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ADF Online User Guide

OVERVIEW

This user guide has been designed for all ADF
clients who wish to use ADF Online to access their
accounts online at any time. A basic level of
understanding of reconciliation processes, making
payments and usage of an accounting system is
considered a pre-requisite for this training.

This user guide provides an overview of the
functionality available to allow clients to reconcile
their accounts and make payments. This user
guide should be followed in conjunction with the
ADF's FAQs and your internal processes.

» Phone: 07 3324 3777
» Email: adf@adf.catholic.net.au
» Website: adf.brisbanecatholic.org.au

EXPECTED LEARNING OUTCOMES

After completing this user guide you should:

» Have an in-depth understanding of ADF Online;

» Be able to confidently navigate the different
areas of ADF Online;

» Know how to process internal and external
payments; and

> Be able to easily export account statements
or data for reconciliation.

GLOSSARY OF TERMS

Below is a listing of terminology that may be
used throughout this booklet in relation to
the direct debit facility, functionality and
transactional processing.

>

»

ADF
Us

Rejection

APCA

BECS
CBA
EFT

BPAY

CRN
DDR

Archdiocesan Development Fund
The Archdiocesan Development
Fund (the ADF)

Term for when a direct debit is
returned to the ADF as unpaid.
Australian Payments Clearing
Association. APCA is the self-
regulatory body for the
Australian Payments industry.

It is their responsibility to
develop regulations, procedures,
policies and standards governing
payments processing within
Australia. They oversee five
clearing systems including the
direct debit network. Part of the
oversight of the direct debit
network focuses on who can
process direct debit payments.
Bulk Electronic Clearing System.
Commonwealth Bank of Australia.

Electronic Funds Transfer of
money to an account within
Australia.

BPAY is an electronic bill
payment system in Australia
which enables payments to be
made through a financial
institutions online, mobile or
telephone facility to
organisations which are
registered as BPAY billers.
Customer Reference Number.

Direct Debit Request/s.

» A# Number ADF system generated reference

number for the direct debit
request.


mailto:adf@adf.catholic.net.au

Introduction to ADF Online

OVERVIEW

ADF Online is an online platform that allows you
to access your accounts and perform transactions
24 hours a day, 7 days a week from any location
with internet access.

ADF Online gives customers the ability to:

» View current account balances;

» Transfer funds between ADF accounts;

» Transfer funds to accounts held at other
financial institutions;

» View, print and download transaction listings;

» ViewfuturePeriodic Paymentsor Direct Debits;

» The ability to upload creditor files for batch
payments if your accounting package is able
to generate ABA files;

» BPAY Payer functionality allowing you to make

» BPAY payments; (i)

» School specific functionality including the
ability to create, change and delete school fee
Direct Debits or upload Direct Debit files from
school accounting package for self-managed
direct debits; (ii)

(i) BPAY Payer Online Access Agreement required
to be completed before functionality is
provided.

(ii) Agreement to Process Direct Debits required to
be completed before functionality is provided.

SECURITY FEATURES

We have a number of security features enabled on
ADF Online. These include:
The ability to have ADF Online users set up
with different access levels depending on the
activity they are required to perform.
Authorised users can be set up as:
Enquiry only
View accounts and generate transaction
listings but not perform any transactions).
Data only
Upload files, prepare payments, view
accounts and generate transaction listings.
Fully transactional
Authorise transactions and/or files as well
as all other actions that the enquiry and
data only users can complete.
All data and transactional users are set up with
their own unique login name and password
and may be required to enter their date of
birth each time they log in. We strongly
recommend that users never record or share
their log in details with anyone else, and that
they regularly change their ADF Online
password.
All transactions and batches processed through
ADF Online require dual authorisation,
meaning that 2 fully transactional users are
required to authorise all transactions and
batches before they will be processed.
All accounts have a default external transfer
limit (the amount that can be sent to another
financial institution) of SO. If you would like to
increase this, please complete the Application
for Vaariation of Standard Daily Limits form
which can be found on our website under the
'Forms' page.

PROCESSING CUT-OFF TIMES

We process your payments throughout each
working day. In order for your external payment
to be processed same-day, please ensure they
are fully authorised by the final cut-off time
3.30pm AEST.

An internal transfer between your own accounts
or to another ADF customer processes instantly.



Establishing Access to ADF Online

OVERVIEW

In order to streamline processes, establishing
access to ADF Online is now part of the Account
Authority process and all forms are now available
on our website.

THINGS TO CONSIDER BEFORE APPLYING

FOR ADF ONLINE

Consider who will be given full access to the
accounts on ADF Online and their availability as
you will require at least 2 fully transactional users
to be able to authorise transactions and batches
before they will be processed.

The ADF Online site can be accessed on any
smart device or computer with connection to
the internet so you do not need to be together
in the office in order to process payments.

APPLYING FOR ADF ONLINE

Download and complete the following form

from our website.

All forms are located here:

http://adf.brisbanecatholic.org.au/documents-

forms/

1. ADF Account Authority — this form isrequired
to be completed upon membership with the
ADF as well as each time new signatories or
ADF online users are to be added

The following forms may also be required to be

completed:

2. Online Identification — a new signatory onthe
Account Authority must also complete the
ADF Online Identification process if they have
not previously done so.

3. Daily External Limit Variation Form — thisform
is only required when you wish to establish or
change your daily limit for making payments
via EFT using ADF Online.

4. BPAY Payer Access Agreement — this agreement
is only required to be completed once in order

to register to make payments via BPAY using
ADF Online.
All completed forms can be returned to the ADF
via email to adf@adf.catholic.net.au

NEW USER/CHANGES TO ONLINE ACCESS

We can delete a signatory or ADF Online user from
a current Account Authority but if a new person is
to be added then the process above for applying
for ADF Online will need to be followed. Note
details of all new and continuing signatories are to
be included on your Account Authority form.

TEMPORARY USER/CHANGES TO

ONLINE ACCESS

If applying for a temporary signatory or ADF Online
users, please complete the relevant temporary
authority form available on our website or discuss
your requirements with your ADF Relationship
Manager.


http://adf.brisbanecatholic.org.au/documents-
mailto:adf@adf.catholic.net.au

Using the ADF Online System

OVERVIEW

In this section we will cover how to use ADF Online, including signing in for the first time, navigating
the different areas, viewing balances, transactions and statements, transferring funds and uploading
payment batches.

FIRST TIME SIGN ON

We recommend you always access ADF Online via our website, http://adf.brisbanecatholic.org.au
ADF Online will work in any internet browser however we do suggest using Microsoft Edge,
Google Chrome or FireFox.

1. Click on the ADF Online Login button up the top right-hand corner of the website
2. Enter your Login Details and select Login

Login Name: Enter the Login Name supplied by the ADF.

Password: Enter the password provided by the ADF.

3. This will prompt you to the below screen. You should receive a text with the one-timepassword.
Enter this code and click ok.

v ) ADFOnline x o+

<« C % testedfonline.org.au/uSbrisbane/SignOn/login.aspx

\

[ Archdiocese/Centacare

Login with your SMS One Time Password

SMs One

Get your SMS One Time Password

Resend SMS

Enter your One Time Password

No | Disply assword
C - IR

4. You will now see the below screen to create your new password for log in. You need to enter the
existing password into the first box, and then the password you would like to create in the second
and third boxes. Your password must be between 8 and 12 characters and include a mix of letters
and numbers. Once you have entered your preferred password, select Change Password and this
will be saved and you will be taken to the ADF Online homepage.

¥ 3 ADFOnline x |+

'

Change Password

Your Possword has been reset and you must change it before you can continue.

0 login. ” you may be liable for

Your Password

2 feast 1 number
New Password
Confirm Password
Change Password



http://adf.brisbanecatholic.org.au/

YOUR HOME PAGE

Once you sign in, your home page will show you a list of your accounts and the balances for each account.

v & ADFOnine x 5
« C % testedfonlineorgau/uSbrsbane/ Welcome aspx * @O &
3 Archdiocese/Contacare ) 4l Bookma
-+ i Accounts Payments Settings + B a8
\ o INBOX  LOGOUT
Accounts
Test Account 1 Available $902.34
v

5244151 Current $902.34

Test Account 2 Available $0.00

52441511 Current $0.00

ON-CALL COMPOUND Available $0.00 2

52441512 Current $0.00

SCHOOL FEES DIRDB Available $0.00 .

52441516 Current $0.00

The menu at the top of the screen allows you to navigate to:

» Accounts — this is where to get transaction details, generate statements as well as find interest details
and retrieve BSB information.

» Payments — this is where to go to process transactions as well as manage periodic payments.

» Settings — this is where you can change your password and organize how your accounts appear on
your home page.

VIEWING ACCOUNTS

When on your home page, clicking on any account under Accounts will allow you to view the recent
transactions. To view more transactions select View All Transaction and Account Details.

v ADF Onie x + - o

€ C % testedfonlineorg.au/uSbrisbane/Welcome.3spx * @O 2

\(} o~ Accounts + Payments Sattings « =)

INBOX  LOGOUT

Accounts
Test Account 1 Available $902.34
5244151 Current $902.34
owre TRAMSACTON DESCHPTION oes et
01/10/2023 TFR - $902.34
ONL From-8 C E O Ref-TEST115 [EH Date: 25 JUN 24] SR e
29/08/2023 TFR TO 5213951.3 5100000 $221.34
29/08/2023 DEPOSIT AT BANK
51,00000 $1,221.34
From: CBA CREDIT CARDE Ref: 5353109494835823 [Eff Date: 28 AUG 23]
03/08/2023 DEBITTRANSFER
51056 22134
From: CBA MERCHANT FEE Ref: 5353109494835823
02/08/2023 DEPOSIT AT BANK
53500 $231.50

From: CBA CREDIT CARDE Ref: $353109494835823 [ER Date: 01 AUG 23]

@ View All Transaction and Account Details




SEARCHING TRANSACTIONS
When viewing any account you can click the Quick Search or Advanced Search to locate payments
or transactions. Quick Search will allow you to search using a description, transaction type or for a

specific amount.

) < P
* c = uSb 083 1wic%2 HIFSyNRCsOW%2b6PmySKELgQfPAQGIGF Sevkka6%2bGyVS) 20 =
‘; » " Accounts Payments . Settings - B
\ | e NBOX  L0GOUT
Transactions / Account Details
Test Account 1 Available $902.34
5244151 Current $902.34
e
SRR = ERdps
Quick Search
Description In Transaction Type Amount
Al v
DATE TRANSAC TION DESCRIPTION DEBIT CREDIT BALANCE
01102023 TFR
ONL From-B C E O Rof-TEST115 [Eff Date: 25 JUN 24] e Wzn

Advanced Search will give you further search options. This is particularly useful for locating deposits
or finding an original payment that may have rejected back into your account.

v o9 x I - a
« C % aspx?udaq =nBEF2vj1C3XUIILFaYDPUMGKVAUWDYMohelrKGZGWh Yol QSI0sPsbwAYVS2ZT « @D a
s & £ At Bookna|
Transactions / Account Details
Test Account 1 Available $902.34
5244151 Current $902.34
fesountpeals
Q  Quick Search Q Advanced Search $# Download
Advanced Search
Description In Transaction Type Amount
Al v
Recaipt Number Time Period Amount from
m oo
Cheque Withdrawal Number Dikkaian: Amount to
Please Select v
DATE TRANSACTION DESCRIPTION DEBIT CREDIT BALANCE
01102023 TFR
568 H 4
ONL From-B C E O Ret-TEST115 [Eff Date: 25 JUN 24] 0 02




DOWNLOADING TRANSACTIONS

When viewing any account you have the opportunity to download transactions in a variety of file types for
the purpose of uploading into your accounting package. Select the Download link to be taken to the
screen below where you can pick the Document Type and input the date range required. Click the
Download button to generate your file. Note that you can only download up until the previous working
day. Toview transactions for the current day so far you can go to the account's Transaction History.

« o s s . TransactionDownioad. 2 2675+ TgakO0DKTLOWTswOTe mNCSaINOFHOXUICUS THS B TKINRQWGOXF 24Ve ZL% 21295 2EKIKmOPK2 1uXKI2Cy TL IgDVEI2VTgZh * O ®

d O A booken
fi,_‘ G e e e =
\ INBOX  LOGOUT
Download Transactions
Test Account 1 Available $902.34
5244151 Current s90238 ¥
From To
Document Type

€SV : Comma Separated Values, Generic forv:

Download

GENERATING A STATEMENT

As you are now a registered ADF Online user, you are able to generate and download statements online at
any time. Go to the Accounts menu up the top of the screen and select Statement to be taken to the
Statement screen below. On this screen you can click inside the Start Date and End Date boxes to bring up
a calendar. You can pick any number of accounts or tick the check box For All Accounts. Click the Display
button to generate your statement for download.

v 9 + =5
€ o = 5 n * O & a
C3 Avchdiocese/C (=R
N e Ry e 2 B8
\ e INBOX LosouT
Statements
Create a Transaction List
Start Date End Date
For All Accounts u
Yos
Test Account 1 “
Yes
s204151
Test Account 2
Yes
52441511
'ON-CALL COMPOUND Yes
52441512 -
'SCHOOL FEES DIRDB Yes
2641516
On Call Savings Quarte
Yes
52441572




This will automatically open up a new window for the statement. To print this, right click anywhere on the
page and use the Print function from your operating system (Windows or Mac).

\# test.cdfonline.org.au/uSbrisbane/InformationLoading.aspx - Google Chrome

23 test.cdfonline.org.au/uSbrisbane/InformationLoading.aspx

\pror

THE ARCHDIOCESAN DEVELOPMENT FUND  Printed at @3:17pm, 18 SEP 2024
CATHEDRAL HOUSE

LEVEL 6 229 ELIZABETH ST

BRISBANE 4200

Transaction BEGIN Date @1 SEP 2024 DATE JOINED ~ DEPT  BR/AG
Transaction END Date 30 SEP 2024 23 SEP 15 E) 1
CLIENT No. 52441 Test Customer

5244151 - Test Wame
Test Customer

POSTED DESCRIPTION DEBIT  CREDIT BALANCE CHO Back
@1SEP23 OPENING BALANCE . 514.86 Forward
©25EP24 DEROSIT AT BANK 5.00 549.86
025EP24 From: CBA CREDIT CARDE Ref: 53531e9494535521
035EP24 DEBIT TRANSFER 539.30 Reload
35EP24 From: CBA MERCHANT FEE Ref: 53531«9494535321
175EP24 TFR to 5244151.1 534.30
175EP23 ONL To-Test Customer Ref-receipt test
185EP24 TFR to 52441511 529.30 Save as...
185EP24 ONL To-Test Customer
185EP24 TFR to 5244151.1 5.00 524.30 Print...
185EP24 ONL To-Test Customer
385EP28 CLOSTNG BALANCE ..............cco.ccoeeeeeinnnn $524.30
Cast...
Search images with Google
Test Cusconer
-

Should you have any quer
Please ring @7 3324 3777
Guring normal office hou

@0 n 282
BRISBANE QLD 4ee1

Create QR code for this page

THE ARCHDIOCESAN DEVELOPMENT FUHD Printed at 93:17pm, 18 SEP
CATHEDRAL HOUSE

LEVEL 6 229 ELIZABETH ST

BRISBANE 4080

Translate to English

Select your printer, alternatively, to save this file electronically change the printer to PDF.

@ test.cdfonline.org.au/ubbrisbane/InformationLoading.aspx - Google Chrome

- O X
25 test.cdfonline.org.au/uSbrisbane/InformationLoading.aspx
[EEETRTES i ook o) etk radiond cackeg w1 -
i“" Print 5 sheets of paper
I AOGIOCES DEVELCPET FND princad 3% w3m, 18 SER 2836
i
CEwt s 18 Hizaem st
it e
Transaction secon oate w1 519 2020 o oo st s Destination £F Adobe PDF -
Trantiction 0 tace 8 3tr 34 Wars w1
QIO N S Text Customer
sauata - Test wane
Tott Cstoner
- Pages All h
= :
Siras cescers a1 W meas
et o Rp———
Fiiras oesit s s
TR TR A ekt rex et sasshesemssez !
L75Er3 o TorTest Costomer Ref-recelpt foet e Layout Portrait T
Liiras 90 1n SSeL T aen
i3 . To-tott Cotomr
T o s
ety ou 1126t Cugtomer
= A .30
Colour Colour M
[p—
s Snaui you nave any quirtas
o b oz Dot ving 47 3334 3777
e T e rin arRet ofeics e
More settings v
@ cance'
[ ST———
-

LEVEL © 249 ELIZADEIR ST
BRISBANE 4200

10



VIEWING PERIODICAL PAYMENTS

When on your home page, you can view the upcoming payments in date order for the next 30 days.
This is useful to double-check any about to be processed. Click on the Payments heading and then
Periodical Payment to take you into the full Periodical Payments listing. You can find any scheduled
payment by manually scrolling down the page or you can use CTRL+F to search.

~ T ADF Crine X ¥

« C % testa 5 e/ PaySummary.aspx * 0L @

f; U 2 a8

Future Payments
Due Date From To Type Frequency Amount

20/08/2024 5244151 Test Account 1 Test Account 2 Internal Fortnightly $2.00 >

20/08/2024 5244151 1 Test Account 2 JIMS MOWING Exteral Monthly $5.00 >

UPDATING YOUR PAYEE ADDRESS BOOKS

We recommend keeping your saved payee account details up to date by 'cleaning up' your address books
listing. You can do this at any time.

Go to the Payments menu up the top of the screen and select Address Book. Your Address book is in
two sections:

Payee — The Payee address book will show you all the account records you have saved for payments to
other accounts. This will be referenced as External Payees. If you are a school utilising User Managed
Direct Debits through ADF Online for your school fee management, you will also see all your fee payers
details here, these will be referenced as Debit External Payees

Bpay — The Bpay address book will show all the Bpay Billers you have saved.

1. On this screen select Change to be taken to further options.

';,‘ PO 7o Vit Setiogs + 2 a8
\ INBOX Logout

Address Book

a .

Q Add New Payee v
)

JIMS MOWING JIMS MOWING 100021531 012345 External Transfer

o

ollie words 5251351 Intemal Transfer

11




2. After selecting Change you can now either update the Payee details or click Delete toremove

them from your address book. You also have the option to Update & Pay if you would like to proceed

to payment.

Address Book

Change Payee for External Transfer

858 Number
012345

ANZ - Relocation

Account Number

100021531

Account Name

JIMS MOWING @

Nickname
1IMS MOWING

Reference to appear on your statemant
MOWING

29 characters left

Yes n S rfarence foc pase

Reference for payee
INV 001

11 charactars left

C Back \')( Delete

S
Update & Pay
J

Any changes made to Address Book entrles are not automatically replicated through to Perlodical Payments - you should also make changes to Perlodical Payments if required

3. Please note that any changes made to Address Book entries are not replicated through to Periodic

Payments, you must make those changes in the Periodical Payments section ifrequired.

12



SINGLE EFT PAYMENT

We generally recommend processing your EFT payments as a batch unless you have either one payment
to process or a payment you wish to set up to process on a particular due date or as recurring. To read
about processing as a batch go to the Multiple EFT Payments section in this guide, or to complete a single
payment follow the steps below.
You can complete this process if you are a Data User or a Online Authoriser, the only difference is if you
are a Data User you will need to have 2 authorisers log in to authorise the transaction. If you are an
Online Authoriser (full account signatory) you creating the payment counts as the first authorisation and
you will only require one other Authoriser to log in and authorise the transaction.
Go to the Payments menu up the top of the screen and select Transfer Money to be taken to the
screen below.
1. Select your account you wish to debit. You then go through and complete the rest of the payment
information. Once all the below information is completed, you will need to select the option for Next.
i. Click in the Transfer From box to select your account (any account with available funds and an
external daily limit nominated)
ii. Under To Account Details you can either click in the box to choose a payee from your address book
or select Pay New Account to input their external account details

iii. Enter the Amount you wish to pay

iv. Under When you can either elect to Transfer Now, pay later under Once on or even set it up
as Recurring (this will be created as a periodical payment)

v. Enter an appropriate Reference to appear on your statement

vi. Enter an appropriate reference for the person you are paying under Reference for payee
e.g. Invoice # Please note that this field is mandatory.

- = 8,

Transfer Money

From Tramster From

Tast Account 2 Avatlable $200.00
s24a151.1 Current $200.00

1M MOWING NS MOWING 100021531 012345 ~
Transfer Details

Remaining duiy i 510,000.00

Amaunt

$ 5000

13



2. You will now be shown the summary screen of the payment for you to validate that all the information

is correct.
€ e = Q % A
O3 Archdiccese/Centacare £ All Bookmar
Yoo o = 2 L
Transfer Money - Review and Submit
() fiomessintamaamiero: Sz
i —
e e
e $50.00
= )
3. If the information is correct, you can select Submit which will store the payment as an authorisation
request for a user with appropriate access level to be able to approve.
4. You can view any of your authorisation requests from by clicking on Authorisation Requests:
By Me on the home screen (click View All) or by selecting Payments menu on the top of the screen
and selecting Authorisation Requests.
v { ADFCnine x [ - 8 X
€ + C % testcdfonline.orgau/uSbrisbane/welcome.aspi aQ o - E 3

3 Archdocese/Centacare

Payments - Settings « =]

Accounts

AT T ———

Test Account 1 Availabie $902.34
5244151 Current $902.34
Test Account 2 Avaiable $0.00
sauatsi Corrent $00
ON-CALL COMPOUND Avadable $0.00
s2a41502 Current $0.00
SCHOOL FEES DIRDE Avadable $0.00 z
s2sa1st6 Curreat $0.00

10600t

[ Al Bookmark:

5. If you wish to notify your authorisers via email you can click into the transaction from the

Authorisation Requests By Me:

v & ADF Onine x 4+ - o
€ > 0 s 9 P q; angNEy! 2 aQ & 2
ke £3 Ao
'; e ks ey =
‘ el INSOX LOGOUT

Authorisation Requests
- I

Cick o eoch transaction to new and Authorrse the request

Transactions

Due Date Name of the Account Account Number Desciption Amourt  Signed  ToSign

12AUG 2024 Tost Account 2 52441511 JMS MOWING 55000 1 1

14



6. Add Yes to Notify Via Email and add a note as required and update the request.

Authorisation Request: By Me

Paymant Detail - External Transfer

From Account Test Account 2
sasa1s11
CurrentEviance 30000
Huaiatle Balance 520000

Tormee BSE Number 012345 Accourt Number 100021531
S VOWING 1NV 001

Reference MOWING

Ameunt 55000

When This transaction will occur when fully autharised

Losded by M A Test 1-12 AUS 202¢ - G3-149m

Authorisation Details
Autharsed by

Ms ATest 1, 12/08/2026, 03140

This account requires 1 more signatary ta authorise this withdrowa.

The Othe Sratctes e
Clt Notéy Via Emat Stas
W ATest2 B -
e B G Holmes

- n

Notes - record only i Tranaaction i 10 be authorised later

PLEASE CHECK AND AUTHORISE PAYMENT]

¥ & ADF Oriine x = o
« C % testedtons 1STEYBHL ezt Q 0 & a2
o e/Cer 0 All Bookrmat

7. Authorisers can now login to ADF Online to view and approve the payment
on Authorisation Requests: For Me and then select View All.

. On the home screen click

x: IS8

v & ADFOwine

€ C % testdfonlineorg.au/uSbrisbane/wekcome.amic

3 Archdiocese/Centacare

Accounts - Payments

-

Accounts

21 meemm i

12406 2004 ssam0
—
-

© vews
Test Account 1 0230
saaa1st $70234
Test Account 2 wailable $200.00
sasa1511 Current $20000
ON-CALL COMPOUND Available s000
52441502 Current $000
SCHOOL FEES DIRDS $0.00
52041816 5000

1060uT

15




This will take you to view all transactions that require authorisation. You can view each one by one to

check the details. To approve the payment select Accept Payment. Once fully authorised, the single
payment will disappear from under Authorisation Requests and immediately debit from your account.

Remember you have up until 3.30pm daily for the payment to be processed same-day, and for your
recipient to receive the funds within approximately 1 business day.

€ c =

3 Archdocese/Centacae

R G —

Authorisation Request: For Me

JALFW 170123 PNCEGVENBOnA%.. & % @ 0 &
[ 4l Bakma

2
woox 050U

o=z

Payment Detail - External Transfor

fram e o pccoure
v
G savece s1s800
svana Sazce 5500
ToPmes 558 M 1235 Accourm omor JOXRIS3:
I MONNG W 051
[ oW
- 000
v

Authorisation Details

o e e e gty 1o st s enera

mmapsine
o po— e
ez .|
pR— - |

otes . rcord ety 1 a0t mahicnnd e

b S ool

9. You can also approve the payment from the main screen in Authorisation Requests by selecting
Yes and Authorise Selected Payments.

v @ ADFOnline - o x
€ c 5 WgAuthList. e y ad B D »
5 Avchdiccesa/Centscare £ Al Booimars|
Accounts Payments Settings S
WeoX  L0GoUT

Authorisation Requests

Transactions

Clck on eoch transaction to wew ond Authorize the request

Sahect Due Date. Namo ofthe Account  Account Number  Description

o 12AUG 2024 TestAccount 2 52041511 JIMS MOVING.

44 your Authorsation to the selected Authorisation Request

‘Authorisation Requests wil be

Amount  Signed  To Sign

5000 1 { 2
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SINGLE BPAY PAYMENT

We generally recommend processing your BPAY payments as single transactions however if you have an

accounting package that can generate Bpay batches, you can use the batch upload functionality detailed

in the Multiple BPAY Payments section in this guide. To complete a single payment follow the steps below.

Go to the Payments menu up the top of the screen and select BPAY to be taken to the screen below.

1. Firstly you need to select your account you wish to debit. You can then go through and complete the
rest of the payment information. Once all the below information is completed, you will need to select
the option for Next.

i. Clickin the Pay From box to select your account (any account with available funds)

ii. Click onthe Todrop down and either select an existing Biller or select New Biller

iii. Enter the CRN from the invoice in the Reference field

iv. Enter a nickname to save these details in your BPAY Address Book (optional and only applicable
if new biller)

v. Enter the amount of the payment

vi. Under When you can either elect to Transfer Now, pay later under Once on or even set it up
as Recurring (this will be created as a periodical payment)

v & 4F Onine x o+ =0
€ pay asp: aQ w g a
G5 A [~
!
Accoumt Fayments set =] &
N ook 1osour
BPAY
From
Test Account 2 Avallable $150.00
52441511 Current $150.00
T
Pay New Biller v
Add New Biller
Enter Biler to seareh o
Bille Nickname (descripion)
55500510013234115
Customes Reference Mumber (CRN)
CBACARDTOP UP
Transfer Details
Amaunt
s 1000 J
when

17



2. You will now be shown the summary screen of the payment for you to validate that all the information
is correct. If it is, you have the opportunity to notify any users via email from the system before clicking
SUBMIT. This will now store the payment as an Authorisation Request for a user with the appropriate
access level to be able to approve.

¥ ) ADFOnine x (58 - =6

€ » e s z sax B0 3

3 Archdocese/Centscare [ Al Boskmer

3. After selecting SUBMIT the payment has now been set up and you will see the confirmation screen.
Once you click Finish it will take you back to your home page and you can check that this is sitting
under Authorisation Requests for your authorisers.

v | 3 ADFOnine x 4 - 8 x

€ 3 ¢ 5 Q¥ WD @

£ ArcndcssefCentacare £3 A4 Roskmark

b — — =

io
i

BPAY - Receipt

Vs B9 Papmert has boen v o4 4 Ao et on 12 AUG 2034 1 03 34pm
(©) e acemunt e § e Sgtor o ol pepmert

Szt s bumoraen

som T accoun2
seass
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4. Authorisers can now login to ADF Online to view and approve the payment. On the home screen click
the drop down menu on Authorisation Requests: For Me and select View All. Alternatively you can

click straight into the pending authorisation.

v ADFOnine x 4

% testedfonline org sulu

sbane/Welcome aspx

Accounts

L1 ne

1A e s
oA caRD TOPUP
SRMAISLL - Te Accourn 2

Test Account 1
s28a151

Test Account 2
s2ea1s1.1

ON-CALL COMPOUND
s2a151.2

SCHOOL FEES DIRDB.
52441516

§702.34
$70234

$150.00
Current $150.00

Avallable 50.00
Current $0.00

1o60uT

5. After clicking View All, you can see all pending authorisations. You can click into each transaction and
select Accept Payment after checking the details. Once fully authorised, the single BPAY payment will
disappear from under Authorisation Requests and immediately debit from your account. Remember
you have up until 3.30pm daily for the payment to be processed same-day, and for your recipient to

receive the funds within approximately 1 business day.

v @ x4 - o
« c hFOBOARMEOVKILXGSS " oQ Q # 0@
G~ o 3 A Sockm
A Jo— - =]
- — e 2 8
Authorisation Request: For Me

Payment Detail - Make a BPAY Payment

Avthorisation Details
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T
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6. You can also approve the payment from the main screen in Authorisation Requests byselecting
Yes and Authorise Selected Payments.

(OXLIESLGDWISCCT aQ u 0 &

io
£

Authorisation Requests

— b

Transactions

ook s et t e Aucner e e v

Seed DueDsis MameofMedmmnt  Accourtumber  Desciption moent Sgred ToSgn

B - BT sautsts cascaDTOPLR s 0 2
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SINGLE INTERNAL TRANSFER — BETWEEN YOUR OWN ACCOUNTS

Go to the Payments menu up the top of the screen and select Transfer Money to be taken to the
screen below.

1. Firstly you need to select your account you wish to debit. You can then go through and complete the
rest of the payment information. Once all the below information is completed, you will need to select the
option for Next.

i. Clickin the Transfer From box to select your account (any account with available funds).
ii. Under ToAccount Details click in the Select Account box to choose an internalaccount.
iii. Enter the amount of the payment.

iv. Under When you can either elect to Transfer Now, pay later under Once On or even set it up as
Recurring (this will be created as a periodical payment).

v. Enter an appropriate Reference to appear on your statement for this account.
vi. Enter an appropriate reference for the account you are paying under Reference to Payee.

»
-3
g @ !

4'-

"i e s P Savs

o
i

Transfer Money

From e Frem

TetAcout2 e st5a.00
saaatsry Cument sso00 v

»

ON-CALL COMPOUND. umiatie sa00
stz L

Transfer Details

Upsemng ey e

Aot

55000
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2. Click next and review payment. Click Submit to send the payment through.

& K X+ ]
€ c TransterFunds.3spx a [ -Ja) 2
£ Alt Boockmas
A
T I
Transfer Money - Review and Submit
s
el
o g
o e
S e
i $50.00
= SO e
re —
P e
Com O w G
3. You can click Finish, New Transaction or Print Receipt.
e e i a5 Q% mO e
3 i 3 4 Bookmery
e oo e e “

Transfer Money - Receipt

©) et

From Test Accaunt 1
sasa151
» Test Customer
sasat511
Aot
$50.00
Wher

This ranzacnon will sccur mmedistely

Receiot Number st Authorsaton
Reterence for caves Test Payment
Reference to apgear on your statement Test Payment
Autrorised by AT 2

Finish

WEOX  LOGOUT
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4. Authorisers can now login to ADF Online to view and approve the payment. On the home screen click
on the drop down under Authorisation Requests: For Me and select View All.

- 0
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Authorisation Request: For Me
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Payment Detall - Internal Transfer
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Authorisation Details
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5. This will take you to view pending authorisations.. You can also click into the payment and select
Accept Payment after checking the details. Once fully authorised, the Single Internal Transfer will
disappear from under Authorisation Requests and apply the transfer between internalaccounts.

¥ b ADFOviine

€« 2 ¢ 5 PROC qsboMSiEs.. @ & W O 2
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P 7 s 2.

Authorisation Request: For Me

(O Juion

Payment Detail - Internal Transter

From At T aceare
P
p—— 1000
e brancr 510
Tam Aot Naman 344133 3 et Comtomar
Setwerce Tes Pyt
e w00
e T ransacson we oz when iy mrores
e AtASNAL 19 A8 204 11000m

Authorisation Details

S N ——
o
o — -
eATet2 - -
e |

e rcord oty Tanesmon 10 e sncries e

22



6. You can also approve the payment from the main screen in Authorisation Requests by selecting Yes
and Authorise Selected Payments.

v & ADFOnine x + - o

« C % testedfon Trans: / thiistaspxtudag=ue1 10uULM2bL ZAXLBEShVFIYNSLmAVSOBNGNISOOLLIFBY 2F g TrzS6RDNS 1v a 0 ®
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SINGLE INTERNAL TRANSFER — TO ANOTHER ADF CUSTOMER

Similar to transferring between your own accounts, there is also a way to make a payment to any other
account held at the ADF that only requires their ADF account number i.e. 52441S1.1 and processes
instantly once approved. Note internal transfers do not count towards your daily limit.

Go to the Payments menu up the top of the screen and select Transfer Money to be taken to the screen
below.

1. Firstly you need to select your account you wish to debit. You can then go through and complete the
rest of the payment information. Once all the below information is completed, you will need to select
the option for Next.

i. Click in the Transfer From box to select your account (any account with available funds).
ii. Under the Tobox select New Payee.

iii. Select Yes on Transfer to ADF Account, this will automatically populate the BSB.

iv. Enter the ADF account number and account name.

v. Add a Nickname to save for future use (optional).

vi. Enter the amount to transfer.

vii. Under When you can either elect to Transfer Now, pay later under Once On or even set it up as
Recurring (this will be created as a periodical payment).

viii. Enter an appropriate Reference to appear on your statement for thisaccount.
ix. Enter an appropriate reference for the account you are paying under Reference to Payee.

- 8 x

bFQUASAISTVN ax WD @

£ A% Bookmarks
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2. You will now be shown the summary screen of the payment for you to validate that all the information
is correct. If it is, click Submit. This will now store the payment as an Authorisation Request for a user
with the appropriate access level to be able to approve.

¥ ADF Online

Transfer Money - Receipt

Nickname to save 25 for future use
When
Receict Number

Authorisad by

T Account 1
s2u4151

TEST SRMENT
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- o
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3. You can click Finish, New Transaction or Print Receipt.
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4. Authorisers can now login to ADF Online to view and approve the payment. On the home screen click
on the drop down under Authorisation Requests: For Me and select View All.

¥ & D7 Online x + - a
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5. This will take you to view pending authorisations. You can also click into the payment and select
Accept Payment after checking the details. Once fully authorised, the Single Internal Transfer to
another ADF account will disappear from under Authorisation Requests and immediately debit from
your account.

¥ & ADFOni x + - o
e e 3ANSUIMOBUOYATRZAUOCK2braTl SehipEOIUGSDVZO3 L] v BD 8
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6. You can also approve the payment from the main screen in Authorisation Requests by selecting Yes
and Authorise Selected Payments.
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MULTIPLE EFT PAYMENTS

The Multiple Transfers section allows you to build a batch of payments. The benefits of this method are

that you can efficiently process one or more payments together, this also means your authorisers are able

to check and approve from one screen. Most importantly, you have more control; you can change the
batch of payments at any time up until it is processed.

Go to the Payments menu up the top of the screen and select Multiple Transfers to be taken to the
screen below.

1. Firstly you need to select your type of transfer. Under Add or Upload a Batch select External Transfer.
You can then complete the Batch details. Once all the Batch information is completed, you will need to
click Save to go to the next step to commence adding payees.

i. Enter an appropriate description for your batch of payments e.g. EFTs and the date

ii. Clickinthe From Account box to select your account (any account with sufficient funds available
and an external daily limit nominated). Note: if you have a sweep active on the account this will
allow you to proceed with the payment without sufficient funds and will cover the overdrawn
balance at the end of the day.

iii. Tick the Post as Total box to have the payment posted as a total on your statement or leave un-
ticked if you prefer to itemise the individual payments on your statement

iv. Enter the reference for your batch (usually same as the description) — this is what you will see on
your statement if you post as a total only

« [ sactions Laspudaq=:QHQ TIoFm3iGeSTUAY3DSHDS] 1gatzxct aQ o &

B o e e e .8

\ i
Multiple Transfers
Add Batch for External Transfer

Bateh Description
MULTIPLE ETF TEST BATCH

From Account

Test Account 1 Avaiable s
s284151 Current s$702.24

B
:
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2. You will now see the screen below where you are able to add/change/delete your payees. Once all
your payee information is completed, you will need to select Save to go to the next step to process
your batch.

i. Under Add a New or existing Payee you can either click in the box to choose a payee from your
address book or select Add Payee To Batch to input their external account details.

ii. Review or enter your payee account details.

iii. Enter the amount of the payment.

iv. Select Save to return to the batch.

v. Repeat the above steps until all payees are added.

B o oo <x ~— 5 A
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3. Youare now taken back to your Multiple Transfers section that shows an overall view of all of your
current or previous batches and most importantly their Status and History. As this is a manual batch,
you are able to continue building your batch by clicking on Change. Once you have finished manually
creating your batch, you can schedule the batch for payment. Click on Schedule to be taken to
review the summary of payment details and date for the batch to process. Select Submit to proceed.

<« c = istasp Qax B9 @ @ i
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Schedule Batch for External Transfer

Batch Description Testizse
From Test Name.
s2a4151
Avaiable 52330
Status New
Regular Total $100
Scheduled Total $100
Postas Total Y
Reference TesTi230

Payees for this Batch
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4. The screen will change slightly for you to validate that all the information is correct. If it is, you have
the opportunity to notify any users via email from the system before clicking Submit. This will now
store the payment as an Authorisation Request for a user with the appropriate access level to be
able to approve.

<« c = ansBatchDetail. tqJgXDO5 1BcObmX' RH7/9hQbzQPasz6.. @ % @ O @3 @ i
[ Archdiocese/Centacare B8 | 4 Actiity £ CEWP|Help gl Microsoft Forms -F.. (3§ Mail - ADF - Recepti.. @ Microsoft 365 Copil..  {§ LogIn < ADF —Wor.. {§ ADF Onine - ADF IFS service desk Ultracs Requests £ AllBookmarks
From Test Name
s224151
Avaiable $523.30
Status New
oste 08 UG 2025
Regular Total 5100
Scheduled Total s100
Post a Total v
Reference TesTizse
Payees for this Batch
ENTRY # Creditor Name Account Number - THIS AMOUNT
8105638 JIMS MOWING 012345 100021531 $1.00

Authorisation Details

This occount requires 1 mre signatory to authorise this withdrawal.

The Other Signatories are

Clent Notty Vi Emai Staus
WA Test2 o - |

Vs ATest 1 o - |

Mr B G Holmes

Notes - record only if transaction i to be authorised later

) o

5. After selecting Submit the batch has now been set up for authorisation. On your Multiple Transfers
page you can check the status is Authorisation Request which shows it is ready for your authorisers.

You can no longer change this batch. If you need to make any changes to this batch, you will need to
delete and re create the batch.

o o o s 8.
Multiple Transfers
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‘Addor upload a Batch
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Loaded Batches
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6. Authorisers can now login to ADF Online to view and approve the payments. On the home screen
under click on the drop down on Authorisation Requests: For Me and click on View All.

v ADFCriine x 4

€ C % testedfonline.orgau/uSbrisban

3 41 Boskmary

Accounts
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Test Account 2

SCHOOL FEES DIRDS.

7. This will take you to view pending authorisations. You can also click into the payment and select
Accept Payment after checking the details. Once fully authorised, the Multiple EFT Transfers will
disappear from under Authorisation Requests and immediately debit from your account. Remember
you have up until 3.30pm daily for the payment to be processed same-day, and for your recipient to
receive the funds within approximately 1 business day.
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MULTIPLE BPAY PAYMENTS

The Multiple Transfers section allows you to build a batch of payments. The benefits of this method are
that you can efficiently process one or more payments together, this also means your authorisers are
able to check and approve from one screen. Most importantly, you have more control; you can change

the batch of payments at any time up until it is processed.

Go to the Payments menu up the top of the screen and select Multiple Transfers to be taken to the

screen below.

1. Firstly you need to select your type of Multiple Transfer- under the Add or Upload a Batch select BPAY.

i. Enter an appropriate description for your batch of payments e.g. BPAYsand the date.

ii. Click in the From Account box to select your account (any account with sufficient funds available).
Note: if you have a sweep active on the account this will allow you to proceed with the payment
without sufficient funds and will cover the overdrawn balance at the end of the day.

iii. Tick the Post as Total box to have the payment posted as a total on your statement or leave
un-ticked if you prefer to itemise the individual payments on your statement.

iv. Enter the reference for your batch (usually same as the description) — this is what you will see on

your statement if you post as a total only.

B == =an

Multiple Transfers
Add Batch for BPAY
Batch Description.
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2. You will now see the screen below where you are able to add/change/delete your payees. Once all
your payee information is completed, you will need to select Save to go to the next step to process

your batch.

i. Youcan Add a New or existing Payee by either clicking on the drop down menu under Add an
existing Payee or selecting Add New Payee to Batch

ii. Review or enter your payee account details. The Search for a Biller box is helpful when adding a
new payee's biller code and name.

iii. Enter the amount of the payment.

iv. Select Save to return to the batch.

v. Repeat the above steps until all payees are added.

¥ & ADFOnline - a b
& € % testedfonline.org.au/uShrisbane/Batch Transactions/TransBatchDetail aspx?udaq=TGVisIXgjzYwdAtHLJjkyA1SHCFNF32fdmAHBTeGEMxmhHTVYNQ3SHtEtHA)I n%2bvkdCwH2DYNT).. @ % 0 A
3 Archdiocese/Centacare. 3 All Bookmark
Accounts Favments Setiogs +
meox  1060uT
Multiple Transfers
Change Batch for BRAY
Baich Description
BPAY TEST DOMIMYY
rom Arcount
Test Account 2 Available $150.00
52441511 Current $150.00 i
st
Haw
Regular Total
so.00
ndd an xistiog Payes
Pl select ~
sss00s10013334115
ss00510013334115
CoA CARD ToP U
e
( Back ) pee )
—
» « ADF Online - =] x
< € % testodfonline.org.au/uSbrisbane/BatchTransactions/BatchPayeeDetail BPAY.aspr?udag=q7jREMrAdSm1Mg1 2Xt0tdIjFmMLKHfyMEIKwiPl gDDmSEQRuPVXKTT)yPMXYFKIEWYoyDsd/gh... & ¥ 0 2
C3 Archdiocese/Centacare 3 AN Bookmaris|
Accounts - [— Setings +
weox  10GouT
Multiple Transfers

Add Batch Payee for BPAY

3 T
=

e

S

Customer Reference Number [CRN)

5550051001334115

Amount

s|
)

33



bhullarm
Rectangle


3. Youare now taken back to your Multiple Transfers section that shows an overall view of all of your
current or previous batches and most importantly their Status and History. As this is a manual batch,
you are able to continue building your batch by clicking on Change. Once you have finished manually
creating your batch, you can schedule the batch for payment. Click on Schedule to be taken to
review the summary of payment details and date for the batch to process. Select Submit to proceed.
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4. The screen will change slightly for you to validate that all the information is correct. If it is, you have
the opportunity to notify any users via email from the system before clicking Submit. This will now

store the payment as an Authorisation Request for a user with the appropriate access level to be
able to approve.

schedule Batch for BPAY - Confirmation
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5. After selecting Submit the batch has now been set up for authorisation and you will see the
confirmation screen. Once you click Submit it will take you back to your Multiple Transfers page and
you can check the status is Authorisation Request which shows it is ready for yourauthorisers.

You can no longer change this batch. If you need to make any changes to this batch, you will need to
delete and re create the batch.

R P R W8,

Multiple Transfers

Schedule Batch for BPAY

@ ;
o

— —

=
- o
[
e s
e =

Payees for this Batch
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6. Authorisers can now login to ADF Online to view and approve the payments. On the home screen
under click on the drop down on Authorisation Requests: For Me and click on View All.

v & ADFOnine x  + - 8 x

€ 3 C % testedfonl aw/uSbrisbane & Q a9 &

C3 Archdiocese/Centacare £ Al Bookmarks
WPaoe  meome e s 2 8

Wekcome M A Test 2, Your I successtul sign o s #0303 00 13 AUG 2024 @

Accounts

23 samoranenseqas Fecre.

13806 200 st
Batch 300356 MUTIPLE £TF TEST B4TOH
52641511 Test Accoum 2

18806 202 s
Batch 400371 BPAY TEST DOMMYY
SIA1SL1 - Test Accoumn 2

© Viewn
Test Account 1 Available $702.34
5244151 Current s10234 ¥
Test Account 2 Available 515000
52041511 Current s1soo0 ¥
ON-CALL COMPOUND Available so00
52441512 Current $0.00
SCHOOL FEES DIRDB Avaitable $0.00
52441516 Current 000

7. This will take you to view pending authorisations. You can also click into the payment and select
Accept Payment after checking the details. Once fully authorised, the Multiple EFT Transfers will
disappear from under Authorisation Requests and immediately debit from your account. Remember
you have up until 3.30pm daily for the payment to be processed same-day, and for your recipient to
receive the funds within approximately 1 business day.

couts « ments « ings + ()
oo rome v e L,

Authorisation Request: For Me

OF==

Payment Detail - Schedule Batch for BPAY

Baten 445695B9AY TEST DDMMYY
From Account Test Name.
5204151
Current Balance $52330
Avalable Baance §52330
Payon 08AUG 2025
Total 300
Regular Total 300
Numberof Batch Payees 2
Postas Total Yes
Loadedty MEGANS2441-08 AUG 2025 -09:58am
Batch Detil (0000001815 5550051001334115 - 100
LASTOETAL 10000001818 5550051001334115 - 5200

Authorisation Details
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UPLOADING FILES FOR PAYMENT

This functionality is for if you generate a batch of account details directly from your accounting package
for upload and payment in ADF Online. The Multiple Transfers section allows you to upload a batch of
payments. The benefits of this method are that you can efficiently process one or more payments
together, this also means your authorisers are able to check and approve from one screen.

Go to the Payments menu up the top of the screen and select Multiple Transfers to be taken to the

screen below.

1. Firstly you need to select your type of Multiple Transfer — Upload. You can then complete the Batch
details. Once all the Batch information is completed, you will simply need to click Upload to go to the

final step to process your batch.
i. Leave the Document Type as Standard ABA file.

ii. Click on the Choose File button to browse for the file you saved from your accounting package.

iii. Enter an appropriate description for your batch of payments e.g. EFTs and the date.

iv. Click in the Account Number box to select your account (any account with sufficient funds available
and an external daily limit nominated). Note: if you have a sweep active on the account this will
allow you to proceed with the payment without sufficient funds and will cover the overdrawn

balance at the end of the day.

v. Un-tick the Post as Total box to itemise the individual payments on your statement, or leave ticked

if you prefer for only the total to be processed.

vi. Enter the reference for your batch (usually same as the description) — this is what you will see on

your statement if you post as a total only.

v ADFOniine x  +

« C % testedfonline.org.au/usbrisbane/BatchTransactions/UploadFile.aspx

C5 Archdiocese/Centacare

Multiple Transfers

Load a Batch of Credit External Account Transactions

From Account

Test Account 2 Avaitable
52441511

Reterence
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2. You are now taken back to your Multiple Transfers section that shows an overall view of all of your
current or previous batches and most importantly their Status and History. From this screen you are
able to view any of your batches as well as schedule the batch for payment. Please be aware that
you can not change a batch, if you need to make a change, you will need to delete the batch and
start the process again. Click on Schedule to be taken to review the summary of payment details and
date for the batch to process. Select Schedule to proceed. Schedule Batch date.

\i ADF Ao« Payments Setings - B
Multiple Transfers
GoTo gorom

‘Add o upload a Batch

Prease seect v
Loaded Batches Uploaded Batches
Loaded Batches
BATCH DESCRPTION ACCOUNT  BATCH  STATUS DATE TOTAL MANAGE
NUMBER  TYPE

445696 EFTS DD MM 5244181 External New $10160.15 View Schedule
w Tanstor
445694 TEST1234 5244181 External Authorisation 08AUG 25 BELN view | Re-schec History
Tanster  Request

-~ ER R B -t VR ... | - socouc | sory |
Test [ —

sautst 250025 so160.15 Re.scheaule | Histo
0012025 Tansfer  Request # m-

Full Batch History

ass674

N ; ADF Ao Payments Seniogs L

Multiple Transfers

Schedule Batch for External Transfer

Botch Description EFTS DD MM YY
From Test Name
saaatst
Avaiable 552330
stous New
Reguar Toul sto16015
Scheduled Toal s1036015
Postas Totl v
Reference EFTS DD MM Y

Payees for this Bateh

entry# Crdtor Name e THS AMOUNT
stoso41 Nespesso 012003 836332845 530000
stosetz G0 Mz Py Lo acz000 15073085 555000
sr0sees Caton 8 Erarorses Py L ooetas 0016718 20575
s10seus pancian (aL0) Py L osi001 301820 sto2s0
stosess DetAusala Py Lo 242000 06685081 s
stos645 Ttersals G 034002602393 S0

JH——

080G 2025

e
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3. The screen will change slightly for you to validate that all the information is correct. If it is, you have
the opportunity to notify any users via email from the system before clicking Submit. This will now
store the payment as an Authorisation Request for a user with the appropriate access level to be
able to approve.

Multiple Transfers

(o)~

4. After selecting Submit the batch has now been set up for authorisation and you will see the
confirmation screen. Once you click Submit it will take you back to your Multiple Transfers page and
you can check the status is Authorisation Request which shows it is ready for yourauthorisers.

Gror  weome e s W&,
Multiple Transfers

GoToBorom
‘Add o upload 3 Batch

Please seect. v

Loaded Batches Uploaded Batches

Loaded Batches

BATCH DESCRIPTION ACCOUNT  BATCH  STATUS DATE TOTAL MANAGE
NUMB TYPE

asssgs STTOPOMMgpyqrgy  Bemal RGN 0625 s1016015 (R
Y Teanster  Request
assoos TESTIM  saaarst  Ddemel AUMoSaton gpug5 g0
Transfer  Request
aasses BPAY Y NG X TECRRE TN vicw | Re.schedul
ot iew | Re-Schedule
TesT Edemal  Auhorisaton
01012025 MU Transter  Request s eoeet mmm

Full Batch History

445674
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5. Authorisers can now login to ADF Online to view and approve the payments
the drop down menu under Authorisation Requests: For Me and View All.

. On the home screen click

v AOFOniine

{ ]

% testcdfonl

ome.aspx

Cs Archdiocese/Centacare

Accounts « Payments Settings

INBOX

Accounts

Z 2 Aanocarion Requets For Me Z 1 Anerisanon Requens By s
13406204 10

Bacch 400366 MAULTIPLE ETF TEST BATCH

SIAISLL Test Account 2

18806 220
Batch 409371 BPRY TEST OOMMYY
SIAISI.L - Test Account 2

100

© ven

$702.34
$702.34

Test Account 1
5284151

$150.00
$150.00

Test Account 2

2841501

ON-CALL COMPOUND

52041512

Availabie

SCHOOL FEES DIRDB

52041516

3 Al Bookmark

tosouT

6. This will take you to view pending authorisations. You can also click into the payment and select

Accept Payment after checking the details. Once fully authorised, the Multip

le EFT Transfers will

disappear from under Authorisation Requests and immediately debit from your account. Remember

you have up until 3.30pm daily for the payment to be processed same-day, a
receive the funds within approximately 1 business day.

nd for your recipient to

5 x

Authorisation Request: For Me

Payment Detail - Schedule Batch for External Transfer

O puymencaue e

satcn a4674-TEST 01012025
From Account Testhame.
sauatsy
Curtentsaance $52650
Availble Balance 5230
Fayon 25002025
ot s1016015
Reguiar Total s1016015
Number o Bach Payees 5
Post s ol Yes
Loadedby MEGANS2441.25 UL 2025 -03:13pm
satcn sl Nespresso-012003 836332645 - $399.00
satch et (GBG ANZ Py L16:062000 15073065 - 55,500.00
sstcn etail Carbon Base Enerprises Pty L<0-064166 10816718 52,385 75
Batch Deta PrintCrat (QLD) Py 13-034001 301820-51,029.60
Satch Deal Dell Austratia Py Linite- 242000 106685061 - S470.80
LasTOETAL Tatersas lu-034002 602383 - $375.00

Authorisation Details

[r— Jr—

b ADF Oniine x o+
€ > c u fpIXVVCA GaPZgOrKKKCYnDYSol )
5 Archdiocese/Centacare B8 | 4 Actvity £ CEWP|Help @ Micosoft Forms .. (3§ Mail- ADF - Recepti.. ) Microsoft 365 Copil..  Logn<ADF —Wor.. 3 ADF Online-ADF IFS service desk Utracs ) Requests
Accounts Payments sectings < 5]
" " 106ouT

fEUFOUudte. & % B O B O i
03 Al Bookmarks
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ERRORS IN A BATCH UPLOAD

If there is an issue within a file you have uploaded, you can view the errors but clicking on Uploaded
Batches in the Multiple Transfer Screen. You can not make changes in ADF Online for uploaded
batches. The batch will need to be deleted and reprocessed from your accounting software system.

1. Click on Uploaded Batches and Show Errors on this screen to see the full details of the error.

b ADF Online x o+ - a
<« c istasp QA% B0 B &L O
T3 Avchdiocese/Cents 4 Actiity £ COWP|Help (@ Mirosoft Forms -F... () Mail-ADF - Recepti.. @) Microsoft 365 Copil.. < LogIn<ADF —Wor.. {§ ADF Oniine- ADF IFS service desk Uiacs ) Requests £ AllBookmarks
\iADF Accounts « Payments - secings o2
Multiple Transfers
fosseaaches
Uploaded Batches
BATCH  DESCRIPTION oATE MANAGE

2. If you see the message below, please refer back to your accounting package or file generation
system and try generating the file again to re upload to ADF Online. For further assistance please
don't hesitate to contact the ADF or your support for your accounting package.

« C %5 testcdfonlineorg.au/uSbrisbane/BatchTransactions/UploadBatchDet q=doVQHGIRLOGMC ppkl Q o o a

Cs & ese/Cer (=

G e o e &
Multiple Transfers
Uploaded Batch Details

Seseroran

DESCRPTION

14262 Invand rocerd longth fine~6]

14259, Transactons tolal does not match fotal record

14260 Transactions count does ot malch tots record.
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DELETING A BATCH

We recommend occasionally 'cleaning up' your Multiple Transfers screen by deleting old batches from
your listing. You can do this at any time.

Go to the Payments menu up the top of the screen and select Multiple Transfers to be taken to the
screen below.

1. Click on View in the Manage area.

G ADF Online x4 - 9 X

« 5 00 > ax BO & & O

€3 Achdiocese/Centacare B8 | & Activty £ CEWP|Help (] Mirosoft orms -F... (3§ Mail- ADF - Recepti.. @) Microsoft 365 Copil.. ¢ LogIn<ADF —Wor.. § ADF Oniine-ADF IFS servicedesk Ultacs Requests £ AllBockmarks

\‘i".‘?.‘ Accouns - Poyments « Sexiogs + B,
Multiple Transfers
GoToBatom

Add or upload aBateh

Please Seect. v

Loaded Batches

Loaded Batches

Uploaded Batches

BATCH DESCRIFTION ACCOUNT  BATCH  STATUS oATE TOTAL MANAGE
NUMBER  TYPE

assesn BPAY s R L - | wcccocouc | o]

asst7s s2aatst

2. Youcannowselectthe Delete buttonatthe bottom of the screento be takentoa confirmation screen.

G ADF Online x o+ — s x
. e = bXca09MOhJ OV6DCpL%2f Qaxr BO @& & @
5 Archdiocese/Centacare 83 | % Actvty £ CEWP|Help (] Microsoft forms - F.. (B Mail- ADF - Recepti.. ) Microsoft 365 Copil..  (p LogIn<ADF —Wor.. () ADF Online - ADF IFS service desk Ultracs ) Requests £ All Baokmaris|
NJADE A e e B
Multiple Transfers

View Batch for BPAY.
Bateh Descriprion
aray

Test Name. Acsiznie s524.30
Currene

S244151 ss2430 ¥

Payees for tis Bt

enrrve

s10sss

s10ssss

s10ssss

CrsatorName.

cBACARD TOPUP

CBAGARD TOP UP

caacarDToPUP

Account Number MANAGE

0000001818 S550051001334115.

0000001818 S550051001336115.
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3. Click the Submit button to confirm deletion of the batch. You will be returned to the Multiple Transfers

screen with the batch nolongerthere.

G ADF Oniine x 4

¢« > c

C5 Archdiocese/Centacare 33 | 4 Actiity £ CEWP | Help (g Microsoft Forms -F.. (3R Ml - ADF - Recepti.. ) Microsoft 365 Copil. 4§ Login«
Yo ree e

Multiple Transfers

Delete Batch for BPAY

Bstcn eserpion sear

from Testhame
szastst
Aiatie
stis Autorisaton aguest
oxe Bz
Regutar ot 5500
Senacutea Toal 5.0
post s ol v
Payees for this Bateh
ENTRY# Credtor Name.
st0ssss CBACARDTOPUP.
s10ssss CBACARD TOPUP
s105555 CBACARDTOPUP.

Plcse cickhe ubmit button o confm lteof e bt

ADF —Wor.

ss2430

& ADFOnline - ADF

IFS service desk Ultracs Requests

LoGouT

Account Number
0000001518 5550051001334115.
0000001515 5550051001334115.

0000001313 5550051001334115.

[ Al Bookmarks

HINTS AND TIPS

See the FAQs section on our website for some useful hints and tips:
http://adf.brisbanecatholic.org.au/products-services/faq/
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ADF

Fuelling Catholic Mission

DISCLOSURE STATEMENT

The Archdiocesan Development Fund (the Fund) is required by law to
make the following disclosure. The Fund is not prudentially supervised by
the Australian Prudential Regulation Authority nor has it been examined or
approved by the Australian Securities and Investments Commission. An
investor in the Fund will not receive the benefit of the financial claims
scheme or the depositor protection provisions in the Banking Act 1959
(Cth). Investments in the Fund are intended to be a means for investors to
support the charitable, religious and educational works of the Archdiocese
of Brisbane and for whom the consideration of profit are not of primary
relevance in the investment decision. The investments that the Fund offers
are not subject to the usual protections for investors under the
Corporations Act (Cth) or regulation by Australian Securities and
Investments Commission. Investors may be unable to get some or all of
their money back when the investor expects or at all and any investment of
the Fund are not comparable to investments with banks, finance
companies or fund managers. The Fund's identification statement may be
viewed at https://adf brisbanecatholic.org.au/identification-statement or
by contacting the Fund. The Fund does not hold an Australian Financial
Services Licence.

adf.brisbanecatholic.org.au

ADF PRIVACY COLLECTION STATEMENT

The ADF collects, holds, uses and discloses personal information about
you. The ADF collects personal information directly from you for the
purposes of providing services and products, including processing of
payments and transactions, and managing accounts. If the personal
information you provide is incomplete or inaccurate, we may not be able to
provide you with the services or products you seek. The ADF may
disclose personal information about you to parishes, schools and agencies
within the Archdiocese, and external third parties, including service
providers and other financial institutions that assist the ADF in
providing services and products. The ADF does not disclose personal
information overseas, but the ADF may engage with third parties who
use service providers with overseas infrastructure. Our Privacy Policy
(available on our website or on request) sets out how you can access
and ask for correction of your personal information, how you can complain
about privacy-related matters and how we respond to complaints.
Contact details: Privacy Officer, GPO Box 282, Brisbane, Queensland, 4001.
Email: privacyofficer@bne.catholic.net.au, telephone +61 7 3324 3579.
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