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Registered Users — Accounts Payable

Registered users can manage their payments to the Department of Immigration and Border Protection

(DIBP) and keep a track of payment history using this facility.

After logging in (see Registered Users — Login for assistance), access the Accounts Payable pages by
selecting Accounts Payable from the top of the screen.

ey
Australian Government (

Department of Home AfTairs

Accounts Payable

nts Pa e allows you to app

Approve |Invoices

Approve and schedule payment of invoices.

Accounts Payable Schedule
“iew the schedule of approved payments. You can also stop &
payment.

Payment History

View payments that have been made.

of pending payments, and view y

@ Home
%}E [% Logoff

TS § L T .
ADMINSTRATION | (T), Help Cantre

Introduction Approve Invoices Accounts Payable Schedule Payment History

For help with this page please click on the Help icon at the fop of the screen or contact the Help Desk on corporate treasuryd@homeaffairs gov.au
For information on the Department's payment processing timeframes pleasze visit the Depariment website.

From this screen you can:

Approve Invoices;

Manage your Accounts Payable Schedule; and

View your Payment History
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https://www.abf.gov.au/imports/files/fact-sheets/registered-users-login.pdf

Approve Invoices

The Approve Invoices page displays a list of unpaid invoices for the Customer Account of the logged in user.
From this screen users can approve and schedule invoices for payment. Once approved, invoices will be
processed immediately or appear on the Accounts Payable Schedule where the payment date has been set
for a future date.

1. From the Accounts Payable homepage,

— & Home
Australian Government @ T%Iji & togolf

WANESTRATION | @) Help Centre

Department of Home Affairs

select Approve Invoices. ]

Introduction ',/ Approve invoices ' Accounts Payable Schedule ',/ Payment History

Approve Invoices
Approve and schadule payment of invoicss

Accounts Payable Schedule
1 he Sohedule of approved payments. You can als Stop &

Payment History
Views payments that have baen made.

For help with this page please click on the Help icon at the top of the screen or contact the Help Desk on comarate reasury(@homeafiairs qov.au
Forinformation on the Depariment's payment processing timeframes please visit the Department website.

The Accounts Payable Approval screen displays.

2. All invoices that have not yet been approved Auseratian Government | 68 | TIL S0

s RATN | D) elp e

partment of Home Affairs

for payment will be displayed. N

Introduction ',/ Approve Invoices '/ Accounts Payable Schedule ' / Payment History

You can sort the list of invoices by selecting Rocourts Payable Approval
The following invoices are awaiting your approval or require scheduling for payment. Scheduled payments will appear on your accounts payable schedule.

from the sort by drop down list or use the Vo may 50 St o spcc e
S earc h fac I | Ity to | Ocate a parn Cu |ar I nvo I Ce . Please Note: Invoices will appear in your Accounts Payable Approval list within approximately 15 minutes of cre ation.

8 Payments. Total
The list can be sorted by: Sortby: (Do Duc__]
Invoice Invoice Date Invoice Amount Amount Owing Date Due Select Part-pay
AAAKPLMM30010001 24 Jun 2019 589.00 589.00 AUD 18 JUN 2020 D Partpa
o D U e d ate ; AAAKPLM3F0010001 24 Jun 2019 589.00 589.00 AUD 19 JUN 2020 D e
AAAKPLNAS0010001 24 Jun 2019 564.00 56400 AUD 20 JUN 2020 D Part.pa
[ ] InVOlCe' AAAKPM4WL0010001 24 Jul 2019 34,150.00 3418000 AUD 24 JUL 2020 D Partpa
AAAKPMTJIT0010001 25 Jul 2019 3,305,456 60 3,305,456 60 AUD 25 JUL 2020 D Part-pa
n . AAAKPTTXE0010001 02 Apr 2020 22150 22150 AUD 02 APR 2021 g
e Amount Owing; SR ] Patpsy
.. previous 1 mext ...

e |nvoice Date; and

Schedule Payment
Total Amount Selected: [0.00

L4 InV0|Ce AmOU nt Schedule Payment on: =
Pay from Account:

Schaduls sl ickad payments

See Approve Invoice Fields for a description

of the fields. For information on the Depariments paymen processing fimeframes please visi the Departmen! wichsite.
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3. To approve an invoice for payment, tick the
select checkbox to the right of the invoice(s)
— this will populate the schedule payment
fields.

Complete the following fields in schedule
payment:

Total Amount This amount will default into

Selected this field according to the
amount owing on the
invoice(s) that have been
selected. This is a read only
field and cannot be changed.

Schedule Payment
Total Amount Selected: |76.18

Schedule Payment on: |12 Dec 2012 [:'?-|

Pay from Account. Credt Card L‘
Schedule The date will automatically Selectount
Payment on default into this field as per ey Savings Account
DIBP terms of payment e Cheque Account

according to the invoices
selected. If the due date has
passed the date will default to
the current date. You can use
the calendar to select what
date you would like the
payment to come out of your
account or alternatively enter
directly into the field DD MMM
YYYY. E.g. 20 Feb 2007

Pay from Select from the drop down box

Account one of the active cheque,
savings or credit/debit card
accounts that you have set up
to make payments from.

Click the button to schedule
payment for the selected invoices.

The Accounts Payable Approval screen displays.

4. Review the details that you have entered Austratian Government (7 Th oo
and C“Ck the button to epartment of Home Affairs r3 ADMINSTRATION | (@), HelpCenlre
. |
approve the payment of the invoice(s). rocion’, Rpprove imoices/ Rocounts Payabl Schedile, PaymentFiaioy
Accounts Payable Approval
Confirm Details
Amount: 589.00
Surcharge: 577
A surcharge of 0.98% is payable for payments.
Important: Users who choose to pay o B
using a credit/debit card will incur a

surcharge fee. This fee will differ

For help with this page piease click on the Help icon at the top of the screen or contact the Help Desk on comorate ireasury@homeaffairs qov.au
For information on the Depariments payment processing fimeframes please visit the Depariment website.

according to the type of card used and
will be displayed on this screen. The
surcharge shown in this example may not
reflect the current surcharge rate.

The Accounts Payable Schedule tab is selected.
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5. If you are making a payment using your
credit/debit card scheduled for the same day
you will receive a message advising that the
payment has been made.

A remittance advice will be sent to the email
address on the account once the payment is
made.

Payment made by direct debit or scheduled
for a future date will be listed in the
accounts payable schedule.

From here you can:

e Change the date for payment; or

e Stop the payment

Refer to Payment Processing Times for
information on when your payment will be
processed.

G

Introduction ', Approve Invoices */“Accounts Payable Schedule ", / Payment History

N & hame
Australian Government @& m@ © Logol!
Department of Home Affairs | % ACVINSTRATION | @, etp Conte

Accounts Payable Approval

Payment Created

Your credit card payment will now be processed

For help wiith this page please click on the Helpicon at the op of the screen or contact the Help Desk on corporate treasury@homeafiairs gov.au
Forinformation on the Depariment's payment processing timeframes please vist the Depariment viebsite.

— & tame
! Australian Government @B %@ © Logorr

VINSTRATION | @) Help Centre

Department of Home Affairs

introduction ',/ Approve Invoices ',/ Accounts Payable Schedule '/ Payment History

Accounts Payable Schedule

‘The folloviing invoices have been approved and will be paid on the scheduled date. To schedule addifional invoices, aporove inveices for payment.
You may aiso search for speciic invoices.

For information on the Depariments payment processing fimeframes please visit the Depariment uiebsite.

2 Payments Total
Sort by: 60092 AUD
Invoice Invoic Date Invoice Amount  Payment Amount n’;}]‘i SE"”"E':::’“ J::;f::‘;-:.“ Stop
AAAKPLM3F0010001 24 Jun 2019 539.00 SSWAD [ Sepa0 el rwwaccom [
AAAKP3EPY0010001 27 Feb 2020 1,216.60 1192AUD |27 Feb 202 [Els| Oreat Cara o
previous 1 next

Stop ticked paymants
an anges

For help with this page piease dlick on the Helpicon at the top of the screen or contact the Help Desk on cororate treasury@homeafiairs gov.au
For information on the Depariment's payment processing timeframes piease visit the Depariment uiebsite.
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Approve Invoice Fields

1 Payment Total
Sort by: Date Due - 56.00
Invoice Invoice Date Invoice Amount Amount Owing Date Due Select Part-pay
0017329 09 Jul 2003 66.00 66.00 AUD D8 AUG 2003 Part-pay
.. previcus 1 next ...
Field Description
Invoice This is the number that represents the invoice. In this example this invoice is

from an ICS transaction. You can click on the invoice number to view more
information about the invoice and its audit history.

Invoice Date The date the invoice was generated.
Invoice Amount The total amount of the invoice.
Total The total amount owing on all unapproved invoices (or the invoices that match

the search criteria).

Amount Owing The remaining amount owing on the invoice (part of the invoice may already have
been paid).
Due Date The date the invoice is due to be paid to DIBP. If the due date has passed it will

be displayed in red.
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Payment Processing Times

Credit/Debit Card Payments

1.

Login in today; schedule a payment for today (banking day or non-banking day).

The payment will be processed immediately and transferred to the Department of Home Affairs within
15 minutes. Once submitted it cannot be stopped.

Login today; schedule a payment for a future date (banking day).

The payment will be made at 3am on the scheduled day. The payment can be stopped prior to 3am on
the scheduled day.

Login today; schedule payment for a future date (non-banking day).

The payment will be made at 3am on the next banking day after the scheduled date. The payment can
be stopped prior to 3am on that day.

Direct Debit (Direct Entry) Payments

1.

Login in today; schedule the payment for today (banking day prior to 16:00).

The payment will be processed in overnight banking. The payment can be stopped prior to 16:00 on that
day.

Login in today; schedule the payment for today (banking day after 16:00 or non-banking day) or
schedule the payment for a future date (non-banking day).

The payment will be processed in overnight banking the following banking day. The payment can be
stopped prior to 16:00 on that day.

Login in today, schedule the payment for a future date (banking day).

The payment will be processed in overnight banking that day. The payment can be stopped prior to
16:00 on the scheduled day.
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Accounts Payable Schedule

The Payments Schedule page enables users to view invoices scheduled for payment on a future
date. Payments are displayed in reverse chronological order and totals are displayed above the columns. All
totals reflect all of the payments scheduled not just those visible on the screen.

& Home
o togoff

1. From the Accounts Payable homepage,
select Accounts Payable Schedule.

@ Help Centre

Introduction ',/ Approve Invoices ',/ Accounts Payable Schedule ',/ Payment History

Accounts Payable
0 iew a schedule of pending payments, and view your

Approve Invoices
‘Approve and sot

hedule payment of invoioas

hedule of sppraved payments. You can sls stop =

Paymen History
View paymenis that have been made

For help with this page please click on the Help icon at the fop of the screen or contact the Help Desk on comorate treasury@homeaffairs gov.au
Forinformation on the Departmant's payment processing timeframes please visit the Department website.

The Accounts Payable Schedule screen displays.

2. All invoices that have been approved for Australlan Government i
Department of Home Affairs @ Help certre

payment will be displayed.

Introduction ',/ Approve Invoices ",/ Accounts Payable Schedule " / Payment History

You can sort the list of invoices by selecting Accounts Payabl Scheduls
from the S O rt b y d ro p d OWn I ist Or use th e v‘\’:::g:v;lggo|:;;;t:::f::::elzmn‘:‘:}:;uev:d and will be paid on the scheduled date. To schedule additional invoices, approve invoices for payment.
searc h faC | | |ty tO SearCh fOI‘ a partl cu Iar For infermation on the Department's payment processing timeframes please visit the Department wiebsite.

invoice. 2Payments Total
sort by: £00.92 AUD
. Invoice Invoice Date Invoice Amount  Payment Amount ”?Le’s:m'ﬂf“ “:,‘a“y"::":";l" Stop
The list can be sorted by AMAKPLMBFO010001 24 Jun 2019 589.00 WA frsepz00 el Ftaccount [
AAAKPIEPY0010001 27 Feb 2020 121660 MO [FEREE p| cesicme [

e Due date;

previous 1 next

e Invoice;

Stop ticked payments
and

e Amount Owing;

For help with this page please click on the Helpicon at the top of the screen or contact the Help Desk on cororate treasuny@homeafairs gov au
For information on the Deparments payment processing timeframes piease vist the Depariment viebsite.

e |nvoice Date; and

e |nvoice Amount

See Accounts Payable Schedule Fields for a
description of the fields on this page.
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Accounts Payable Schedule Fields

2 Payments Total
Sortby: Date Scheduled T39.48 AUD
Invoice Invoice Date Invoice Amount Payment Amount Date Scheduled Account to Stop
for Payment Pay From
0003269 06 Aug 2003 739.48 100.00 AUD [05 Jun 2008 .| Test Account
0003269 06 Aug 2003 739.48 539.48 AUD [05 Jun 2008 .| Test Account
.. previous 1 next ..
Field Description
Invoice This is the number that represents the invoice. You can click on the invoice

number to view more information about the invoice and its audit history.

Invoice Date The date the invoice was generated.

Invoice Amount The total amount of the invoice.

Payment Amount The amount that will be paid on this invoice.

Total The total amount owing on all approved invoices.

Date Scheduled for The date the invoice is due will automatically default. If the due date has passed
Payment this will default to the current date.

Account to Pay From  The registered account or credit card that the payment will be made from.

Stop If this payment is to be stopped there will be a tick in the checkbox.
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Stop an Invoice Payment

Should you need to, you can stop a payment to the Department of Home Affairs depending on the account
you have scheduled the payment from and the date that the payment was scheduled for. Refer to Payment
Processing Times for more information.

1. Select the stop checkbox to the right of the

invoice and click the
record the changes.

2. The screen will refresh and the payment will

button to

be removed from the schedule.

An email will be sent to the email address
on the account advising of the stopped

payment.

If you wish to reschedule the payment at a
later date you will need to approve the

invoice again (see Approve Invoices).

Australian Government ( THPK

DVINSTRATION

Department of Home Affairs

& Home
© Logoff
@ Help Centre

Introduction ',/ Approve Invoices " Accounts Payable Schedule ',/ Payment History

Accounts Payable Schedule

‘The following invoices have been approved and will be paid on the scheduled date. To schedule additional invoices, Zpprove invoices for payment

You may also search for specific invoices.

Forinformation on the Department's payment processing timeframes please visit the Department

2 Payments Total
Sort by: [Date Scheduled V' Gl
Invoice Invoice Date Inveice Amount  Payment Amount
AAAKPLM3FO010001 24 Jun 2019 589.00 589,00 AUD
AAAKPIEPY0010001 27 Feb 2020 1,216.60 1192 AUD
previous 1 next ...

website.

Date Scheduled Account to
for Payment Pay From

2502020 [gy| FistAccomt (g
27 Fe 2021 [g)y|  Credit Cand O

stop

Stop ficked payments
and save changes

For help with this page please elick on the Help icon at the top of the screen or contact the Help Desk on corporate reasury@homeafiairs qov.au
Forinformation on the Department's payment processing timeframes please visit the Deparment website

Australian Government

< | M

STRATION

partment of Home Affairs

& Home
© Logelf
@ Help Gentre.

Introduction ',/ Approve Invoices ',/ Accounts Payable Schedule ", Payment History

Accounts Payable Schedule

‘The follovring invoices have been approved and will be paid on the scheduled date. To schedule additional invoices, approve invoices for payment

You may also search for specific invoices.

Forinformation on the Depariments payment processing fimeframes please visit the Depariment website.

1 Payment Total

sortby: 1192 aw0

Invoice Invoice Date  Invoice Amount Payment Amount
AAAKP3EPY0010001 27 Feb 2020 1,216.60

previous 1 next

For help with this page please click on the Help icon at the top of the screen or contact the Hel

Date Scheduled  Account to

for Payment Pay From P

MSZAUD [TFeba02 [mge( CedtCad [

Stop ticked payments
and save shanges

For information on the Department's payment processing fimeframes please visit

Ip Desk on comporat

Westpac Online Payment Facility
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Change the Scheduled Date of Payment on an Approved Invoice

Should you need to, you can amend the date a payment is scheduled to be made to the Department of
Home Affairs depending on the account you have scheduled the payment from and the date that the
payment was scheduled for. Refer to Payment Processing Times for more information.

To change the payment amount or the account to make the payment from you will need to stop the payment
and go through the process of approving it again, this time selecting the correct details. See Stop an Invoice

Payment.

1.

2.

To change the payment date, select the
calendar [ icon next to the date and
make the desired change.

Click the button to record the

changes.

The screen will refresh and the payment
date will be updated.

Australian Government

Department of Home Affairs

Introduction ' Approve Invoices '/ Accounts Payable Schedule '/ Payment History

Accounts Payable Schedule

The folloving invoices have been approved and will be paid on the scheduled date. To schedule additional invoices, approve invoices for payment,
“You may alse search for specific invoices.

Forinformation on the Department's payment processing timeframes please visit the Department website_

 Payment Total
sortoy: 1152 AW
Invoice Invoice Date  Invoice Amount  Payment Amount D‘;('frf, & https/fquicks..  — x
AAAKP3EPY0010001 27 Feb 2020 1,216.60 1152400 [27 Fen 24 September 2020
September 2020
sun [Mon [ Tue [wed[ Thu [ Fri | sat
previous 1 next 7 z 15 2 5
6l7|&e)9fwo)jn|iz
13 | 14|15 )16 | 17 | 18 | 19
20|21 |22)23[24)25| 26
27 (282830
For help with this page please click on the Help icon at the fop of the screen or contact the Help Desk or
Forinformation on the Depariment's payment processing fimeframes please visit the Department website.

& Home

Australian Government & togolr

Department of Home Affairs @ telp Gentre

Introduction ',/ Approve Invoices ',/ Accounts Payable Schedule "/ Payment History

Accounts Payable Schedule

‘The following invoices have been approved and will be paid on the scheduled date. To schedule additional invoices, approve invoices for payment.
Youmay also search for specific invaices,

For information cn the Departments payment processing fimeframes please visit the Depariment website

1 Payment Total
Sort by: [Date Schedued V| 28 40D
Invoice Invoice Date Invoice Amount  PaymentAmount  D%te Sehetuied - Accountte giop
AABKPIEPYOO10001 27 Feb 2020 121660 1152AUD  [305ep 2020 ordtCas [
previous 1 next

Stop ticked payments
and save change:

For help with this page please click on the Help icon at the top of the screen or contact the Help Desk on comorate treasury@homeaffairs gov au
For information on the Depariments payment processing imeframes please visit the Department website.
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Payment History

The Payment History page enables users to search and view payments previously made to DIBP.

1. From the Accounts Payable homepage,
select Payment History.

= & Home
Australian Government ( Tmﬁ & togeff
Department of Home Affairs lE | AmanesTeamo

Introduction ',/ Approve invoices ',/ Accounts Payable Schedule ',/ Payment History

@ Help Centre

ayable

le allows you to

ew a sehedule of pending payments,

InA

Approve Invoices L=
Bpprove and schadule payment of invcioss

Accounts Payable Schedule
Views the sohedule of approved paymants. ou can ko Stop &
payment

Payment History
Views payments that have baen made.

For help with this page please click on the Help icon at the top of the screen or contact the Help Desk on comarate reasury(@homeafiairs qov.au
Forinformation on the Depariment's payment processing timeframes please visit the Department website.

The Accounts Payable History screen displays.

2. Enter the search criteria into the appropriate
entry boxes. If more than one box is
completed, all of the entered search criteria
is applied as an AND action.

See Payment History Search Fields for a
description of the search fields.

3. After you have entered the search criteria
click the button.

Based on the criteria entered the
transaction table at the bottom of the
screen will update.

Click the button to export the
data in the table to an Excel spread sheet.

Australian Government

& T o5

HINSTRATION | (@) Help Centre

i Department of Home Affairs

Introduction ",/ Approve Invoices ",/ Accounts Payable Schedule ",/ Payment History

Accounts Payable History

Enter your search criteria and press Search

Invoice  Payment Amount Date Paid ecnimiEasd status.

From
I 23 sep2020 [y M 7 e
1o P3Sep2020 [ X faitea

%
& processing

Remittance ~ Receipt
Advice  Number

Al payments marked wih < have boen made. Payments shown with XX were atiempied, bul faed. Paymenls shown wiha 9% are being processed. For
more information, click on the remittance advice link.

Transactions Total
Sort by:
Account » .
_ Invoice Payment Remittance Receipt
Invoice Invoice Date e Aot Date Paid FF::I:\ Status ‘Advice. Number

For help with this page please click on the Help icon at the top of the screen or contact the Help Desk on comorate treasury@homeafiairs qov.au
Forinformation on the Depariments payment processing imeframes please visit the Department viebsite.

T

@ netpeentre

Introduction '  Approve Involces | / Accounts Payable Schedule ./ Payment History

Accounls Payable History

Enter your search crileria and press Search

Invoice  Payment Amount Date Paid Account Paid Status Remittance  Roceipt

Advice  Number

r
e e— [22 50p 2020 [T@le| [-ALL- > ¥ paa
o Prsean [EH ¥ X faled

[~
[ yr—

AN paymonts marked with < havo beon made. Payments shown with X were attemplsd, but fatad. Payments shown with a 3. aro boing prasessed. For
cke iomaton chck on g remAlance scwics

2 Transactions. Total

Sort by: [ Dale Paid ~ 182329 AUD

Invoice Invoice  Payment
Date Amount Amount

27 Feb 1,216,680 1,228 52 AUD
2020

Invoice

AANSEIERY0010001
AsaKpPLuSgione: 2Jan 58900 59477 AUD

previous 1 next

Date Paid

22 5ep 2020

23 Sep 2020

Account .
Remittance  Receipt
Paid Status
) Advice Number

444433011 SUP1060455541  View

520000.857 s 22055601 SUP1060499802 View

Westpac Online Payment Facility
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Payment History Search Fields

Erter your search criteria and press Search

. . Account Paid Remittance  Receipt
Imvoice Payment Amount Date Paid o Status Advice Nsnber
| R2mar 2007 [ |-ALL- | F ¥ pad [ [
tofzzmar 2007 [FElw ¥ X faied

Field
Invoice

Payment Amount

Date Paid
Account Paid From

Status

Remittance Advice

Receipt Number

v jk processing

Description
The invoice number.

The amount that was paid to DIBP.

Note: this amount will include any surcharge paid.
The date range (to and from) that the invoice was paid to DIBP.
Select from the dropdown list the registered accounts for this Customer.

By default all of these checkboxes will be ticked. They indicate that:
All payments marked with a ¥ icon have been successfully completed.
Payments marked with a X icon were attempted, but failed.

Payments with a % icon are being processed
An electronic document (sent via email) indicating the success or failure of an
attempted payment. Also contains other payment related information e.g. bank

reference.

The number allocated to the transaction upon success of payment.
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