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Registered Users — Admin

Registered users have the ability to manage the administration of their account.

After logging in (see Regqistered Users — Login for assistance), select the Administration button from the top
of the screen.

'@‘ Home
Australian Government ( I': I togoff
. ACCOUNTS A
Department of Home AfTairs PAVABLE ADVINSTRATION | (T), Help Centre

Introduction Approve Invoices Accounts Payable Schedule Payment History

Accounts Payable
- nts Pa

payment hist

e allows you to approve payment of inveices, view a schedule of pending payments, and view your

In Accounts Payable, you can do the following :

Approve |nvoices L
Approve and schedule payment of invoices.

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

Payment History
View payments that have been mads.

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

From this screen, you can add/edit:

e Australian Bank Accounts;

e Credit/Debit Card Details;

e Personal Details; and

e Password
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Australian Bank Accounts

As a registered user, you may have as many bank accounts registered in your online account as you wish.
When making a payment to the Department of Immigration and Border Protection (DIBP) you have the
ability to select any previously registered account.

The bank account must have an Australian financial institution BSB to be added to your account.
Users have the ability to:

e Register new Bank Accounts; and

e Enable/Disable or Change the Working Name on Registered Accounts

Please note: Either a bank account or credit/debit card must be registered before a payment can be made.
Register a New Bank Account

Users have the ability to enter account details for Direct Debit payments. This can be done when you first
register as a user, or by adding one at a later date.

1. From the Administration homepage, select
Australian Bank Accounts.

D &) Home
Australian Government @ Tm@ © togol
. NT: AD

Department of Home Affairs s TRA @ Heipcentre

Introduction ',/ Aus. Bank Accounts '/ Credit Cards " / My Details ' My Password

Administration
Administration allows yo

p information about your company

n Administration, you can do the following

Australian Bank Accounts
Sefup your Australian Bank acoounts.

Credit Cards
Setup your oredit cards.

My details
Changs your datai

My password
Chang your password.

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@homeafiais gov.ay
For information on the Depariments payment processing fimeframes please visit the Department website.

The Aus. Bank Account tab will be selected.

2. If the user account already has one or more Australian Government & | TIK oo
bank accounts registered they will appear in a Department of Home Affairs | - TN | © o cenee
. . |
list on this screen. inioducion | Aus. Bank Accounts  / Credil arda |/ Wy Detaits " / My Password
Accounts
Scrou down to register a new account. You can use this page to view your company's bank accounts, set default and register new accounts.
Bank Accounts

The following Australian bank accounts are set up for your business

Default  Working Name Account Name BSB  AccountNo. BankName BranchName Enabled
® First Account WBC Sydney Test Account 032-002 123465 ‘Westpac Sydney
Register New Account

Enter your new bank account details and press | Agree’

Working Name: I:l Name you use to describe this account

BSB: [ -[ 6 digitbank state branch number
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3. If there are no previously registered accounts
you will only see the lower part of the screen.

Complete the following fields:

Working This is a descriptive name that

Name you can call the account for
the purpose of tracking it
through the Westpac Online
Payment Facility. E.g. Main
Account

Account Enter the name the account is

Name held in. E.g. Jane Citizen

BSB A BSB is a 6-digit number in
the format xxx-xxx. It uniquely
identifies the bank branch
where your bank account is
held.

Account Enter the account number.

Number

Bank Name Enter the name of the financial
institution your account is held
with. E.g. National Australia
Bank

Branch Enter the location of the

branch that your account is
with. E.g. Canberra City

Read the Direct Debit Request (DDR)
Service Agreement. If you agree to these
terms, click the button to continue.

Please Note: Your account will only be
A debited when you approve payment of an
invoice.

4, The new account will now appear in the list of
registered bank accounts.

From here you can select any tab to complete
another administration action.

D ) Hame
Australian Government B Tm@ o Logar
aczoun

s

“ Department of Home Affairs @ Help Centre

Introduction "  Aus. Bank Accounts '/ Credit Cards ', / My Details ', / My Password

Accounts

In orde to make payments using this servics you must register at lsast one bank account for direct debit. Dirsct debit paymants will b mads from the.
selected account when invoices are approved. Click on "Users and Privileges” to grant access and approval limits to users.

Register New Account

Enter your new bank account details and press 'l Agree"

Working Name: I:l Name you use to describe this account
Account Name: :l Name that the account is registered in
BsE: [ <[ ®digit banksiate branch number
ActountNumber [ |

Direct Debit Request (DDR) Service Agreement

This Direct Debit Request (DDR) Service Agreement is issued by Department of

Home Affairs User ID 250065. It set's out yeur righis, CUr COMMiTmENt To vyou ~
and your responsibilities to us together with where you should ge for

assistance.

Our Commitment to you

v

* Department of Home Affairs will give you at least 14 days notice in writing

For help with this page please click on the Help icon at the fop of the screen or contact the Help Desk on corporale ireasury@homeafiairs.qov.au
For information on the Department's payment processing timeframes please vist the Department website.

& Home
Australian Government & Logolf
Department of Home Affairs @ Help Centre.

Introduction "/ Aus. Bank Accounts '/ Credit Cards ',/ My Details ",/ My Password
Accounts
You can use this page to view your company's bank accounts, set default and register new accounts.

Bank Accounts

‘The following Australian bank accounts are set up for yeur business.

Default ‘Working Name Account Name BSB  AccountNo. Bank Name Branch Name Enabled
@ First Account WBC Sydney Test Account  032-002 123465 Westpac Sydney

Register New Account

Enter your new bank account details and press ‘| Agree'

Working Name: l:l Name you use te describe this account
Account Name: Name that the aceount is registered in

BSB: - 6 digit bank state branch numboer

Westpac Online Payment Facility
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Enable/Disable or Change the Working Name on Registered Accounts

Users can enable or disable or change the working name of a bank account registered on their online
account. The working name on an account is a descriptive name that you can call the account for the
purpose of tracking it through the Westpac Online Payment Facility. E.g. Main Account

Please note: If the account you are attempting to disable has invoices scheduled to be paid you will be

unable to disable the account.

You will need to wait until the payments have been made or stop the scheduled payment and re-approve the
invoice payment selecting a different account (See Registered Users Accounts Payable - Accounts Payable

Schedule).

1. From the Administration homepage, select
Australian Bank Accounts.

— & Home
e togolf
NS | AcvmsTRATION | @ helpentre

Introduction ",/ Aus. Bank Accounts " / Credit Cards " /My Details " / My Password

Credit Cards

Satup your eradit cards,

My details
Changa your datai.

My p: d

asswore
Change your password.

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 gov ay
For information on the Depariments payment processing fimeframes please visit the Department website.

The Aus. Bank Account tab will be selected.

2. All the bank accounts that have been
registered will appear in a list on this screen.

From here you can:

e Select/un-select the enabled checkbox to
enable/disable the account; and

e Change the working name
Click the
f Please Note: You cannot disable a bank

account that has invoices scheduled for
payment.

Westpac Online Payment Facility

button to record the change.

— & Hame
Australian Government @ T%@ 153 Lot
acconrs |,

Department of Home Affairs \DVINSTRATION | @), Help Centre

Intreduction '/ Aus. Bank Accounts '/ Credit Cards ',/ My Details ',/ My Password

Accounts

You can use this page to view your company's bank accounts, set default and register new accounts.
Bank Accounts

The folloving Australian bank accounts are set up for your business

Default  Working Name Account Name BSB  AccountNo. BankName Branch Name Enabled

® First Account WBG Sydney Test Account  032-002 123465 Westpac Sydney

Register New Account

Enter your new bank account details and press | Agree’

Waorking Name: I:l Name you use to describe this account
Account Name: I:l Name that the account s registered in
BSB: [ -[ 6 digitbank state branch number
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3. The screen will refresh and the selected
account will now display the change.

From here you can select any tab to complete
another administration action.

& Hame

4 ;. ~ =
Australian Government o, Logoff
Department of Home Affairs @ Help Centre.

Introduction "/ Aus. Bank Accounts '/ Credit Cards ',/ My Details ",/ My Password

Accounts

You can use this page to view your company's bank accounts, set default and register new accounts.
Bank Accounts

‘The following Australian bank accounts are set up for yeur business.

Default ‘Working Name Account Name BSB  AccountNo. Bank Name Branch Name Enabled
@ First Account WBC Sydney Test Account  032-002 123465 Westpac Sydney

Register New Account

Enter your new bank account details and press ‘| Agree'

Working Name: l:l Name you use te describe this account

Account Name:
BSE: - 6 digit bank state branch numboer

Name that the account is registered in

Westpac Online Payment Facility
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Credit/Debit Cards

A registered user may have as many credit/debit card details registered in their online account as they wish.
When making a payment to DIBP you have the ability to select from any bank account or credit/debit card
that has been previously registered.

The Department accepts the following credit/debit cards in the Westpac online payment facility:
e Visa;

¢ MasterCard; and

e American Express

Users who choose to pay using a credit/debit card will incur a system calculated surcharge. A note
will appear on the screen when card details are entered advising you of the fee. This fee will differ
according to the type of card used. The surcharge shown in any examples in this documentation
may not reflect the current surcharge rates.

From the Credit Card screen users have the ability to:

e Reqgister new Credit/Debit Cards;

e Enable/disable and edit details on registered cards;

Please note: Either a bank account or credit/debit card must be registered before a payment can be made.

Register New Credit/Debit Cards

Users have the ability to enter their credit/debit card details for payments. This can be done when first
registering as a user, or by adding one at a later date.

1. From the Administration homepage, select ¢ awisnGoernmen. | 68 | TI0 &0
Credit Cards. s

Department of Home Affairs S @ Helpentre

Introduction ",/ Aus. Bank Accounts ",/ Credit Cards " /My Details ", / My Password

Australian Bank Accounts
Satup your Australian Bank acoounts

Credit Cards
Setup your credit cards,

My details

Changs your datsis.

My password
Changs your passwers.

For help with this page please click on the Help icon at the op of the: screen or contact the Help Desk on comorate treasury@homeafiairs qov.au
For information on the Departments payment processing fimeframes please visit the Department website

The Credit Cards tab will be selected.
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2. If the user account already has one or more
credit/debit cards registered they will appear
in a list on this screen.

Scroll down to register a new account.

3. If there are no previously registered cards you
will only see the lower part of the screen.

Complete the following fields:

Cardholder
Name

Credit Card
Number

Credit Card
Expiry

Click the

Enter the name as it appears
on the card.

Enter the credit card number.

Select from the drop down lists
the month and year the card
will expire.

button to continue.

f Please Note: Your credit/debit card will

only be debited when you approve

payment of an invoice.

Users who choose to pay using a

credit/debit card will incur a surcharge

fee. This fee will differ according to the

type of card used.

Westpac Online Payment Facility

£ Home
o Logolf

@ Help centre

Introduction , /Aus. Bank Accounts ',/ Credit Cards ' / My Details , / My Password

Credit Cards

“ou can use this page 1o view your eredit cards and register new cards.
Credit Cards
The following credit cards are set up

Enabled Working Name Cardholder Name Credit Card No. Expiry Date

Register New Credit Card

Enter your new credit card details and press 'Save’

Bxpiry Date: [01 w|s[2020 v

For help with this page please dlick on ths Help icon at the top of the sorsen or contact the Help Desk on corporats reasury@homeaffairs qov au
Forinformation on the Department's payment processing timeframes please visit the Department website

@ Home
Australian Government & togels
Department of Home Affairs Q@ elpcenire

Introduction , /Aus. Bank Accounts ', / Credit Cards ' / My Details \ / My Password
Credit Cards

You can use this page to view your credit cards and register new cards.
Credit Cards
The following credit cards are set up

Enabled Working Name Cardholder Name Credit Card No. Expiry Date

M s 7 e oy

Register New Credit Gard

Enter your new credit card details and press 'Save’

Expiry Date: [01 w|/[2020 v

For help with this page please cick on the Help icon at the fop of the screen or contact the Help Desk on corporate treasury@homeatiairs qov.au
Forinformation on the Department's payment processing fimeframes please visit the Department website.

Page 9 of 13



4, The new card will now appear in the list of Australian Government | G moe

| ADMINSTRATION | @) Help Centre

Department of Home Affairs

registered bank accounts. e

Introduction ",/ Aus. Bank Accounts ', Credit Cards ' / My Details ' /My Password

From here you can select any tab to complete Crest Garcs
another admlnlstratlon aCt|0n You can usé this page to view your credit cards and register new cards.
Credit Cards

The followiing credit cards are sef up.

Enabled Working Name Cardholder Name Credit Card No. Expiry Date

[} 520000..957 Joe Bloggs

S
&
<
5
o
<

Register New Credit Card
Enter your new credit card details and press 'Save’

Expiry Date: [01 w|/[2020 v

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
Forinformation o the Department's payment processing timeframes please visit the Department website.

Enable/Disable or Edit Details on Registered Cards

Please note: You cannot disable a registered credit/debit card that has been used to schedule a future
payment.

You will need to wait until the scheduled payment has been made or stop the scheduled payment and re-
approve the invoice payment selecting a different account (See the Registered Users Accounts Payable -
Accounts Payable Schedule help document).

& ame

1. From the Administration homepage, select b Austratian Government
Credit Cards. Department of Home Affairs

. Logolf

@ Helpcentre

Introduction ",/ Aus. Bank Accounts " / Credit Cards " /My Details " / My Password

Australian Bank Accounts
Sef-up your Australian Bank acoounts.

Credit Cards
Setup your credit cards,

My details
Changa your datai.

My password
Change your password.

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 gov ay
For information on the Depariments payment processing fimeframes please visit the Department website.

The Credit Cards tab will be selected.
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2. All the credit/debit cards that have been
registered will appear in a list on this screen.

From here you can:

e Select/un-select the enabled checkbox to
enable/disable the account;

e Change the cardholder name; and

e Update the expiry date of the account
Click the
:\ Please Note: You cannot disable a

credit/debit card account that is attached
to a scheduled payment.

3. The screen will refresh and the selected
account will now display the changes you
have made.

From here you can select any tab to complete
another administration action.

button to record the change.

&) Home
o Logolf
@ Help Centre:

Australian Government

epartment of Home Affairs

Introduction  /“Aus. Bank Accounts ',/ Credit Cards '/ My Details '/ My Password

Credit Cards

“You can use this page o view your credi cards and register new cards.
Credit Cards

The following credit cards are set up

Enabled Working Name Cardholder Name Credit Card No. Expiry Date

o 520000, 957 Joe Bloggs - |50
B s [ ] el gynsy

Register New Credit Card

Enter your new credit card details and press 'Save'

CostCattmter [
Expiry Date: [01 v]/[2020 v

For help wilh this page please click on the Help icon at the Lop of the Screen or contact the Help Desk on corporate.treasury@homeafiairs gov.au
Forinformation on the Depantments payment processing timeframes please visit the Dapartment websits.

Australian Government

@ [T [

* Department of Home Affairs

Introduction "/ Aus. Bank Accounts ',/ Credit Cards "/ My Details ', / My Password
Credit Cards

@ Hetp centre

You can use this page to view your credit cards and register new cards.
Credit Cards

‘The folloviing credit cards are set up.

Enabled  Working Name Cardholder Name Credit Card No. Expiry Date

O 244433111 ’—‘ [03v]

Register New Credit Card

Enter your new credit card details and press 'Save’

cesmosatumeer |
Expiry Date: [01 w]s[2020 v

For help with this page please click on the Help icon at the top of the screen or contact the Help Desk on corporate freasury{homeaffairs qov. au
Forinformation on the Departments payment processing fimeframes please visit the Depariment website.

Westpac Online Payment Facility
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Add/Edit Personal Detalls

Use these instructions to add or update previously entered details on your user profile.

1. From the Administration homepage, select

My details.

2. Some details from the registration process will

& ame
© toga

@ Helpcentre

Introduction ",/ Aus. Bank Accounts ",/ Credit Cards " /My Details ", / My Password

Administration

Administ llows yo information about your company

lowing
Australian Bank Accounts

Sat-up your Australien Bank aceounts

Credit Cards
Setup your credit cards,

My details
Chang your datai

My password
Changs your passwers.

For help with this page please click on the Help icon at the op of the: screen or contact the Help Desk on comorate treasury@homeafiairs qov.au

For information on the Departments payment processing fimeframes please visit the Department website

The My Details tab will be selected.

pre-populate. You can add to/change the

following fields:

Login Name

Email Address

Phone Number
Fax Number
Mobile Number

Security
Question 1

Security
Answer 1

Security
Question 2

Security
Answer 2

This is the name you chose
when setting up your
account, used to enter the
system.

This email address is used
for confirmation of
successful transactions.

A contact phone number.
A contact fax number.
A contact mobile number.

Select from a series of
questions used to prompt
you should you forget your
password. E.g. Mother’s
maiden name

The answer to security
question 1.

Select another question for
additional security. E.g.
Pet’s name

The answer to security
question 2.

Enter your password and click the
button as an additional security measure.

From here you can select any tab to complete

another administration action.

D @) Home
Australian Government @ W & togerf
Department of Home Affairs T | amsTRATION | @) Help Centre

Introduction ',/ Aus. Bank Accounts *, Credit Cards '/ My Details '/ My Password

My Details
My Details

Login Name: JOEB1234
Full Name: [Joe Bloggs
Email Address: [financial.systems@home]

Phone Number:

L ]
FacNomoer [ |
L

Mobile Number.

Security Question 1: | v
e
Security Question 2: | v

B ——
terYour Curentpasswora ror secumy |

Privacy notice:

‘This website is provided by Westpac. We will collect the information you provide to allow you to sign-in, reset your password and to contact you
about Quickstream. You can read more about how Westpac handles your personal information, including how to contact us, access or correct your

personal infermation, or make a complaint in our privacy policy.

For help with this page please click on the Help icon at the top of the screen or contact the Help Desk on corporate treasury@homeaffairs gov.au

Forinformation on the Departments payment processing imeframes please visit the Department website

Westpac Online Payment Facility

Page 12 of 13



Change Password

Use these instructions to change your password.

1. From the Administration homepage, select
My password.

&, Home
o Logelr

@ Helpcenire

ustralian Government

epartment of Home Affairs
Introduction Aus. Bank Accounts Credit Cards. My Details My Password

Administration
" liows

p information about your company

n Administr

n, you can do

Australian Bank Accounts
Sefup your Australian Bank acoounts.

Credit Cards
Setup your oredit cards.

My details
Changs your datai

My p: d

Y passwor
Chang your password.

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@homeafiais gov.ay
For information on the Depariments payment processing fimeframes please visit the Department website

The Change Your Password tab is selected.

2. To change the password complete the
following fields:

Current Enter the current password
Password

New The password must be at least
Password 8 characters in length and

contain at least 1 letter and 1
number (60 character
maximum).

Retype New
Password

Retype the new password.

Click the
password.

button to save the new

From here you can select any tab to complete
another administration action.

= &, Hame
Australian Government ( T%ﬁ o, Logell
Department of Home Affairs ADUINESTRATION | (@) Help Centre

Introduction ',/ Aus. Bank Accounts ',/ Credit Cards ', / My Details ',/ My Password

My Password
Change your password
To change your password, simply enter the new ane, retype to confirm it and prass Save.
Name: Joe Bioggs

Login Name JOEB1234
Current Password

New Password

Retype New Password

For help with this page please click on the Help icon at the fop of the screen or coniact the Help Desk on cororate. treasurv@homeaffairs.qov.au
For information on the Department's payment processing timeframes please visit the Department website.

Westpac Online Payment Facility
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