oMMBIZ User Guide

Edit an Electronic Account Authority

About this guide

An Electronic Account Authority defines who can authorise transactions on your CommBiz service. It is comprised of a
list of Account Authorisers and an Electronic Method of Operation.

Electronic Account Authorities established for your CommBiz Service only apply to CommBiz and do not replace any
existing authorities (signatories) on these accounts.

Important

If an account has been registered as a transactable account (i.e. an account on which you can process transactions
via CommBiz), it will require an Electronic Account Authority.

Only Administrators can submit requests to edit Electronic Account Authorities.

Editing an Electronic Account Authority for an account on CommBiz

1. Open your internet browser, visit commbiz.com.au and log into CommBiz using your password and token
password from your security token.

2. On the top menu, select Admin > Maintenance Requests.
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3. On the left-hand menu, select Edit an Electronic Account Authority.

Home Accounts

CommonwealthBank /

Payables  Receivables  File Transfer  Functions in

Help LOG OFF

CommBiz

David Howe

Senice

Users

Audit

Maintenance Requests

Request

Add Account(s)

Add an Electronic
Account Authority

Edit an Electronic
Account Authority

Enable a Transaction
Type / Report
Add an APCA 1D

Add a Direct Debit
Request

Enable Foraign
Exchange

Senice Delegate
Card Administrator

User ID. 10032

Service ID: 1001

Find Maintenance Request

Search
Date: @ Al
O Exact | |?3
O From ’—w@
To | |?§
Request Type: Select .. b
Request Mumber 100002001 -

614 Maintenance Requests found, display 10 12345672810 Nexts Lasts
Date Created ¥ Request Number  Created By Request Type Status

04/04/2011 100002001-614 David Howe Add an Electrenic Account Authority Rejected

30/03/2011 100002001-613 David Howe Edit an Electronic Account Authority Rejected

25/03/2011 100002001512 Bank User Edit an Electrenic Account Authority Submitted

24/03/20M 100002001-511 Mavieen Sharan Add Accountis) Processed

22/03201 100002001-610 Bank User Edit an Electronic Account Authority Cancelled

22/03/2011 100002001-609 Mavleen Sharan Card Admi r Group Proc d

214032011 100002001-608 David Howe Edit an El. ic Account Authorit Pro d

21/03/2011 100002001-507 Bank User Edit an Electrenic Account Authority Awsaiting Authorisation
21032011 100002001-606 Bank User Edit an Elzctronic Account Authority Awaiting Authorisation
211032011 100002001-605 Bank User Add an Electronic Account Authority Submitted

614 Naintenance Requests found, disp 10 12245672810 Nexto Lasts

4. Select the account whose Electronic Account Authority you want to change and click the Edit button next
to the account.
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Select this button if you wish to define a new electronic account authority for the account(s) selected above. | Define Autherity
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5. You are now prompted to select one of the following Methods of Operation:

One authoriser required means that only one authoriser must authorise transactions on the account

regardless of the transaction value (no monetary bands).

More than one authoriser required means that MULTIPLE authorisers are required to authorise
transactions on an account regardless of transaction value (no monetary bands).

Custom means you determine the number of authorisers required to authorise transactions based on

monetary values that you select.

Choose the appropriate method and click Next.
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Authority and click Apply Authority.
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7. The account summary page is displayed. If you want to modify another Electronic Account Authority,

select the Edit button and repeat Steps 5-6.
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Select this button if you wish to define a new electronic account autharity for the accountis) selected above. | Define Authority

8. Once all the Electronic Account Authorities have been updated, click Next.
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9. The Confirm Details pages will display for every Electronic Account Authority that you have edited.
Check the details are correct and click Confirm.
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Service Delegate Authorisation

10. The request is submitted for authorisation. If you have Service Delegates on your service, they can select

their name from the ‘Entitled Authorisers’ list.
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11. The Service Delegate is required to enter their Login ID, Login Password and Token Password then

select Authorise.
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