ComMBiz User Guide

Creating Templates: Payables

About this guide

This guides takes you through the process of creating payment templates. Templates help you reduce the time you
spend creating transactions. You can create templates for Transfers, Direct Credit and BPAY transactions.

Important information
If you are unable to view or access Templates in CommBiz, please contact your Administrator to enable the permission.
You can create a payment template in one of two ways:
Save a payment transaction as a template: follow Steps 1-5 below.

Create a new template: follow Steps 6-13 below.

Saving a payment transaction as a template

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

2. On the top menu, click Payables then choose a payment type, such as Direct Credit.

BPAY L BSB  Account Membar  Avallable Fumds Lodgemenn el At (5)
Impert 1 Search or Select Accourt - g

A o o (G Lodgemend__) (_Gonar Dbt Aot

ndd 18
BSE  Account Hussbar Addvess Bask Lodgoment Rat,Amous (f)
Status Lt 1 Sebect a1 Add e Benatoian 3 =] [TE]

ou Lodgemand ) (_Giaar Condt Amount

$00
o " $000
e Tom

[ some 8 @ vt

3. Create your payment as normal, then simply click the Save as Template button.
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4. The confirm template screen will be displayed. Check that the template details are correct and click the Confirm
button to save the template.
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5. To access that template for future transactions, just select Templates from the Payables menu, and the list of
available templates will be displayed.
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Creating a new template

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

7. On the top menu, click Payables > Templates.

Note: All available templates previously created will be displayed.

e Ch Vem
Qe O MEAG Prcr yreen @ @-SELBEH B
e EBe "
S s o H
‘CommonwealthBank 4
Home _pccomn (IR Recobeobivs _File Tiomstes _Funcions _fdnia
£ Find Templates =
Lol Search
Direet Crett 5
'-mu-n Seect gescigenn -
- Y:n'n:-n:w ~ =
nm“ Tmessction Pupose: | Salel. 5
Transt Shoee Adaccad Saacch s
i (o ) Search
Impost
= — -
T e
L I L T ——— T
Gugs. e Tiamaction DRy
DI Cramed_Dessiiptiona _ Type Purposs Craared By Last Updoted Ry Stans
TOCS207 U amounts Dewct Crecht Thin Joywhenn LI 17 A bl ZX
bdirr Tansaction
Ll 190872008 000 smourts  Direct Credis - AmelaHouad  ZALGOD 1 Acihs bisale 2%
Iunswten
12050009 000 acnounts Diect Cret - MOIO0E N Ache Déals 2 X
Tansasiion
BT | Ay - BilNwmonki  OSONE 1M dciie Zx
Tranikstion
2082008 | Ay . Hick Soroeski " A 2u
Tansaiion
17042008 30321 Taeshe - Hatha Kinwsd N A kel Fa
Inansastion
15082008 11121 L Hithan Baron A e intale 2%
Tnanssction
120872008 ATNAL Tansie - N Gl bl Fa
Tanasion
O allticy BPAY . rr— M oA bt 2K
Tansastion
BOV2009 sastest Direct Croda - M et inats 2 x
ITuniwtion
B0V stz Direct Cred - IMIGHE 1A Aok it 2 X
Tanssssion
08042005 ACCOUNTS S Dect Crect Exscutig Payrl Recarda Pt 2% A Daale .
150672008 ACCOUNTSZ  Direct Crodd Exoculive Payrall Rcarda Piole. 2800000 12 Actim bnfals 2x
Tunsastion
2UTN003 ACCOUNTS 2 Divsen Credt Executive Payral Dissed Adams Vhie. % e btae R
Toansastion
UMV ACCOUNIS  Direct Crede Exocute Payall Dasek Adame Wits 1 A s 2K
DAy Innsation
29022000 ACCOUNTS  Diect Credd Esecutive Payrall Desive Laor BONE A e bl F
BAY. Tansastion
3OY08 ACOONES  Dinsc Crdt Exsicusve Payrol 1 odcm pe 2K
Transasiion
072005 ACCOUNTS  Dirnct Crode Executg Pryrall N Aclie bl ER
Eay Iansaciiog
BT 8 viec Direct Crnd - 1 e i 2 x
Teinsttion
TWIL2009 BBk Qo Dl Crc - Agenafies UGN 09 A il R
12072009 8Bk Qo Dt Credit + 19 agim il 2 x
Tunsistion
120372009 Add Bk Crey  Divect Crode - Dasiel Bt 28 fcihe Diale 2%
Tnanssstion
OROVONY A4tk Tt Drsct Crecet Stewndisen  (SOICO0 N fche Dsls 2 A
Tansaion
ZM9R00 0Blencis  Direc Credt - Aden B QTR N dcie bsals 2x
Tuansastion
2S00 Mowance  Dieca Crede - i Ringuest TGN 17 e e 2 X
Tansaciion
RS0 el tenl Diwct Credt - Admets Haaraki N A bt 2K
Inansastion
1004/2008 gsdl Dinect Cracit + Miash Anand N Ache s Za
00072008 st Ouroct Croda - Asiushak Dusai N deiny bsate 2%
Inansastion
24012009 AI0 BAS Direct Crect - Pad Peacack N Ache el g
Tansasiion
MWD vsha Tew BRAY - ApehaFiso  DNNR W dcim bsais 2 X
Innswton
e LR
o Dirsc Croue Tempiste)| ( How Transios Towgiats ) ( Tw GOES Tomgiate ) {_Tiow BPAY Tompita )
emme
& T

8. Scroll to the bottom of the page, choose the type of template you wish to create and click the relevant button. You
can choose from.

New Direct Credit Template
New Transfer Template
New GDES Template

New BPAY Template

Note: The process is almost identical for the four possible payment templates. Screen shots displayed below are
for creating a Direct Credit Template.
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9. Enter the information required in all the fields, and then click the Save Template button. For more information
about creating payments, please refer to the CommBiz User Guides that cover each payment method in detail.
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10. The Confirm Template screen will be displayed. Check the template details and click Confirm to save the template.
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11. If the template details are incorrect, select Modify and complete Steps 9—-10 again.

12. Once confirmed, the template is added to your list of available templates.

13. To access the template for future transactions, just select Templates from the Payables menu and the list of

templates will be displayed.

Notes: From the list of templates displayed, you have the option to copy or edit a template, or you can initiate a

transaction using the template.
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