorised and do not
require authorisation by a different user.

Authorisation method (standard or simplified) is setup during your ANZ VAM implementation. If you wish
to change your authorisation method, please contact your ANZ representative.

Note: Authorisation method is setup for your ANZ VAM site and cannot vary across users or accounts.

To authorise allocations:
Step Action

1 From the main menu, select Transactions > Allocations > View/Authorise. The Matching
Queues page displays.

2 Click the Authorise Queue tab. The Matching Queues page updates to display allocations
requiring authorisation.

Matching Queues

All Records Authorise Queue

\ccount Holder Reference
\coou Ider Name

Bank Narrative Paver's Account Settled Date *

= <
ol H

EEH
2 ;

Multi Match - Allocate Transactions

Multi Match - Allocate Transactions

<
2

Multi Match

3 > To authorise all allocations on the list at the same time, click Authorise All.
> To decline all allocations on the list at the same time, click Decline All.
> To view, authorise or decline each allocation individually, click View next to each allocation.
4 If authorising each allocation individually, after clicking View, the Allocation Summary page
displays.
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> To go back to the Matching Queues page, click Return to Matching Queues.

> To approve the allocation, click Authorise. The Matching Queues page displays. You have
successfully authorised allocations.

> To reject the allocation, click Decline. The Matching Queues page displays. You have
successfully rejected allocations.

> To view further detail, click on the recipient Account Holder Reference.

Allocation Summary

Originating Account Details

Account Holder Reference ‘
Account Holder Name ‘
Account Number “
Amount to be allocated(1) ‘ 200.00
Bank Narrative Settled Date Amount
REF7 TRANSFER 26/03/2019 200.00
Transaction Details
Account Holder Reference Account Holder Name Amount
| 11111100000000000UAT UAT 200.00
| Decine |
Return to Matching Queues

You have successfully authorised or rejected allocations.

INITIATE EXTERNAL PAYMENT (SINGLE)
ANZ VAM supports:

> Domestic (Direct Entry) Payment initiation, and
> Urgent Domestic (RTGS) Payment initiation.

While payments are initiated from your Virtual Account, they are processed from your physical bank
account. Therefore, payments received by your payee will contain your physical account information.

For transaction type summary, please refer to Appendix 2.

PAYMENT CUT-OFF TIMES (AUSTRALIA)
Payment Type Cut-Off Time Delivery Time
Domestic Payment (Direct Entry) 5:30 PM Same day delivery

Urgent Domestic Payment (RTGS) 3:30 PM Same day delivery

DOMESTIC (DIRECT ENTRY) PAYMENT

A Domestic Payment is known as a Direct Entry payment. Once created, it must be authorised and
released by a different User (Authoriser) and/or Administrator (Payment Releaser).

To initiate a domestic payment:
Step Action

1 From the main menu, select Transactions > New Transaction. The New Transaction page
displays.
2 Enter details of the Virtual Account from which you wish to initiate the transaction. Click Search.
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3 The New Transaction page updates to display a list of Virtual Accounts. To select the Virtual Account,
click on its Account Holder Reference.

4 The New Transaction page and Please select a Payment/Receipt Type message displays. From
Payment/Receipt Type dropdown box select Domestic Payment. Click Next.

New Transaction

Please select a Payment/Receipt Type

* Mandatory Field(s)

Account Holder |11 11110000000000UAT2

Payment/Receipt Type [Domestic Payment (v ]*
T
5 The New Transaction page and Please enter the Transaction details message displays.

Mew Transaction

Plezze enter the Transaction details

* Mandatory Field(s)

Payment/Receipt Details

Paymaent/Recaipt Type [Domestic Payment

Transaction Type [Withdrawal
Account Holder Reference [:
Account Holdar Name ||
Payee | *
Payee Account BSB l—*
Payee Account Number ’—*
Narrative ,—U
Transaction Date (dd/mm/yyyy) ,m *

Postdate Date (dd/mim/yyyy) o
Payment Category [Plezza Selact Iram [T
Currency Type [Australian Dollar

Generate External Payment [yac e |
Amount W

Amount &
Total

Description |

| Confirm |
Complete the mandatory fields in the Payment/Receipt Details section:

Field Description
Payment/Receipt Details

Payee Enter the name of the payee.

Payee Account BSB  Enter the BSB number without a hyphen.

Payee Account Enter the Payee Account Number.

Number

Narrative Enter the text to appear on the payee statement.

Transaction Date The transaction date defaults to the current date. If required, you
can amend this date.

Postdate Date If the transaction is to be post-dated, enter the postdate date.
The postdate date must be greater than the current date.
Optional field.

Payment Category From the drop down list, select the category of payment. The
category is recorded as-additional information-for your reference
only.
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Generate External From the drop down list, select Yes
Payment
Amount Enter the payment amount

Transaction Breakdown

Amount The value in this field should equal the value in the previous
Amount field. This field will be pre-populated with the amount
entered in the previous section.

Comments
Description Enter a description. This is used to provide more information to
the Authoriser
6 Click Confirm. The New Transaction page and Please confirm the Transaction details message
displays.
7 Click Pass for Authorisation. The New Transaction page displays.

You have successfully created an external domestic payment.

The new payment will move to the Authorise Queue for approval by a User with authorise permission. For
more information, refer to Authorise External Payment in this document.

Authorisation Status

You can check the status of the payment by checking the Single Transaction Queues. For more
information on how to view the Single Transaction Queues, refer to Check External Payment Status in this
document.

URGENT DOMESTIC (RTGS) PAYMENT

An Urgent Domestic Payment is known as an RTGS (same day) payment. Once created, it must be
authorised and released by a different User (Authoriser) and/or Administrator (Payment Releaser).

To initiate an urgent domestic payment:

Step Action

1 From the main menu, select Transactions > New Transaction. The New Transaction page
displays.

2 Enter details of the Virtual Account from which you wish to initiate the transaction. Click Search.

3 The New Transaction page updates to display a list of Virtual Accounts. To select the Virtual Account,

click on its Account Holder Reference.

4 The New Transaction page and Please select a Payment/Receipt Type message displays. From
Payment/Receipt Type dropdown box select Urgent Domestic Payment. Click Next.

New Transaction

Please select a Payment/Receipt Type

* Mandatory Field(s)

Account Holder |11 11110000000000UAT2

Payment/Receipt Type [Urgent Domestic Payment[~]*

| et |
5 The New Transaction page and Please enter the Transaction details message displays.
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New Transaction

Plzzze enter the Transaction details

* Mandatory Field(s)

Payment/Receipt Type [Urgent Domestic Payment
Transaction Type |Urgent Domestic Payment

Account Holder Reference [
Account Holder Name K T
Payee || E‘

Payee AccountBSB [

Payee Account Number l—*

Payment Description |

Narrative |
Add. Narrative |
Transaction Date (dd/mm/yyyy) [20/03/2020 *

Postdate Date (dd/mm/yyyy) -

Currency Type [Australian Dallar

Generate External Payment |YE§ e |*

Amount k

Amount ™
Total

Description | *
[ o |

Complete the mandatory fields in the Payment/Receipt Details section:

Field Description

Payment/Receipt Details
Payee Enter the name of the payee.

Payee Account BSB  Enter the BSB number without a hyphen.

Payee Account Enter the Payee Account Number.

Number

Payment Enter transaction description. This field is used for information

Description purposes only and does not appear on the payee statement.
Optional field.

Narrative Enter the text to appear on the payee statement.
(Max. 18 characters)

Add. Narrative Enter additional text to appear on the payee statement.
(Max. 35 characters)

Transaction Date The transaction date defaults to the current date. If required, you
can amend this date.

Postdate Date If the transaction is to be post-dated, enter the postdate date.
The postdate date must be greater than the current date.
Optional field.

Generate External From the drop down list, select Yes.

Payment

Amount Enter the payment amount.

Transaction Breakdown

Amount The value in this field should equal the value in the previous
Amount field. This field will be pre-populated with the amount
entered in the previous section.
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Comments

Description Enter a description. This is used to provide more information to
the Authoriser

6 Click Confirm. The New Transaction page and Please confirm the Transaction details message
displays.
7 Click Pass for Authorisation. The New Transaction page displays.

You have successfully created an external urgent domestic payment.

The new payment will move to Single Transaction Queues for approval by a User with authorise permission.
For more information, refer to Authorise External Payment in this document.

Authorisation Status

You can check the status of the payment by checking the Single Transaction Queues. For more information
on how to view the Single Transaction Queues, refer to Check External Payment Status in this document.

AUTHORISE EXTERNAL PAYMENT (SINGLE)

ANZ VAM payment authorisation process contains two workflow options:

Standard Authorisation Simplified Authorisation*
1. Payment creation User 1 1. Payment creation User 1
2. Payment authorisation User 2
2. Payment release Administrator
3. Payment release Administrator — Payment processing from the -

physical account

— Payment processing from the - * Simplified authorisation also reduces manual
physical account allocation process from 2 to 1 step: manual
allocations do not require to be authorised by a
different user. For more information, refer to

Authorise Allocations in this document.

If Standard Authorisation is enabled, payments created by a User (Initiator) must be
authorised by a different User (Authoriser) and then released by an Administrator (Payment
Releaser).

If Simplified Authorisation is enabled, payments created by a User (Initiator) must be
released by an Administrator (Payment Releaser).

Authorisation method (standard or simplified) is setup during your ANZ VAM implementation. If you wish
to change your authorisation method, please contact your ANZ representative.

Note: Authorisation method is setup for your ANZ VAM site and cannot vary across users or accounts.

STANDARD AUTHORISATION

Under Standard Authorisation, when an external payment is created by a User (Initiator), it must be
authorised by a different User (Authoriser), then released by an Administrator (Payment Releaser).

To authorise an external payment:
Step Action

1 From the main menu, select Transactions > New Transaction > View/Authorise. The Single
Transaction Queues page displays.
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Single Transaction Queues

* Mandatory Field(s)

T T

All Records Declined Queue Pending Queue Authorise Queue Release Queue

Cancellation Queue Rejection Queue

1109 0f9
Transaction Number 4 i Account Holder Reference

. Payment/Receipt Type Input By
Account Holder Name Dayes/Remitter mount Input Date

A00005C
AQOO7XW
AQDOZXX

ADOOTXY

Security Code [+ I (R Y T
2 Click the Authorise Queue tab. The Single Transaction Queues page updates to display the

selected tab.

3 > If you wish to authorise or decline all transactions, click Authorise All or Decline All at the
bottom right corner of the page.

Note: the list of transactions will include all transaction types - external payments and
internal transfers or receipts.

> If you wish to review and authorise or decline each external payment individually, click the
Transaction Number.

Single Transaction Queues

* Mandatory Field(s)

[ Aadriter ] prme |

All Records Declined Queue Pending Queus Authorise Queus Release Queue

Cancellation Queue

Transaction Number # Account Holder Reference

Account Holder Name Payee/Remitter

ADD0DSC

ADDOTHW
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The Authorise Transaction page displays.

Authorise Transaction

Payment/Receipt Details

Transaction Number [A00005C

Payment/Receipt Type [Receipt

Transaction Type |
Account Holder Reference [
Account Holder Name |
Deposit Date (dd/mm/yyyy) [19/09/2019
Postdate Date (dd/mm/yyyy)
Received From |

Currency Type [Australian Dollar
Amount 0.01

Transaction Breakdown

Amount 0.01
Total 0.01

]
‘

Description |‘

Status Details

Serial [CVADDODSCR
Status [Authorise Queus

Authorisations Required |l
Authorisation Limit Exceeded [No
Authorisation Stage [1

Input By |—L,,, __

Input Date (dd/mm/yyyy) |1%/05/2015 17:42:05

Review the payment details.
> To approve, click Authorise

> To reject, click Decline.

The Single Transaction Queues page displays.

You have successfully authorised or rejected an external payment.

Once authorised, an external payment must be released.

The payment will move to Single Transaction Queues for release by an Administrator. For more information,
refer to Release Single External Payment in this document.

Authorisation Status

You can check the status of the payment by checking the Single Transaction Queues. For more information
on how to view the Single Transaction Queues, refer to Check External Payment Status in this document.

SIMPLIFIED AUTHORISATION

Under Simplified Authorisation, when an external payment is created, it must be released by an
Administrator (Payment Releaser), i.e. the payment does not require to be separately authorised.

For more information, refer to Release Single External Payment in this document.
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RELEASE SINGLE EXTERNAL PAYMENT (STANDARD AUTHORISATION / SIMPLIFIED
AUTHORISATION)

Under Standard Authorisation, when an external payment is created and authorised, it must be released
by an Administrator (Payment Releaser). Under Simplified Authorisation, when an external payment is

created, it must be released by an Administrator (Payment Releaser), i.e. the payment does not require to
be separately authorised.

To release an external payment:
Step Action

1 From the main menu, select Transactions > View/Authorise Single Transactions.

System Maintenance

" Accounts Transactions Reports

View/Authorise Single Transactions

View/Authorise Batch Transactions

Note: If you are not able to locate View/Authorise Single Transactions, you may not
have Payment Releaser access. To check, from the main menu, select System
Maintenance > User Maintenance.

If you do not have access to System Maintenance tab, please contact your Administrator.

2 The Single Transaction Queues page displays.

Single Transaction Queues

* Mandatory Field(s)

Rejection Queua

1t020f2
Payment/Receipt Type Input By
Amount Input Date

200003V

£0007x5

Security Code B neecni § pecinean |

3 Click the Release Queue tab. The Single Transaction Queues page updates to display the selected
tab.
4 > If you wish to release or decline all external payments, in the Security Code field, enter the

security code displayed on your Security Token. Click Authorise All or Decline All at the
bottom right corner of the page.

> If you wish to review and release or decline each external payment individually, click the
Transaction Number.

Single Transaction Queues

* Mandatory Field(s)

[ Addriter ] pint |

All Records Dedined Queue Pending Queue Authorise Queue Release Queus

Cancellation Queue

_ . Serial Account Holder Reference )
Transaction Number # Shatus ‘Account Holder Name Payee/Remitter

AD0DOZY

‘

The Release Transaction page displays.
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Release Transaction

Transaction Number
Fayment/Receipt Type
Transaction Type

Account Holder Reference
Accouwnt Holder Name
Payes

Payee Account BSB

Payes Account Number
Payment Description
Narrative

add. Narrative

Transaction Date [defmmyryv)
Fostdate Date (ddfmmi vy}
Currency Typs

Generate External Payment

Amaount

|A000a3yY
Urgent Damestic Payment

Withdravia

Ir
—
111111

11111111

[pmst

19/07/2019

|jvustralian Dolar

Wirtual Withdrawal D.10
Tatal 0.10

Description |be;t

Serial [Cuaomaava

Status [Releass Queus

Authorisations Reguired |1

Authaorization Limit Exceesded
Input By

Iruput Date (deyf mimgd vy |
Authorised By

Authorised Date (ddfmmfyryy )

i

¥
L9/07 /2019 10:348:20

24/01/2020 10:34:244

Review the payment details.

> In the Security Code field, enter the security code displayed on your Security Token. To

approve, click Release.
> To reject, click Decline.

The Single Transaction Queues page displays.

You have successfully released or rejected
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INITIATE EXTERNAL PAYMENT (BATCH)

ANZ VAM also supports payment initiation via a file import. Multiple (batch) payment initiation is available
via a file import only.

Payment types supported by file import:

> Domestic (Direct Entry) Payment, and
> Urgent Domestic (RTGS) Payment.

While payments are initiated from your Virtual Account, they are processed from your physical bank
account. Therefore, payments received by your payee will contain your physical account information.

For transaction type summary, please refer to Appendix 2.

PAYMENT CUT-OFF TIMES (AUSTRALIA)

Payment Type Cut-Off Time Delivery Time
Domestic Payment (Direct Entry) 5:30 PM Same day delivery
Urgent Domestic Payment (RTGS) 3:30 PM Same day delivery

PAYMENT FILE IMPORT

Single and batch payments can be created via a file import. Prepare / locate the payment file you wish to
import to ANZ VAM. For more information, refer to ANZ VAM File Format Guide section of this document.
Once created, the file import must be authorised and released by a different User (Authoriser) and/or an
Administrator (Payment Releaser).

To import a payment file:
Step Action

1 From the main menu, select Transactions > Batch Import. The Batch Import page displays.

Batch Import

* Mandatory Field(s)

Payment/Receipt Type [Please Select Item [v]*
File to Upload Browse . | *
2 From the Payment/Receipt Type drop down box, select the required payment type: Domestic

Payment or Urgent Domestic Payment.

3 Click Browse and select the file you wish to import.
4 Click Upload. The Batch Import page updates to display a message that the file has been
successfully uploaded.

Batch Import

Batch file.txt successfully uploaded.

* Mandatory Field(s)
Payment/Receipt Type [JFFEEc e Bl Kl
File to Upload Browse... | *
Upload

Note: If a file has been imported previously a warning message will display. If you wish to continue
with the import, click Yes, otherwise click No to cancel the import.

You have successfully imported a payment file.
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If the payment file does not contain any errors, it will move to the Authorise Queue in Batch Transaction
Queues for approval by a User with authorise permission. For more information, refer to Authorise External
Payment (Batch) in this document.

Authorisation Status

You can check the status of the payment file by checking the Batch Transaction Queues. For more
information on how to view the Batch Transaction Queues, refer to Check External Payment Status

(Batch) in this document.

PAYMENT FILE VALIDATION

When a payment file is imported, ANZ VAM validates the contents of each imported batch file and reads
each record within the file line by line. Validated files that do not contain any errors are processed every
10 minutes and displayed in the Authorise Queue.

If the payment file contains errors, none of the payments in the batch will move to the Authorise Queue.
The entire batch will move to the Failed Queue in Batch Transaction Queues where it displays the reason
why the batch failed. You can access the Failed Queue to delete the failed batch or re-import it once the
issue with the batch has been corrected.

To check and correct the errors, refer to ANZ VAM File Format Guide section of this document.

AUTHORISE EXTERNAL PAYMENT (BATCH)

ANZ VAM payment authorisation process contains two workflow options:

Standard Authorisation Simplified Authorisation*
1. Payment creation User 1 1. Payment creation User 1
2. Payment authorisation User 2
2. Payment release Administrator
3. Payment release Administrator — Payment processing from the =
physical account

— Payment processing from the - * Simplified authorisation also reduces manual

physical account allocation process from 2 to 1 step: manual

allocations do not require to be authorised by a
different user. For more information, refer to
Authorise Allocations in this document.

If Standard Authorisation is enabled, payments created by a User (Initiator) must be
authorised by a different User (Authoriser) and then released by an Administrator (Payment
Releaser).

If Simplified Authorisation is enabled, payments created by a User (Initiator) must be
released by an Administrator (Payment Releaser).

Authorisation method (standard or simplified) is setup during your ANZ VAM implementation. If you wish
to change your authorisation method, please contact your ANZ representative.

Note: Authorisation method is setup for your ANZ VAM site and cannot vary across users or accounts.

STANDARD AUTHORISATION

Under Standard Authorisation, when an external payment is created by a User (Initiator), it must be
authorised by a different User (Authoriser), then released by an Administrator (Payment Releaser).

To authorise an external batch payment:
Step Action

1 From the main menu select Transactions > Batch Import > View/Authorise. The Batch
Transaction Queues page displays.
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2

Click the Authorise Queue tab. The Batch Transaction Queues page updates to display the

selected tab.

Batch Transaction Queues

All Records Pending Queue Declined Queue Authorise Queue Failed Queue

Transactions in Batch

[Payment/Receipt Type
25

1to1of1

Click the Batch Number. The Batch Details page displays.

Batch Details

Therz are transactions within the batch dated today or earlier. The Value Date may be adjusted to the next business day when releasad,

Batch Number |25
Payment/Receipt Type |DDrn$tic Payment
Total Value

0.03
Number of Transactions |3
Import Filename [Batch DE VAM v2.5¢

Status |ﬁuthnrise Queue
Authorisations Required |1
Authorisation Limit Exceeded [No
Authorisation Stage |1
Input By |E
Input Date [23/10/2015 12:47:17

Status Details

Decline

Review the batch details.

> To approve the entire batch, click Authorise.
> To reject the entire batch, click Decline.

You have successfully authorised or rejected an external batch payment.

> To view each transaction separately, click View Transactions.

If you clicked View Transactions, the Batch Transaction page displays.

Batch Transactions

Batch Number: 25

Account Holder Reference

. Payment/Receipt Type Input By
Account Holder Name By Amount Input Date
000032

AC000SQ

ADO0OSR

10303

Click the Transaction Number you wish to view.

The Batch Transaction Details page displays.
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Batch Transaction Details

Payment/Receipt Details

Transaction Number |200075G

Payment/Recsipt Type |Dorne5t|'|: Payment

Transaction Type |Wi1:hdrawa|
Account Holder Reference [
Account Holder Name |
Payee [ T
Payee Account BSB [111111
Payee Account Number [D00000000
Narrative |Nana1:|'vel.
Postdate Date (dd/mm/yyyy)}
Payment Category |Genem| Cradit
Currency Type |Australian Dollar
Generate External Payment "!'957
Amount 10.00

Transaction Breakdown

Amount 10,00
Total 10.00

]
‘

Description [Comment Field

Status Details

Serial [CVADDOTAGA
Status [Authorise Queus

Return to Batch Transactions || Return to Batch Transaction Queues

To go back to the batch authorisation workflow, click on Return to Batch Transactions > Batch
Details.

Batch payments are authorised or rejected as a batch, i.e. batch payments cannot be
authorised or rejected individually.

The batch payment will move to the Release Queue in Batch Transaction Queues for release by an
Administrator. For more information, refer to Release External Batch Payment in this document.

Authorisation Status

You can check the status of the batch payment by checking the Batch Transaction Queues. For more
information on how to view the Batch Transaction Queues, refer to Check External Payment Status in
this document.

SIMPLIFIED AUTHORISATION

Under Simplified Authorisation, when an external batch payment is created, it must be released by an
Administrator (Payment Releaser), i.e. the batch payment does not require to be separately authorised.

For more information, refer to Release External Batch Payment in this document.
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RELEASE EXTERNAL BATCH PAYMENT (STANDARD AUTHORISATION / SIMPLIFIED
AUTHORISATION)

Under Standard Authorisation, when an external batch payment is created and authorised, it must be
released by an Administrator (Payment Releaser). Under Simplified Authorisation, when an external
batch payment is created, it must be released by an Administrator (Payment Releaser), i.e. the batch
payment does not require to be separately authorised.

To release an external batch payment:
Step Action

1 From the main menu, select Transactions > View/Authorise Batch Transactions.

System Maintenance

" Accounts Transactions Reports

View/Authorise Batch Transactions

Note: If you are not able to locate View/Authorise Batch Transactions, you may not
have Payment Releaser access. To check, from the main menu, select System
Maintenance > User Maintenance.

If you do not have access to System Maintenance tab, please contact your Administrator.

View/Authorise Single Transactions

2 The Batch Transaction Queues page displays. Click the Release Queue tab.
The Batch Transaction Queues page updates to display the selected tab.

Batch Transaction Queues

Total value meartBy

Click the Batch Number.

3 The Batch Details page displays.

Batch Details

There are transactions within the batch dated roday or earlier. The Walue Date may be adjusted to the next business day when released.

Batch Humber l?.ﬁ—
Payment/Recesipt Type |Durnﬁl:ic Payment

Total Value 0.03

Number of Transactions IS—

Import Filename [Batch DE VAM UAT. e

Status [Relezse Queue

Authorisations Required |1
Authorisation Limit Exceeded Mo

Input By [f

Input Date [11/10/201% 16:39:00

Authorised By |

Authorised Date |14/10/2019% 17:41:15

Security Code [ [ Decine ]

Return to Batch Transaction Queues View Transactions

Review the payment details.
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> In the Security Code field, enter the security code displayed on your Security Token. To
approve, click Release.

> To reject, click Decline.
You have successfully released or declined an external batch payment.

> To view each transaction separately, click View Transactions.
4 If you clicked View Transactions, the Batch Transaction page displays.

Batch Transactions

Batch Number: 25

freturn t Batch Transaction Queves] —Batch pemis ] addrer | pume ]

’ R i Account Holder Reference
Transaction Number * Account Holder Name

ADOOTVT

1

Click the Transaction Number you wish to view.

5 The Batch Transaction Details page displays.

Batch Transaction Details

Paymient/Receipt Details

Transaction Number (400075

Payment/Receipt Type [Domestic Payment

Transaction Type |Wiﬂ1drawa|
Account Holder Reference [T 7777
Account Holdar Name |!

Payee [T
Payee Account BSB [111111
Payee Account Number [000000000
Narrative |Nar|at|'ve].
Postdate Date (dd/mm/yyyy)
Payment Category |Gene|a| Credit
Currency Type [Australian Dollar
Generate External Payment Ir
Amount 10.00

Transaction Breakdown

Amount 10,00

Total 10.00

]
‘

Description [Comment Field

Status Details

Serial [CVACDOTHGA
Status [Authorise Queus

Return to Batch Transactions || Return to Batch Transaction Queues

To go back to the batch authorisation workflow, click on Return to Batch Transactions > Batch
Details.

Batch payments are released or declined as a batch, i.e. batch payments cannot be released
or declined individually.
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CHECK SINGLE TRANSACTION STATUS

To check the status of an external payment:
Step Action

1 From the main menu, select Transactions > New Transaction > View/Authorise. The Single
Transaction Queues page displays.

Single Transaction Queues

All Records

Account Holder Reference

Account Holdes Name

AQ0DO3Y
200003
A00D05C

ADODTWS

2 The Single Transaction Queues page displays the following queues:

Queue Description

All Records Displays all single payments and their status within the Single
Transaction Queues.

Declined Queue Displays all single payments that have been declined by an
authoriser.

Authorise Queue Displays the single payments awaiting authorisation (under
Standard Authorisation setup).

Release Queue Displays the single payments awaiting release.

Note: If you do not see any of the listed queues in the Single Transaction Queues page (e.g.
Release Queue), you may not have access to this function (e.g. function to release

authorised transactions). For user types and access information, refer to the User section of
this document.

3 Click All Records tabs. The Single Transaction Queues page updates to display all payments.

Refer to the Status column for the single payment status.

CHECK BATCH TRANSACTION STATUS

To check the status of an external batch payment:
Step Action

1 From the main menu, select Transactions > Batch Import > View/Authorise. The Batch
Transaction Queues page displays.

Batch Transaction Queues

iwdofd

2 The Batch Transaction Queues page displays the following queues:
Queue Description
All Records Displays all batches and their status within the Batch Transaction
Queues.
Declined Queue Displays imported batches that have been declined by an
authoriser. -

ANZ Cashactive VAM Getting Started Guide 89



Authorise Queue Displays imported batches awaiting authorisation (under standard
authorisation setup).
Release Queue Displays imported batches awaiting release.

Failed Queue Displays batches that failed during the batch load process due to
errors in the batch file.

Note: If you do not see any of the listed queues in the Batch Transaction Queues page (e.g.
Release Queue), you may not have access to this function (e.g. function to release authorised
transactions). For user types and access information, refer to User section of this document.

3 Click All Records tabs. The Batch Transaction Queues page updates to display all payments.

Refer to the Status column for the batch status.

TRANSFER BETWEEN VIRTUAL ACCOUNTS

You can transfer virtual funds between Virtual Accounts. When creating a transfer between Virtual
Accounts, a dedicated amount is transferred from one Virtual Account to another. The transferred funds
are virtual, i.e. there is no physical funds movement.

TRANSFER TYPES
Transfer Type Transaction Type in ANZ VAM
Virtual Account to General Account Internal Transfer
General Account to Virtual Account Internal Receipt
Virtual Account to Virtual Account Internal Transfer (to General Account) & Internal

Receipt (from General Account)

For transaction type summary, please refer to Appendix 2.

CREATE INTERNAL TRANSFER

Internal Transfer is used to move funds from Virtual Account to General Virtual Account. Once an Internal
Transfer has been created, it must be authorised by another User (Authoriser). Unlike External Payment,
Internal Transfer does not require an Administrator (Payment Releaser) to release the transaction.

To create an internal transfer:

Step Action

1 From the main menu, select Transactions > New Transaction. The New Transaction page
displays.

2 Enter details of the Virtual Account from which you wish to create the transfer. Click Search.

3 The New Transaction page updates to display a list of Virtual Accounts. To select the Virtual Account,

click on its Account Holder Reference.

4 The New Transaction page and Please select a Payment/Receipt Type message displays. From
Payment/Receipt Type dropdown box select Internal Transfer. Click Next.

New Transaction

Please select a Payment/Receipt Type

* Mandatory Field(s)

Account Holder [1111110000000000UAT2
Payment/Receipt Type |Internal Transfer L]

5 The New Transaction page and Please select a Payment/Receipt Type message displays. From
Transaction Type dropdown box assure that Transfer to General is selected. Click Next.
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6 The New Transaction page and Please enter the Transaction details message displays.

New Transaction

Please enter the Transaction details

* Mandatory Field(s)

Payment/Receipt Type [Intemal Transfer

Transaction Type [Transfer to General
Account Holder Reference |1 111110000000000UAT2
Account Holder Name [UAT Tier 2
Transaction Date (dd/mm/yyyy) 'W o

Postdate Date (dd/mm/yyyy) &

Currency Type [Australian Dollar []*
Amount tad
Transaction Breakdown
Amount o

Total [

Description [

H. o

Complete the mandatory fields in the Payment/Receipt Details section:

Field Description

Payment/Receipt Details

Transaction Date The transfer date defaults to the current date. If required, you can
amend this date.

Postdate Date If the transfer is to be post-dated, enter the postdate date. The
postdate date must be greater than the current date.
Optional field.

Amount Enter the transfer amount

Transaction Breakdown

Amount The value in this field should equal the value in the previous
Amount field. This field will be pre-populated with the amount
entered in the previous section.

Comments
Description Enter a description. This is used to provide more information to the
Authoriser
6 Click Confirm. The New Transaction page and Please confirm the Transaction details message
displays.
7 Click Pass for Authorisation. The New Transaction page displays.

You have successfully created an internal transfer.

The transfer will move to the Authorise Queue for approval by a User with authorise permission. For more
information, refer to Authorise Internal Transfer/Receipt in this document.

Authorisation Status

You can check the status of the transfer by checking the Single Transaction Queues. For more
information on how to view the Single Transaction Queues, refer to Check Single Transaction Status in this
document.
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CREATE INTERNAL RECEIPT

Internal Receipt is used to move funds from:
>  General Account to Virtual Account (receipt type - Receipt from General)
> One Virtual Account to another (receipt type — Deposit).

Receipt indicates that funds are pulled into the Virtual Account from which the receipt is created.

Once a Receipt has been created, it must be authorised by another User (Authoriser). Unlike External
Payment, Receipt does not require an Administrator (Payment Releaser) to release the transaction.

To create a receipt:
Step Action

1 From the main menu, select Transactions > New Transaction. The New Transaction page
displays.

2 Enter details of the Virtual Account from which you wish to create the transfer. Click Search.

3 The New Transaction page updates to display a list of Virtual Accounts. To select the Virtual Account,

click on its Account Holder Reference.

4 The New Transaction page and Please select a Payment/Receipt Type message displays. From
Payment/Receipt Type dropdown box select Internal Receipt. Click Next.

New Transaction

Please select a Payment/Receipt Type

* Mandatory Field(s)

Account Holder |1 111110000000000UAT2
Payment/Receipt Type |Receipt ﬂ *

5 The New Transaction page and Please select a Payment/Receipt Type message displays. From
Transaction Type dropdown box select Receipt from General or Deposit. Click Next.

6 If Receipt from General was selected, the New Transaction page and Please enter the
Transaction details message displays.

New Transaction

Please enter the Transaction details

* Mandatory Field(s)

Payment/Receipt Details

Payment/Receipt Type |Recei pt

Transaction Type [Receipt from General
Account Holder Reference [1111110000000000UAT2
Account Holder Name [UAT Tier 2
Depesit Date (dd/mm/yyyy) @: X
Postdate Date {dd/mm/yyyy) ,— L

Received From |

Currency Type [Australian Dollar B
Amount "
Transaction Breakdown
Amount d

Total

]
|

Description |

E L

Complete the mandatory fields in the Payment/Receipt Details section:
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Field Description
Payment/Receipt Details

Deposit Date The receipt date defaults to the current date. If required, you can
amend this date.

Postdate Date If the receipt is to be post-dated, enter the postdate date. The
postdate date must be greater than the current date.
(optional)

Received From Enter the name of the originator of the receipt.
(optional)

Amount Enter the receipt amount

Transaction Breakdown

Amount The value in this field should equal the value in the previous
Amount field. This field will be pre-populated with the amount
entered in the previous section.

Comments
Description Enter a description. This is used to provide more information to the
Authoriser
6 If Deposit was selected, the New Transaction page and Please enter the Transaction details

message displays.

New Transaction

Please enter the Transaction details

* Mandatory Field(s)

Payment/Receipt Type |Reneipt
Transaction Type |DEpusit
Account Holder Reference |
Account Holder Name |
Deposit Date (dd/mm/yyyy) [27/03/2020

Postdate Date (dd/ mm/yvyvy) @

Recaived From |

Currency Type |A|.|sl:ra|ian Dollar v
Amount "
Amount '7*

Total [

Description |

|
]

Complete the mandatory fields in the Payment/Receipt Details section:

Field Description

Payment/Receipt Details

Deposit Date The receipt date defaults to the current date. If required, you can
amend this date.

Postdate Date If the receipt is to be post-dated, enter the postdate date. The
postdate date must be greater than the current date.
(optional)

Received From Enter the name of the originator of the receipt.
(optional)

Amount Enter the receipt amount

Transaction Breakdown
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Amount The value in this field should equal the value in the previous
Amount field. This field will be pre-populated with the amount
entered in the previous section.

Comments
Description Enter a description. This is used to provide more information to the
Authoriser
7 Click Confirm. The New Transaction page and Please confirm the Transaction details message
displays.
8 Click Pass for Authorisation. The New Transaction page displays.

You have successfully created a receipt.

The receipt will move to the Authorise Queue for approval by a User with authorise permission. For more
information, refer to Authorise Internal Transfer/Receipt in this document.

Authorisation Status

You can check the status of the receipt by checking the Single Transaction Queues. For more information
on how to view the Single Transaction Queues, refer to Check Single Transaction Status in this document.

AUTHORISE INTERNAL TRANSFER/RECEIPT

When an internal transfer or receipt is created, it must be authorised. A User other than the initiator must
authorise the changes, i.e. you cannot authorise your own transactions.

To authorise an external payment or receipt:
Step Action

1 From the main menu, select Transactions > New Transaction > View/Authorise. The Single
Transaction Queues page displays.

Single Transaction Queues

* Mandatory Field(s)

All Records

1109 0f9

- » 7 Account Holder Reference Payment/Receipt Type Input By
Transaction Number = Amount Input Date

CVADDDOSCR
A00005C Autharise Queue

o
s o
e oo S R
o s

o s
o e
- o

., CVADDO7YIF
A0007V3 Authoriss Quaus

2 Click the Authorise Queue tab. The Single Transaction Queues page updates to display the
selected tab.
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3 > If you wish to authorise or decline all transactions, click Authorise All or Decline All at the
bottom right corner of the page.

Note: the list of transactions will include all transaction types - external payments and
internal transfers or receipts.

> If you wish to review and authorise or decline each transaction individually, click the
Transaction Number.

Single Transaction Queues

* Mandatory Field(s)

AddFilter ] print |
All Records Declined Queua Pending Queue Cancellation Queue

Account Holder Reference
Account Holder Name

Transaction Number #

CVADDODSCR

Authorise Quaue [
CVADDDTXWA

Authorise Queus

ADDDOSC

ADDDTXW

4 The Authorise Transaction page displays.

Review the transaction details.
> To approve, click Authorise

> To reject, click Decline.

The Single Transaction Queues page displays.

You have successfully authorised or rejected an internal transfer or receipt.

PROCESS REJECTED PAYMENT

External payments generated from ANZ VAM may be rejected by the bank for the following reasons:

Invalid payee BSB,

Invalid payee account number,

Invalid transaction date (when a payment is initiated on a Saturday or Sunday), or
Physical account is closed or has insufficient funds.

vV V. V V

Users who create external payments must monitor the Bank Notifications workflow in ANZ VAM for rejected
external payments.

All rejected external payments must be processed in ANZ VAM for them to be reversed into Virtual accounts.

It is recommended that payment rejections are processed daily.

Payment rejection processing includes 3 steps:

1. Identify Rejected Payments - User (Initiator)
2. Process Bank Rejections - User (Initiator)
3. Authorise Bank Rejections — User (Authoriser)

IDENTIFY REJECTED PAYMENTS:
Step Action

1 From the main menu, select Transactions > Bank Notifications. The Bank Notification page
displays. Click Open Queue.
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Bank Notifications

1to3o0f3

Transaction Number # Messaqe Date Serial Account Holder Reference Payment/Receipt Type M=
Transaction Number * Message Date

Status Account Holder Name Amount ME5520€

CVAOOD05EA
AD0DOSE 21/10/2019 Open e —

CVAO0005FA
AD0DOS5F 21/10/2019 Open _ _ _

CVAODDOS0A
A000050 24/10/2019 Open

You have successfully identified rejected payments.

PROCESS BANK REJECTIONS:
Step Action

1 From the main menu, select Transactions > Bank Notifications. The Bank Notification page
displays. Click Open Queue. Locate and click Transaction Number.

Bank Notifications

All Records Open Queue Pending Queue

Transaction Number * Message Date ;i:; W Payment/|
AD0ODSE 21/10/2019 8‘;’:20005@ Dom
AD0005F 21/10/2019 8\;220005“ T/ ch
A000050 24/10/2019 8:2200050“ Cch
2 Bank Notifications - Historical Transaction Details page displays. The reason for rejection is pre-

populated in the field provided at the bottom of the overview.

Click Process Bank Rejection.
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Bank Motifications - Historical Transaction Details

“ Mandatory Fieldis)

|

Transaction Number |A00005E

Details

Fayment/Receipt Type

Damestic Payment

Transaction Type

|Withdrawal

Account Holder Reference

Accourt Holder Mamea

Payee
Payee Account BEB
Payes Account Number

Hosrrative
Transaction Dabe (& mm/yyryd
Postdatbe Date {dd/mmdyved

R
e

Currency Type
Generate External Payment
Amaunt

[fes

|Auestralian Dollar

Transaction Breakdown

“

oons

Description |

Starbus Detalls

Serial

OV DEER,

Motification Type

Lin knawmi

Status |Rolcased

Authorisations Required [1

Authorisation Limit Excesded |Na

Input By |

Input Darte{dd/ mm ey |04 1002015 12:51:15

Authorised By |

Authorised Date {dd/ mm/ ey |04 1002015 12:582:25

Released By |

Released Date {dd/ mmyypyd |4 I002015 13:14:52

Stahus [Open

Aeazor, (AUDCMETS2SEZ7 01150000 Payment date i not a valbd dabe.

3

Process Bank Rejection

Repeat steps 1 and 2 for each rejected payment.

You have successfully processed bank rejection(s).

The Bank Rejection has been passed for authorisation and will be visible under the Pending queue tab

within the Bank Notifications page.

AUTHORISE BANK REJECTIONS:
Step Action
1

From the main menu, select Transactions > Bank Notifications. The Bank Notification page

displays. Click Pending Queue. Locate and click Transaction Number.

You have successfully authorised the processed bank rejection(s). A credit for the rejected payment amount

will-be posted to the Virtual account.

Serial Number

ANZ Cashactive VAM Getting Started Guide

Bank Notifications - Historical Transaction Details page displays. Click Authorise.



The transaction serial number shown on Bank Notifications page or Transaction Details page, as
demonstrated in the above process, indicates the status of a rejected payment.

A serial number ending with the letter:

> ‘A’ indicates that the rejected payment has not been processed.
> ‘X’ indicates that the rejected payment has been processed but not authorised.

TRANSACTION TEMPLATE

Templates are used to pre-complete and save some or all the details of a regular transaction. They can
then be used to create Domestic Payments, Urgent Domestic Payments, Cheques, Internal Transfers and
Receipts.

For transaction type summary, please refer to Appendix 2.

CREATE

Once created, a User other than the initiator must authorise the template, i.e. you cannot authorise your
own template.

To create a transaction template:

Step Action
1 From the main menu, select Transactions > Template Maintenance > New Template. The
New Template page displays.
2 Enter details of the Virtual Account from which you wish to create the transfer. Click Search.
3 The New Transaction page updates to display a list of Virtual Accounts. To select the Virtual Account,
click on its Account Holder Reference.
4 The New Template page and Please select a Payment/Receipt Type message displays. From
Payment/Receipt Type dropdown box select the required payment/receipt type. Click Next.
New Template
Please select a Payment/Receipt Type
* Mandatory Field(s)
Account Holder |1111110000000000UAT2
Payment/Receipt Type [please Select Item [v] *
| Next |
5 From Transaction Type dropdown box select the required transaction type:
Payment/Receipt Type Transaction Type
Domestic Payment > Closing Withdrawal - payment due to Virtual Account
closure
> Withdrawal - regular payment
Urgent Domestic > Closing Withdrawal - payment due to Virtual Account
Payment closure
> Urgent Domestic Payment - regular urgent payment
Internal Transfer > Transfer to General - internal funds transfer to
General Account
Internal Receipt > Closing Deposit - internal funds receipt due to Virtual
Account closure
> Deposit - regular internal funds receipt
> Receipt from General - internal funds receipt from
General Account
6 Click Next. The New Template page and Please enter the Payment/Receipt details message displays.

Complete the mandatory fields in the Template Details section as follows:
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Field Description

Template Reference Enter a unique alphanumeric reference for the template.
Max. 9 characters

External Reference Enter an optional alphanumeric external reference for the
template. Max. 15 characters.
(optional)

Template Description Enter a description of the template. Once the template is

authorised, the description will display in a drop-down list
whenever you are required to select a transaction Template.
Max. 40 characters.

7 Complete the fields in the Payment/Receipt Details section. Refer to Initiate External Payment,
Create Internal Transfer or Create Internal Receipt in this document.

8 Complete the mandatory fields in the Status Details section as follows:
Field Description
Active From the drop down list select either Yes or No.
This determines if the template is available for use or not.
Allow User to Change From the drop down list select either Yes or No.

This determines if a User can modify any fields when using
this template.

Active From If required, set a date from which the template should be
active.
9 Click Next. The New Template page updates to display a summary.

10 Click Pass For Authorisation. The New Template page displays.

You have successfully created a transaction template.

The template will now need to be authorised by another User. For more information, refer to the Authorise
Transaction Template in this document.

EDIT / DELETE

Existing templates can be updated or deleted as required. Once updated, a user other than the initiator
must authorise the changes, i.e. you cannot authorise your own template.

To edit a transaction template:
Step Action

1 From the main menu, select Transactions > Template Maintenance. The Template
Maintenance page displays.

To select a template, click the Template Reference.

Template Maintenance

Template Reference | Template Description | | Search | Clear Search Results

1to4of 4

Template Reference # Template Description Account Holder Reference Account Holder Name Payment/Receipt Tvpe
111111 TEMPLATEL template 1410 1111110000TEST1410T1 T1 Test Account Domestic Payment Yes
1L111LIESICRR MITest Regular Internal Credit 111111MJTESTO03TIER2 MJ] TEST 003 TIER2 Internal Transfer Yes

111111TMP001 Payroll Template 111111MITESTO03TIER2 M] TEST 003 TIER2 Domestic Payment Yes
111111TMP002 Pension Template 111111MITESTO03TIER2 M] TEST 003 TIER2 Domestic Payment Yes

2 The Edit Template page displays.
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Edit Template

Please edit the Template details

* Mandatory Field(s)

Template Details
Template Reference [111111TESTCRR

External Reference |

Template Description [WTest Regular Internal Credit x [

Description of Change | i

Payment/Receipt Type [Intemal Transfer

Transaction Type |
Account Holder Reference |
Account Holder Name |

Currency Type [Australian Dollar l['
Amount 0.10

Active [Ves ~[*

Allow User To Change |1.r ﬂ *
Active From {dd/mm/yyyy) [29]07/2018  *

Delete

3 In the Description of Change field, enter a description of changes to be made.

> To delete the template, click Delete.
The Delete Template message displays. To confirm the deletion, click Yes.

> To edit the template, update the fields in the Payment/Receipt Details and Status Details
sections as required. Click Confirm.

The Edit Template page updates to display a summary. Click Pass For Authorisation.

You have successfully edited or deleted a transaction template.

If edited, the template will now need to be authorised by another User. For more information, refer to the
Authorise Transaction Template in this document.

AUTHORISE
When a template is created, edited or deleted, it must be authorised. A User other than the Initiator must
authorise the changes, i.e. you cannot authorise a template you created.

To authorise a transaction template:
Step Action

1 From the main menu, select Transactions > Template Maintenance > Authorise. The
Template Queues page displays.

Template Queues

Input Queus Edited Queue Delated Queue

1wicfi

Template Raferance

Account Holder Reference
Account Holder Name

111311TEST test

Queue Description
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All Records Displays all templates and their statuses within the Template

Queues.
Input Queue Displays the new templates awaiting authorisation.
Edited Queue Displays the edited templates awaiting authorisation.
Deleted Queue Displays the deleted templates awaiting authorisation.
2 To select a template, click the Template Reference. The New Template Details or Edited

Template Details page displays.

New Template Details

Template Reference [111111TEST
External Reference [TEST

Template Description |lest

Payment/Receipt Details

Payment/Receipt Type |RE|:Eipt
Transaction Type |Depesi|:
Account Holder Reference |
Account Holder Name [
Received From |
Currency Type [Austrzlian Dallar
Amount 0.00

Active [Yes
Allow User To Change |Ves
Active From (dd/mm/yyyy) [27/03/2020

Status [Authorise Quaus

Input By

Input Date (dd/mm/yyyy) [27/03/2020 21:33:05
Return to Template Queves

3 Review the information or changes.

> To approve, click Authorise
> To reject, click Decline.

To go back to the Template Queues page, click Return To Template Queues.

You have successfully authorised or rejected a template.
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TRANSACTION / ALLOCATION HISTORY

VIEW TRANSACTION HISTORY

The Historical Transactions page is an archive of transactions created, authorised and/or released in ANZ
VAM.

To view transaction history:
Step Action

1 From the main menu, select Transactions > Historical Transactions. The Historical Transaction
Filter page displays.

Note: The Historical Transaction Filter page is the default page when accessing the
Historical Transactions workflow. If you prefer to view the list of Historical Transactions as
the default, tick the Do not display page when menu item selected tick box at the
bottom of the page. This will ensure you are taken directly to the list each time you access
the workflow.

Click on Return to Historical Transactions.

Historical Transaction Filter

Transaction Number

Account Holder Name |
Account Helder Reference | m
Payse ,7
Account Group ,mﬂ

Payment/Receipt Type [Please Select Irem [ ]

Transaction Type [Blease Select Item [v] @
Amount From
Amount To
Input By lm
Input Date (dg/rmemyyyy) [Equal To ]
Authorized By ’m
Authorised Date (d/mmyyvyyy) [Equal To ] |
Relessed By [Please Select Irem| v
Released Date (do/mmfyyyy) [Equal To ] |
Cancelled By ,m
Cancelled Date (dd/mm/fyyyyh |_Equa| To ] |
Rejected By [Pleas= Select Tram| v

Rejected Date (da/menfyyvyy] |Equa| To v |

Statws (Please Select Ttem  [v| &

[ pe not display page when menu item selected

Apply Filter
2 The Historical Transactions page displays. The Historical Transactions page lists all authorised

and/or released transactions. The list can be filtered to reduce the number of records.

Historical Transactions

| da Fiter ] i |

1 t0 100 of 185

Serial Account Holder Reference Payee / Remitler Payment/Receipt Type Input By Auth, By Beleased By
cuapaoTvea
Relzased

Transaction Number

A0007v3

s CVADDOTVEA
ADDOTVE Felonsed

You have successfully accessed the archive.

3 In order to:
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> filter the list, refer to Filter Historical Transactions table below;
> view a transaction in detail, refer to View Transaction Details table below.

Filter Historical Transactions

To filter the Archive Enquiry on the Historical Transactions page:

1. Click Add Filter

Historical Transactions

[ ndd Fiter ] print]

The Historical Transaction Filter page displays.
2. Select one or more filters to apply to the list by typing directly in the available fields.

If your filter is a numerical reference or a date reference, you can select ‘Equal To’
or ‘Greater Than’ / ‘Less Than’ to set a range.

Historical Transaction Filter

Transaction Number
Account Halder Name |
Account Holder Reference | m
Payee

Account Group [Please Select ]':ernll
Payment/Receipt Type [Please Select Item  [v] &
Transaction Type [Please Select Item [v] &
Amount From
Amount To
Input By ,m
Input Date (agjmenvyyyy) [Equalta ™| [
Authorized By m
Authorised Dats (ag/meiy) [Equal Ta (v |
Released By [Please Select Irem[v|

Released Date (de/menfyvyy) [Equal To |

Cancelled By [Please Select Irem|v|

Cancelled Date (do/mmyyyy) [Equal To  [v] |

Rejected By [Please Select Item i[

Rejected Date (dajmvyyy) [Equal Ta ] |

Status |Please Select Item  [v| @

[ Do nat display page when menu item selecrad

Return to Historical Transactions Apply Filter Clear Filter

3. Enter the relevant filter criteria.

4. To apply the filter, click Apply Filter. The Historical Transactions page displays with
the relevant filter applied.

5. To print the filtered transaction list, click Print at the top of the page.

6. To remove the filter, click Remove Filter.

You have successfully viewed and filtered the Historical Transactions list.

View Transaction Details
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To view the details of a Transaction on the Historical Transactions page:

1. Click Transaction Number.

Historical Transactions

[ naa Ftter | print

Account Holder Reference
Account Holder Name

Transaction Number

Payee / Remitter

CVAQDO7Y9A 111111MITESTO02TIER2

A0007Y9 Released M1 TEST 002 TIERZ BBBPayee
CVAQDO7YSA 111111MITESTO02TIER2

e Released M1 TEST 002 TIERZ S

The Historical Transaction Details page displays.
Historical Transaction Details

Transaction Mumber

Transaction Type

Account Holder Reference
Account Holder Mamea
Fayee

Addressee

Address 1

Address 2

Address 3

Address 4

Your Reference

Postoode

Transaction Date (dd/mmiyyrv)
Postdate Date {dd/mmiyvrd

Fayment/Receipt Type ||

AT TS

Bark Chegue Standard Priority

™

20V D3/ 2030

Currency Type
Generate External Payment

|ALestrallan Dollar
[Yes

Amaunt

0.7E

AppEars on your Remittance Advice

Bank Chegue Payment 0.7
Total 0.7e

Du:rlpuml

et Detalls

Serial

Status

Authorisations Requined
BAuthorisytion Limit Excesded
Input By

Input Dabe ddd/mmiyvred
Authorised By

Authorised Dabe (dd /mmiyvrd

CVADDOTISA
Rizipasca

1

]

20032020 15:27:08

20032020 15:28:05

Released By

Released Date dod/mmyyyy) |2VDS2020 15225345

Wabwe Date {dd/mmdyyyy) [ZO0SZ020

2. To go back to the Historical Transactions page, click Return to Historical
Transactions.

You have successfully viewed transaction details.

Transaction Number and Serial Number
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Each transaction has a Serial Number (10 alphanumeric characters) and a Transaction
Number (7 alphanumeric characters). The Transaction Number is derived from the
Serial Number.

To identify the transaction number, remove the first 2 and the last 1 character from
the Serial Number.

For example, Serial Number CVAOOO7Y9A, contains Transaction Number AO007Y9.

Historical Transactions

Add Filter | Print |
Reference
Name
CVAQDO7YSA 111111MJTESTO02TIER2
A0007Y9 Released M1 TEST 002 TIERZ BBBPayee
CVADDO7Y8A 111111MJTESTO02TIERZ
AD007YE Released M] TEST 002 TIER2 AAAPayee

If the transaction is rejected and appears in your Bank Notifications queue, the last
character in the Serial Number:

> ‘A’ indicates that the rejected payment has not been processed,
> 'X’indicates that the rejected payment has been processed but not authorised.

VIEW ALLOCATION HISTORY

The Historical Allocations page is an archive of created and authorised manual allocations.

To view allocation history:
Step Action

1 From the main menu, select Transactions > Historical Allocations. The Historical Allocations
page displays.

Historical Allocations

1 to 33 of 33

Account Holder Reference

s . put By  Authorised By
Account Holder Name Account Number Bank Narrative Payer’s Account Amount

In
Input Date Authorised Date ¥

View Matching Option

View Multi Match

View Multi Match - Allocate Transactions

View Multi Match - Allocate Transactions

View Multi Match - Allocate Transactions

The Historical Allocations page lists all manually allocated transactions. To print, click Print.
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2 To view the details of a manual allocation, click View. The Historical Allocation Summary page
displays.

Historical Allocation Summary

Originating Account Details

Account Holder Reference |

Account Holder Name |I

Account Number |'
Amount to be allocated(1) | 100.00

Bank Narrative Settled Date Amount
REF&6 TRANSFER | 05/09/2019 100.00

Transaction Details

Account Holder Reference Account Holder Name
111111000MITESTO04T1 MJ Test 004 Tier 1 100.00

Return to Historical Matches

Account Holder Reference under Transaction Details indicates the Virtual Account to which the
transaction was allocated.

> To go back to the Historical Allocations page, click Return to Historical Matches;

> To view more details of the Virtual Account to which the transaction was allocated, click on the
Account Holder Reference. Historical Allocated Transaction Details page displays.
To go back to the Historical Allocation Summary page, click Go To Summary.

You have successfully viewed manual allocation details.

REPORTING

GENERATING REPORTS
This section describes the steps to generate Virtual Account reports.
To generate reports, follow the steps below:

Step Action

1 From the main menu, select Reports. The Available Reports page displays.

Available Reports

=] Account History

=] Account Holder List

=] Account List

=] Accrued Interest for All Accounts

=] All Balances by Account Group
|=] All Balances by Account Holder

=] Allocation Rule Warnings
=] Ereguency Statements
=] Interest Audit

=] Projected Balance

=] Reconciliation

2 Select a report to run as described in the following table:

Report Description
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Account History

Account Holder List

Account List

Accrued Interest for All
Accounts

All Balances by Account
Group

All Balances by Account
Holder

Allocation Rule
Warnings

Frequency Statements

ANZ Cashactive VAM Getting Started Guide

Allows Users to view/print transaction history for a specific date
range for all accounts or a specific account.

To generate:
> From the Report Format list, select CSV or PDF,
> from All Accounts drop down list select either Yes or No,

> if Yes, from the Include Blocked/Closed Accounts list,
select either Yes or No. Then from the Account Holder
Type list, select the type,

> if No, from the Account Holder drop down list, select the
required Virtual Account Holder. Then from the Account
Number drop down list, select the Account Number,

> in the Date From field, enter a date,
> in the Date To field, enter a date.

Allows Users to view/print a list of their Virtual Accounts.

To generate:
> From the Report Format list, select CSV or PDF.

Allows Users to view/print a list of all their accounts and their
status.

To generate:
> From the Report Format list, select CSV or PDF,
> from the Include Blocked/Closed Accounts list select Yes
or No.

Allows Users to view/print accrued interest for all Virtual Accounts.

To generate:
> From the Report Format list, select CSV or PDF.

Allows Users to view/print cleared balance, ledger balance and
forward balance for all Virtual Accounts by Account Group (if you
have multiple Groups/Sites/Location Codes).

To generate:
> From the Report Format list, select CSV or PDF.

Allows Users to view/print cleared balance, ledger balance and
forward balance for all Virtual Accounts.

To generate:
> From the Report Format list, select CSV or PDF.

Reports possible allocation rule conflicts that lead to some
transactions not being allocated.

To generate:
> From the Report Format list, select CSV or PDF.

Allows Users to view/print all statements for all Virtual Accounts,
for the month.

To generate:
> From the Report Format list, select CSV or PDF,
> from the All Accounts drop down list select either Yes or
No,

> if Yes, from the Include Blocked/Closed Accounts list,
select either Yes or No,

> if No, select the required Account Holder from the Account
Holder drop down list,
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from the Statement Period End drop down list, select the
period,

from the Frequency drop down list, select the required
Frequency Statement(s).

Interest Audit Allows Users to view/print interest for all accounts or a specific
account.

To generate:

> From the Report Format list, select CSV or PDF,
> from the All Accounts drop down list select either Yes or
No,
> if Yes, from the Include Blocked/Closed Accounts list
select Yes or No,
> if No, from the Account Holder drop down list, select the
required Virtual Account Holder. From the Account Number
drop down list, select the Account Number.
Projected Balances Not in use.
Reconciliation Allows Users to view/print a list of all unallocated transactions.

To generate:

>

GENERATING STATEMENT REPORTS

From the Report Format list, select CSV or PDF.

A list of historical transactions can be generated and printed as a statement report for an account.

Note: Virtual Accounts are not real accounts; hence the Virtual Account statement reports do

not replace the Bank Statement

produced for the physical account.

To generate a historical statement report, follow the steps below:

Step Action

1 From the main menu, select Accounts > Account Holder Enquiry. The Account Holder Details
page displays.
2 Enter details of the Virtual Account for which you wish to generate a statement report. Click
Search.
3 Click on the selected Account Holder Reference. The Account Holder Details page displays.
Account Holder Details
| previous | | tocate | | next |
Allocation Rule

Account Holder Reference
Account Holder Name
Account Number

Account Type

Account Currency

Bank Balance 0.00

Ledger Balance 0.00

Forward Balance 0.00

VIR - Available Balance 0.00

|AUD - Australian Dollar

Note: If an Account Holder has more than one linked account, e.g. Virtual Account
and Control Account, when you click Accounts, the Account Holder Details page
displays a list of related accounts instead of the Transaction Details page. If so, click
the account link for the account you want to generate a Historical Statement Report.

4 Click on the Accounts tab. The Account Holder Details page updates to display the selected tab.
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On the Accounts tab, click the Statements tab. The Account tab updates to display the

Statements tab.

Transactions Forward

Statement Ending: {|QEEEERE R ()]

Statements

Interest

From the Statement Ending drop down list, select a statement period. The Statements tab
updates to display the transactions for the selected period.

Transactions Forward

Statement Ending: [29/08/2013 v “

1te8of 8

|Settled Date ¥  Transaction Date Transaction Reference  Description
11/07/2013 12/07/2013 3666 TRANSFER
11/07/2013 12/07/2013 32004 TRANSFER
11/07/2013 11/07/2013 test rev dbt

11/07/2013 11/07/2013 Rev Sub Cdt
08/07/2013 09/07/2013 3666 TRANSFER
08/07/2013 09/07/2013 3666 TRANSFER
08/07/2013 09/07/2013 3666 TRANSFER
08/07/2013 09/07/2013 32004 TRANSFER.

Statements Interest

Debit

1,054.47
1,599.13
905.47
47.30

Credit
1,008.65
134.11
1.00

Running Balance|
4,749.13
3,740.48
3,606.37
3,605.37
3,606.37
2,551.90

952.77
47.30

To print a statement, click Print. The Statement page displays.

Statement

* Mandatory Field(s)

Statement

Report Format ([TEFEREERgE v |

View Report

Select a format to generate the report, click either CSV or PDF. Click View Report. The file will

be generated for download in the selected format.
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You have successfully generated a historical statement report.
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APPENDIX 1

VALID CHARACTERS

The following characters can be used when adding or editing Account Holders, Accounts, Users and when
adding new transactions (from the Single Transaction Queue) or entering any additional information in the
authorisation process.

A-Z
a-z
0-9
Valid Characters / (forward slash)
. (full stop)
- (hyphen)
@ (for email fields only)

Note: the apostrophe/single quote character (') is not accepted in any fields.

AUTOMATIC ALLOCATION RULES - EXAMPLES

The following shows some additional examples of how incoming transactions will be matched to the
Automatic Allocation rules.

Example: Rule 1 and Rule 2 (two similar rules)
Rule 1 Static Reference = Sample ABC

Static Reference = Sample ABC
Rule 2 Numeric Range From = 6
Numeric Range To = 9

Bank Narrative = Sample8 ABC Description

Incoming Transaction  Thijs transaction will not match Rule 1.
This transaction will match Rule 2.

Example: Rule 3 (rule has Ignore Whitespace = No)

Static Reference = Sample
Numeric Range From = 1230
Numeric Range To = 1239
Ignore Whitespace = No

Rule 3

Bank Narrative = Sample1238 ABC Description

Incoming Transaction This transaction will match Rule 3.

Bank Narrative = Sample 1238 ABC Description

This transaction will not match Rule 3.
The rule requires the numbers to follow the Static reference
immediately without any spaces.

Incoming Transaction

Example: Rule 4 (rule includes Transaction Type & has Ignore Whitespace = Yes)

Transaction Type = TRANSFER
Static Reference = Sample
Rule 4 Numeric Range From = 1230
Numeric Range To = 1239
Ignore Whitespace = Yes

Bank Narrative = Sample1238 Transfer

Incoming Transaction This transaction will match Rule 4.

Bank Narrative = Sample 1238 Transfer

Incoming Transaction This transaction will match Rule 4. The rule ignores the space
between the numbers and the Static reference.
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Example: Rule 5 (Bank Narrative elements in different order)

Rule 5

Incoming Transaction

Transaction Type = TRANSFER
Static Reference = Sample
Numeric Range From = 1230
Numeric Range To = 1239
Ignore Whitespace = Yes

Bank Narrative = 1238 Sample TRANSFER

This transaction will not match Rule 5.
The order is fixed to Static Reference, Numeric Range, Transaction
Type.

Example: Rule 6 (significance of non-alphanumeric characters)

Rule 6

Incoming Transactions

Incoming Transactions

Transaction Type = TRANSFER
Static Reference = Sample
Numeric Range From = 100
Numeric Range To = 999
Ignore Whitespace = No

Bank Narrative = Monthly Sample500 TRANSFER
(Static Reference is preceded by a non-alphanumeric character - a space)

Bank Narrative = Monthly-Sample500 TRANSFER
(Static Reference is preceded by a non-alphanumeric character - a
hyphen)

Bank Narrative = Mth Sample500 TRANSFER FEES

(Static Reference is preceded by a non-alphanumeric character - a space -
and the Transaction Type is also followed by a non-alphanumeric character
- a space)

These transactions will match Rule 6.

Bank Narrative = ALLSample500 TRANSFER
(Static Reference is preceded by alphanumeric characters - ‘ALL")

Bank Narrative = 100Sample500 TRANSFER
(Static Reference is preceded by alphanumeric characters - *'100’)

Bank Narrative = Sample500 TRANSFERFEES
(Static Reference is followed by alphanumeric characters - ‘FEES’)

Bank Narrative = Mth Sample500 TRANSFERFEES
(Static Reference is preceded by a non-alphanumeric character - a space -
but the Transaction Type is followed by alphanumeric characters - ‘FEES’)

These transactions will not match Rule 6.

AUTOMATIC ALLOCATION RULES - EXAMPLES OF CONFLICTS WITH EXISTING RULES

The following are examples of the checks made by the system against existing rules when adding a new
Allocation Reference. This shows events when rules may not be accepted by the system due to a conflict

with an existing rule.

Event: A blank Static Reference. This means “all Static References accepted”

Existing Rule

Transaction Type = TRANSFER
Static Reference = <blank>
Numeric Range From = 100
Numeric Range To = 999
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The system will not allow a rule containing a Static Reference to
be created. For example, a new rule:

Result

Transaction Type = TRANSFER
Static Reference = Sample
Numeric Range From = 100
Numeric Range To = 999

will be rejected as the system considers ‘Sample’ to be a subset of
‘all Static References’.

Event: A blank Transaction Type. This means “all Transaction Types accepted”

Existing Rule

Transaction Type = <blank>
Static Reference = Sample

Numeric Range From = 100
Numeric Range To = 999

The system will not allow a rule containing a Transaction Type to
be created. For example, a new rule:

Result

Transaction Type = TRANSFER
Static Reference = Sample
Numeric Range From = 100
Numeric Range To = 999

will be rejected as the system considers ‘Transfer’ to be a subset
of ‘all Transaction Types'.

Event: A blank Numeric Range From and To. This means “no static numeric range

expected”

Existing Rule

Transaction Type = TRANSFER
Static Reference = Sample
Numeric Range From = 100
Numeric Range To = 999

The system will allow another rule containing no Numeric Range to
be created. For example, a new rule:

Result

Transaction Type = TRANSFER
Static Reference = Sample
Numeric Range From = <blank>
Numeric Range To = <blank>

will be allowed as the system does not consider a blank numeric
range to be a subset of the range 100 to 999.

ALLOCATION DATES - EXAMPLES

ANZ VAM provides two transaction date fields:

> Settled date - reflects transaction settlement date
> Transaction Date - reflects transaction allocation to a virtual account date

Below are three scenarios of transaction initiation, settlement, and allocation dates.

Scenario

Transaction allocated automatically

Transaction allocated manually the next day
Transaction allocated manually after 2 days

ACCOUNY on Stiled Date Transactir
02/01/1999 02/01/1999 02/01/1999
02/01/1999 02/01/1999 03/01/1999
02/01/1999 03/01/1999 04/01/1999
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APPENDIX 2

TRANSACTION TYPE OVERVIEW

The following is a description of the different Transaction Types that are available when creating new
transactions and payments.

Transaction Purpose Payment/Receipt Type
in ANZ VAM
Adjust interest: Used to adjust interest on a Virtual Account. Internal Receipt

Transfer from Interest This is used when there is a discrepancy

Virtual Account to between the accrued interest calculated by

Virtual Account ANZ VAM and the actual interest paid by ANZ
into your organisation's Natural Account.

Specifically, this is used when insufficient
interest was calculated by ANZ VAM on the
Virtual Account due to a rounding error.

Adjust interest: Used to adjust interest on a Virtual Account. Internal Transfer

Transfer from Virtual This is used when there is a discrepancy

Account to Interest between the accrued interest calculated by

Virtual Account ANZ VAM and the actual interest paid by ANZ
into your organisation's Natural Account.

Specifically, this is used when too much
interest was calculated by ANZ VAM on the
Virtual Account due to a rounding error.

Transfer from Virtual Used as step 1 to correct a wrong allocation Internal Transfer
Account to General by transferring the amount to the General
Virtual Account Virtual Account.

Transfer from General Used as step 2 to correct a wrong allocation Internal Receipt
Virtual Account to by transferring the amount to the correct

Virtual Account Virtual Account.
Domestic Payment Used for a regular (external) EFT payment. Domestic Payment
Urgent Payment Used to record an (external) RTGS (same Urgent Domestic

day) payment.

DEBIT AND CREDIT OVERVIEW

The following is a description of the accounts that are debited and credited when creating internal and
external transactions.

Transaction Payment/ Account Account
Receipt Type Debited Credited

Opening Virtual Account Credit Balance Receipt Control Account Virtual Account

Transfer Virtual Account to General Internal Transfer Virtual Account General Account

Transfer General to Virtual Account Internal Receipt General Account  Virtual Account

External Domestic Payment Domestic Virtual Account Control Account
Payment

External Urgent Payment Urgent Domestic Virtual Account Control Account
Payment
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