NAB CONNECT

Create a ‘Pay multiple’ payment

This quick reference guide outlines how to create a payment to multiple accounts within Australia.
These can be accounts held by a single payee or accounts held by multiple payees. The payment can be
classified as urgent (processed within two hours of being authorised) or regular (settled by the next
business day). Login to NAB Connect to get started.

HOW TO o Enter payment details

1. Select Pay multiple (Domestic) ‘
2. Enter payment details 1. Payment type is already set to Pay multiple (Domestic)
3. Select multiple accounts/payees 2. If you have set up a template, at Saved templates, click the
4. Create or edit a payee dropdown arrow and select a template (the template will
5. Submit payment for authorisation populate most of the Payment details for you — refer to
5: Submit payment for authorisation)
3. At Will appear on statement as, click the dropdown arrow
a Select Pay multiple (Domestic) and choose whether the payment will appear as one
payment or multiple payments on your statement.

Click Payments then under Make a payment, select 4. At Pay from, click the dropdown arrow and select the

Pay multiple (Domestic). account you wish to pay from. (If 20 or less accounts are

‘ displayed, the current account balance is provided.)
Payments A ‘ Services v Products v Admil
Pay from

Make a payment Manage

<, Transfer {Linked account) Payment register Q —~
£ Paysnyone [Domestic) Periodic payment register

3 o Jelandat paymant s +5$2,533.83 |__ |
@) intarnstionsl Payass (Banaficisrias) p—

B Uploads payment fle Billers (BRAY) @ . + 200,00

() Other payment types Payers (Direct debit)

Payment templates

5. At Pay when you can change the payment date from
The PAY MULTIPLE>PAYMENT DETAILS screen displays: the default ‘Today’ to a later date. You can also create
a periodic payment on a weekly, fortnightly monthly or

f,“ MULTIPLE quarterly basis. Click the drop down arrow next to Today
ayment detanls R .

Fayment bype Saved tamplates to change to a later date or periodic payment. You can use
Pay muttiple (Domestic Q Selectasavsdtemplate W the calendar in the Date field to select the date.
Willappesronstatementas Note: Payments can be made up to 90 days in advance.

One payment v 0

Pay from . . .

6. Click Next. The Pay multiple screen displays.
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Paywhen Date (dd/mm/yy

Today || zy2ie0nT =] Today ¥ 017122017 B
Description for you (Options
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e Select multiple payees

The Pay Multiple/Pay to screen is where you enter
payee details.

ID « Payee/Linked account

1 Q, Search payees/ac

A

Total amount

Back

@ Create payee

PAY MULTIPLE
P@J to

Paying from CASING "l 0n 31/01/2020 Edit payment details

Reference (Optional) Amount

Enter description $0.00

@ Add another payee/linked account

$0.00

1. At Search payee, click the dropdown arrow to find
the first payee. If the payee is not listed, you may
wish to click @ Createpayee

Tip: For instructions, see 4: Create or edit a payee
2. Select the payee.

3. At Reference and Description for you fields, add
descriptions for yourself and for the payee. Descriptions
for payees will appear on their statements, descriptions
for you will appear on your statement.

(If you wish, you can add further information for the
payee by clicking Additional information for payee and
entering further free-format text)

In the Amount field, enter the payment amount for this
payee.

5. Click @ add anotherpayee and repeat steps 1-4 for all other
payees included in this multi payment. delete a payee from
this payment, click X on the far right.

Note: The Total amount is calculated at the bottom of
the screen

6. Click Next. The payment is ready for confirming and
submitting for authorisation. (Refer to 4: Submit payment
for authorisation)
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o Create or edit a payee

You can create a new payee or edit an existing payee while
creating a Pay multiple (Domestic) payment.

To create a new payee:

1. Click @ trestepayee The Create new payee page displays:

PAY MULTIPLE

Create mew payee

{ Backto payment

Payment type Payee type

8 Paymultiple (Domestic) BSB/Account number

Account name

Account number

2. Complete the fields.




3. Check Save payee to save the details for future use.

4. Click Save & Continue to use the new payee in your multi
payment. You may receive a prompt to check the details
before being returned to the Pay to page.

(Click Back to payment to cancel and go back at any stage.)

To edit a payee:

This option appears on the Pay To page whenever you select
a saved payee.

1. Click ¢ Editpaye= The Edit payee page displays:

PAY MULTIPLE

Edit payee
¢ Backto payment
FPayment type Fayea type
,Q Pay multiple [Domestic) BSE/Account number W
Account name
Contract Builder2
BSE Account numbear

063245

Payee nickname

Contract Builder 2

Save £ continue

2. Modify/amend the details you want to change.

3. Click Save & Continue. You may receive a prompt to check
the details before being returned to the Pay to page.

Tip: Click Back to payment to cancel and go back at any stage.
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Confirm payment details and submit
payment for authorisation

Once you have entered your payment details and clicked
Next (see 3: Select multiple payees), NAB Connect prompts
you to confirm the details before submitting the payment
for authorisation.

CONFIRM PAYMENT DETAILS

CASING ASSOCIATES IN

Pay from 083-517 I
Pay to 3 payees. View transaction list
Total Amount $4.00
Pay when Today: 31/01/2020
Description for you 123
Payment type Pay multiple (Domestic)
Will appear on statement as One payment
Search Q 0
A
1 sle;rea’}cam“m. . Suppliest $1.00
gf;;i‘am“m Suppliest 51.00
5 MNPPtestitom SecondBen 52.00

013-013 —
D Save as template

Please ensure all payment details are correct. We do not validate that the payment details provided match the intended
payee. Incorrect details could resultin a payment to the wrang account and may result in loss of your funds.

1. Ensure all payment details are correct. The Payee
Nickname will display as default. NAB Connect does not
validate that the payment details match the intended payee.
Incorrect details could result in a payment to the wrong
account and may result in loss of your funds.

2. To save the payment details as a template check
the bOX: D Ssveas templste

3. To change any details, click Back

4. To confirm the details, click m

Upon clicking Submit you may receive the following alerts
(see next page).




Possible alerts:

If you receive the following alert:

The beneficiary in 1 transaction is new, or hasn’t been paid to in
over a year. Please check the details are correct and click Submit
to continue.

Check the beneficiary details and if they are correct, click
Submit.

If your payment requires repair, you will receive the following
alert. It appears at the top of a screen with all of the payment
details displayed.

This payment réquires repair. Review the payment history for
more details.

You can check details in the payment history, or click Edit to
repair the payment, or Delete to delete it.

You can check details in the payment history, or click More
actions>Edit or More actions>Send for repair to modify/
amend the payment, or Delete to delete it.

If your payment is a duplicate payment, the system will alert
you as follows:

Unable to process request

G:i This payment is a possible duplicate of the following:
duplicate then please click the " Submit” button again.

. Ifthisisnota

If a duplicate template exists when you click Save as
template the system will alert you as follows:

A payment template with that name already exists:
¢ Click the Submit button again to replace the existing template or;
¢ Change the payment template name and click the Submit button.

What happens next?

Once successfully submitted, the payment you have created
awaits Authorisation.

If you do not have Authorisation access, the Payment
Submitted screen displays, showing details of the payment
that you have created.

If you have the required access to authorise the payment,
the Payment Ready for Authorisation screen displays.

e Review and if you wish to approve the payment

e Click to create a new payment.
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More actions v Print ~ | Export v
Status Requires authorisation (0/1 done) o
Pay from CASING ASSOCIATES IN

¥ 083-817
Pay to 2 payees. View transaction list
Total amount $3.00
When Today:31/01/2020
Payment ID
Payment type Pay multiple (Domestic)
Will appear on statement as Multiple payments
Payment history View payment history »
Transaction list

Search a @
D Payto Reference Description  gmgunt Status
Y for you
BeneAccount
2 013-013 ToBene 123 5100 Valid
DERIS
5 ENVLRO 665 2345 §2.00 WValid

083-047

m

e Click to create another payment

e Click View payment history to see details of previous
payments (see the example below)

e Click Close Payment at the top of the screen if you are
finished.

PAYMENT READY FOR AUTHORISATION

Authorisation (0 of 1)
Payment history

{ Backto payment

Date L time Details

15/12/2017 13:45:35 AEDT Fayment is ready for authorization - 1 authorisations required.

18/12/2047 13:45:35 AEDT Payment has passed Account Validation.

18/12/2047 13:45:33 AEDT Payment successfully validated.

Fayment has been created by FNSELENIUMS LNSELENI UM4

19/42/2017 13:45:33 AEDT
=5 " [ASELENILM].

Note: If you click Close payment at any stage prior to
submitting your payment, NAB Connect alerts you that you
will lose your work.

For further assistance, call the NAB Connect Client Centre on
1300 888 413.
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