
CommBiz Maintenance Request: 
Add Account

Note:  For Cash Deposit Accounts and Cash Relationship Accounts, only one (1) authoriser is required.

Select “Maintenance 
Requests” from left hand 
menu bar

Select “Admin” from top 
menu bar

Administrator logs into 
CommBiz using security 
token

Select “Add Accounts” 
from left hand menu bar

Define who can authorise 
transactions on the 
account  by checking the 
box next to the relevant 
account and clicking 
“Define Authority”

The account will now 
show in Account Summary

Enter all mandatory details 
for the account you are 
adding then click “Add”

Find the type of account 
you want to add in the 
drop down list

Apply Electronic 
Authorities for transactions 
on your accounts. You 
may select several 
accounts if you would like 
the same model for them

Click “Next” once you 
have defined authorities

Confirm that the details 
you have entered are 
correct

Print the PDF documents, 
sign where required and 
send to the Locked Bag 
address for processing. 
Your CommBiz request 
cannot be completed 
without documents received
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