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NAB Connect enables you to create one-off  BPAY payments for a future date, or set up 
payments to be made periodically. Login to get started. 

How To
1. Create a one-off  or future dated BPAY payment 
2. Create a periodic BPAY payment 
3. View a BPAY payment

1   Create a one-off  or future-dated BPAY payment

A one-off  payment made for a future date is called a future-dated payment.

1. From the Payments menu, select BPAY. 

NAB Connect 
Quick Reference Guide
Create and view BPAY payments 
(one-off , future-dated and periodic payments)
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The CREATE PAYMENT screen displays

2. Complete the mandatory fields.

Field Description

Frequency Leave as the default value of One off  payment.

Value date Defaults to todayʼs date. Type or select a date up to 90 days in advance.

Account From the drop-down list, select the account that you want to use to fund the transaction.

Biller Type the Biller code. You can type three characters and click the Search icon to look up the biller code.
Select the Save biller checkbox if you want to save this biller. 
Note: if you have previously saved the biller you can start typing the biller details in the select biller 
window or select from the Biller dropdown list. The Biller and Customer reference fields will populate.

Amount Type the amount to be transferred

Customer reference number Type the Customer reference number. This number is supplied by the biller and usually appears alongside 
the biller code on their bills or invoices.

3. Click Submit.

If any of the required payment details (including the date and amount) or Customer Reference Number do not match the 
details on your bill, an error message displays. Check your bill and enter the correct payment details before re-submitting.

Important: 
Some billers use a standard customer reference number (CRN) to 
identify your account, while others prefer to use variable CRNs for 
each bill so they can track them more easily. That means it’s 
important to check the CRN on each bill when you pay it.
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2   Create a periodic BPAY payment

1. From the Payments menu, select BPAY.

 The CREATE PAYMENT screen displays.

2.  Complete the mandatory fields, using the table opposite as a guide.  

Important:  
For variable billers, you:

•  cannot create a periodic payment as the CRN will 
vary with each bill.

•  can create a BPAY payment template and type the correct 
CRN when you receive your bill.

•  can also contact your biller to discuss Direct Debit options.

Field Description

Frequency Select Periodic payment from the drop down list.

Cycle Select payment frequency. Options are fortnightly, monthly, quarterly or weekly.

First Payment Date Type or select the date that you want the first payment to be made.

Last payment date This information determines the date of your last payment. 
•  select the Until further notice option if you want the payment to be ongoing with no specified end date
•  select the Last payment date option and type or select the date 
•  specify how many payments you want to make, the system will calculate when the last payment date is.
Only applies to periodic payments.

Account From the drop-down list, select the account that you want to use to fund the transaction.

Biller Type the Biller code. You can type three characters and click the Search icon to look up the biller code.
Select the Save biller checkbox if you want to save this biller. 
Note: if you have previously saved the biller you can start typing the biller details in the select biller window or 
select from the Biller dropdown list. The Biller and Customer reference fields will populate.

Amount Type the amount to be transferred 

Customer reference 
number

Type the Customer reference number. This number is supplied by the biller and usually appears 
alongside the biller code on their bills or invoices.

What happens next?

Once successfully submitted, the BPAY payment awaits Authorisation. Click on    to approve the payment for 
processing.
If you do not have Authorisation access, the View Payment screen displays, displaying details of the payment that you have 
created.  

• Click    to create another payment, or 
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3   View payment

To view a BPAY payment at any time, select the appropriate Payment register from the Payments menu:

To view payment details, find the payment in the relevant register and click:

• The arrow for summary information, then Payment History for details, or

• The Payment ID for detailed information.
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If you click the Payment ID in the Payment Register, payment details display as follows:

If you click the Payment ID in the Periodic Payment Register, payment details display as follows:

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