
Welcome to the Online User Guide

The online guide is a simple and convenient aid to help 
you stay in control.

This booklet will help you to navigate our site and 
transact on your accounts.  To get started, you will need 
your Access Code and password.

Simply click on the relevant topic below to view the “how to 
instructions” :

➢ How do I log on?
➢ How do I reset my password if I have forgotten it?
➢ How do I add a payee?
➢ How do I make a payment?
➢ How do I set up a scheduled payment?
➢ How do I delete a scheduled payment?
➢ How do I modify a scheduled payment?
➢ How do I review my account details?
➢ How do I view, download or print my transaction 

history?
➢ How do I view my statement online?
➢ How do I update my statement delivery preferences?
➢ How do I change my online password?



To access your accounts online you will need your Access Code and Password.

Once logged in you will be able to:
1. View your account details
2. View balances and 

transactions
3. Download statements
4. Make payments.

If you have forgotten your password, select the “Forgot your 
password?” function on the login screen.

How do I log on?



How do I reset my password if I have 
forgotten it?

If you forgot your password, you can reset it.

On the login page:
1. Click Forgot your password?
2. Enter your access code
3. Enter your mobile phone 

number
4. Click Submit
5. A SafeCode will be sent to your 

mobile device
6. Enter your SafeCode
7. Click Submit and continue with 

additional steps on the next 
page.
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How do I reset my password if I have 
forgotten it?

1. Enter your new password
2. Enter your new password, again in 

the “Confirm New Password” field
3. Click on Submit.

Your password will be reset and you 
can login again immediately.
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How do I add a payee?
Once you have logged in, you can Make a payment and Manage payees from any page 
by hovering over the      in the bottom right hand corner of your screen.

To add a payee: 

https:\\                                                                                                   
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If you are making a payment to another account, you will be 
prompted to enter the Account number instead of a Reference 
number as well as the Account Name you are paying to.

1. Click on       to Manage 
payees

2. Select Add payee link in the 
right hand corner 

3. Enter the BSB/Biller code 
and click on Lookup payee

4. Enter the account number of 
BPAY reference number

5. Enter a nickname for the 
payee/biller

6. Click on Save payee.
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How do I make a payment?
Once you have logged in, you can Make a payment from any page by hovering over the      
in the bottom right hand corner of your screen.

https:\\                                                                                                   

Account 2                Available funds                                                                              
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1. Click on       to Make a 
payment from the bottom left 
hand corner

2. Search for the account you 
wish to pay or click +Add 
payee

3. Select the account you wish 
to pay from 

4. Enter the amount you wish to 
pay

5. Select the date and 
frequency via the calendar or 
the drop down box

6. Click on Pay and continue 
with additional steps on the 
next page.
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How do I make a payment?
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7. A ‘Confirm Transfer’ screen will be 
displayed. Review the payment 
details, enter your password (if 
prompted) and click on Confirm 
transfer to proceed with the 
payment. Alternatively, if the 
details are incorrect, click on 
Cancel transfer 
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8. A receipt will then be displayed to 
confirm “Your Payment Request 
has been successful” along with a 
payment reference number

9. If you wish to print a receipt, click 
on Print receipt, and Print button 
within another pop up window from 
your printer

10. Click on Done to close the window.



How do I set up a scheduled 
payment?

https:\\                                                                                                   

Once you have logged in, you can Make a payment and Manage payees from any page 
by hovering over the      in the bottom right hand corner of your screen.

Click on      to create a Scheduled payment.

1. Search for the account you 
wish to pay or click +Add 
payee

2. Select the account you wish 
to pay from 

3. Enter the amount you wish 
to pay

4. Select the date and 
frequency via the calendar 
or the drop down box

5. Select a future date to 
schedule the payment for.

6. Click on Pay and continue 
from Step 7 of ‘How do I 
make a payment?’

7. Click on       to view, edit or 
delete the scheduled 
payment you have created.
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How do I delete a scheduled 
payment?

https:\\                                                                                                   

Click on      to view your Scheduled payments.

1. Click on Delete if you wish to 
delete an existing scheduled 
payment and continue with 
additional steps on the next 
page.
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How do I delete a scheduled 
payment?

2. Confirm by selecting 
Delete 

3. You can also Cancel if 
you no longer wish to 
delete your scheduled 
payment.
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How do I modify a scheduled 
payment?

https:\\                                                                                                   

Click on       to view your Scheduled payments.

1. Click on Update to modify 
the details of the scheduled 
payment and continue with 
additional steps on the next 
page.
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How do I modify a scheduled 
payment?

2. Make the required changes 
to the amount, description, 
date and/or frequency. You 
will not be able to amend the 
from and to accounts

3. Click on Modify payment
4. A ‘Confirm Transfer’ screen 

will be displayed. Review the 
payment details. Enter your 
password (if prompted)

5. Click on Confirm transfer 
for the changes to take effect

6. If you decide not to proceed 
with the changes, click on 
Cancel transfer

7. A receipt will then be 
displayed to confirm “Your 
Payment Request has been 
successful” along with a 
payment reference number

8. If you wish to print a receipt, 
click on Print receipt, and 
Print button within another 
pop up window from your 
printer

9. Click on Done to close the 
window.
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How do I review my account details?

To display the full account details of your selected account:

The Manage account tab provides additional account details including:

➢ interest rate and charges

➢ security details

➢ your contact details

➢ your nominated accounts list

➢ any related accounts

➢ any related parties (guarantors). 

Log in with your Access Code 
and Password

1. Click on the account in the 
left hand panel for which you 
wish to view account details

2. Click on Manage account in 
the top right of the screen

3. Click Account details.



How do I view, download or print 
my transaction history?

You can view a complete listing of your transaction history before your statement is 
produced.

Log in with your Access Code 
and Password

1. Click on the account in the 
left hand panel for which 
you wish to view 
transaction history

2. Your transactions will be 
displayed on screen

3. To download your 
transaction history – click 
on the     download icon at 
the top of your transaction 
viewing pane

4. To print your transaction 
history – click on the       
print icon at the top of your 
transaction viewing pane.



How do I view my statement online?

To view your statements online: 

Log in with your Access Code 
and Password

1. Click on the account in the 
left hand panel for which you 
wish to view statements

2. Click on Statements in the 
top right of the screen

3. Your statements will be 
presented in the centre panel

4. To print your statement click 
on the       icon to download 
your statement for you to 
save or print.



How do I update my statement 
delivery preference?

To select your statement delivery preference: 
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Log in with your Access Code 
and Password

1. Click on the account in the 
left hand panel for which you 
wish to view statements

2. Click on Statements in the 
top right of the screen

3. In the right-hand navigation 
pane click on the down arrow 
to select to receive 
statements as online or 
printed (if applicable)

4. Enter your email address to 
receive statement availability 
notifications

5. Click on the box to agree to 
the terms and conditions.

6. Click on Save statement 
options.
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How do I change my online password?
To change the password you use to log in:

Log in with your Access Code and 
Password

1. Click on the customer silhouette 
icon in the top right corner of the 
screen

2. Select Update password
3. Enter your current password
4. Enter your new password, then 

enter your new password again 
in the “Confirm New Password” 
field

5. Click on Change password.
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