
Creating Payments From Templates
About this guide 

Important information

Before you start

1.	 Open your internet browser, visit www.commbiz.com.au and log in to CommBiz.

2.	 On the top menu, click Payables to make a payment or Receivables to create a direct debit transaction,
then Templates.  

3.	 The Find Templates page is displayed.

Logging on

Finding a template

This guides takes you through the process of creating payments from templates. Templates can help you save time 
by not having to create each payment from scratch. You could, for example, create templates for monthly payroll, GST 
payments or regular direct debits. 

If you are unable to view or access Templates in CommBiz, please contact your Administrator to enable the permission.

For more about setting up the templates, see the Payables: Creating Templates guide. 
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4.	 To search for a template, enter your search criteria (Description, Transaction Purpose, Transaction Type) and click 
the Search button.

5.	 Click the Initiate Transaction link for the template you want to use.

6	 The Create transaction page is displayed according to the template type you chose, showing the template details. 
This example shows a BPAY payment, but the details are similar across all payment types.

7.	 Complete and customise the template as required.

8.	 To save the transaction as a new template, click the Save as new template button.

9.	 When you have finished creating the payment, click the Submit button.

Note: If you click the Show Advanced Search link you can also sort by creation date, date last updated and the 
name of the person who created the template.

Note: You can change details of the transaction, including the amount, the To and From accounts, etc. You can 
also add new debit and credit transactions. 

Creating the payment
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10.	The Confirm transaction page is displayed.

11.	To receive a CommBiz message when the transaction is processed, check the Notify me by channel message 
tickbox, then select the notification types that you would like to receive.

12.	If the details of the transaction are correct, click the Confirm button.

13.	The Transaction Advice page is displayed.

14.	If an Entitled Authoriser is available, they can complete authorisation by clicking their name on the screen. 

15.	Click the OK button to return to the Find Templates page.


