THE ANZ INTERNET
BANKING GUIDE
FOR BUSINESSES

LINK PERSONAL AND
BUSINESS ACCOUNTS

You can link business and personal accounts
with a feature called Customer Select. This
allows you to log in to your personal ANZ
Internet Banking or ANZ goMoney and switch
between personal and business accounts
using a simple drop down box.

To register for Customer Select you need to
do the following:

a Register for ANZ Internet Banking
for both your personal and business
accounts.

e Contact us on 0800 269 296 to set up
Customer Select. If you are overseas, call
+64 4 470 3142 (toll charges apply).

If you ever get stuck or need extra help,

we're only a phone call away on 0800 269 249.

Eligibility criteria, terms and conditions apply to ANZ
Internet Banking. See our Electronic Banking Conditions at
anz.co.nz/terms for more information.

Please note, the account information in this guide is for
example purposes only.

HOW TO LOG IN

Go to anz.co.nz a

Select Internet Banking
from the right-hand side
and click Log on.

Enter your Customer
number and Password,
click Log on.

If you don't know your
customer number, it can
usually be found on the
back of your EFTPOS or
ANZ Visa Debit card.

@ anz.co.nz ]
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HOMEPAGE f
Pay & transfer ~ Your Settings ~
Transfer funds Manage cards
0 If you get stuck and can't find your way Pay a person or a bill Change password
back to the home screen, click Home. Pay several payees Change OnlineCode preferences
e Your accounts Set up automatic payments Nickname & reorder accounts
Click on an account or loan to view Pay tax Change statement options
transactions, statements and details. Send money overseas Update email &alerts
You can also click View recent View upcoming payments change contact details
transactions to see your last five Manage payees Connectaccounts to 3rd party

transactions on an account.

Pay & transfer. Click here to move
money between accounts (including

credit cards), pay a person or bill, set up ANZ oNLINECODE | § o smiTn v Qwhars new [
automatic payments, pay tax, or view
upcoming payments. Home Youraccounts v  Pay&transfer v Apply &open Your settings v  Documents Bank mail

Your settings. Click here to manage

your cards (i.e. set/change a card PIN), T B Bpeniie R@

passwords, contact details and
statement options.

I @ ou have payments to review. View details.
Documents. Click here to view,
download or print your account Currentand savings Balances @
statements or tax certificates. You can &

. . Business Current Account
select account and time period.

01-2345-6789012-00
View recent transactions

$10,578.45
Available §317.93

Bank mail. Send and receive confidential
account information about your banking
by sending us a message.

Business Premium Call Account
01-2345-6789012-12
View recent transactions ~

$2,345.67
Available $45.47

Quick transfer. Quickly transfer money
between your accounts or pay money to
your credit card.

Log off when you're finished. Don't
waorry if you forget, you'll automatically be
logged out after 3 minutes of inactivity.

Customer Select. Switch between
personal and business accounts using HOW CAN WE HELP?

thIS Slmple drOp dOWﬂ here Call us any day 6am - 12am Call us from overseas Bank mail Locate us
. 0800269 296 . +64 44703142 = Send a message ® Findabranch




PAY A PERSON
OR BILL

a Select Pay & transfer.
e Select Pay a person or bill.

e Select which Account you want to pay
from (i.e. Business Current Account).

o Enter a Payee. You can:

- Select an existing Payee from your
list of saved Payees or search for an
ANZ Registered Payee.

- Set up a new Payee by typing in their
name and account number.

Enter the Amount you want to pay.

Enter the Date you want the payment
made using the pop up calendar
(excludes weekends and public holidays).

Enter the Details that will show on
your statement and theirs (i.e. reference
and particulars).

Remember, if this is a new payment and
you're going to be paying this person or bill
again in the future, tick the Save this payee
check box.

Select Next.

Review the payment including who you're
paying and how much you're paying them.

If everything looks correct, select
Confirm & pay.

If you'd like to change something, click
Change details to amend.

If you need your transfer limit increased or you
need help getting set up as a Payee, please
contact us on 0800 269 249.

4 R\
Pay & transfer ~
Transfer funds
Home Youraccounts v Pay &transfer v Apply & open Your settings v Documents Bank mail =
a»—- Pay a person or a bill

Pay several payees

Pay a person or a bill

Set up automatic payments

Pay tax Enter your payment details . i 2. Confirm 3.Done

Send money overseas

From

View upcoming payments

Manage payees e»a Business Current Account §

_ J Account number Available funds Account balance
06-1234-5678901-00 $2,208.10 $2,208.10

To

———= |Someoneonyourlist ¥ | Or | Anew person or company

Account number
00-0000-0000000-00

Someone on your list
v/ ABC Businesses
Adam Jones

Energy Provider

Internet Provider

Payment details

Amount* Yout limit for each payment is
$10,000. To change your limits call us

—* $50.00
on 0800 269 296 or visit your branch,

Make this an automatic payment

Payment date* We make payments to other banks
throughout the day. You won't be
able tn stop this payment once yau
confirm it.

——— 29/07/2021 | [ Ppayment made today

@ LocoFF

Your accounts ~

Business Current Account

Available: $2,208.10
Balance: $2,208.10

Business Premium Call Account

Available: $4,258.05
Balance: $4,258.05

Visa Business Airpoints

Available: $9,139.50
Balance: -$860.50

Business Flexible Facility

Balance: $84,412.80

Make transfer ~

From*
Your accounts +
To*
Your accounts

-

Amount*
$

Reference

Cleaner Copy

Particulars Code Reference
From

Confirm your payment of $50.00 to ABC Businesses today

Details on thelr statement

Invoice#1234 Mrs J Smith Copy Business Current Account
- 06-1234-5678901-00
Particulars Code Reference

e*’ Details on your statement p

—e Save this payee Details on Cleaner
your statermant Particulars Code Reference
e m Cancel To Amount Date Things to know
ABC Busi 550,00 29/072010 ‘fou can't stop this payment
00-0000-0000000-00 onee you confirm i We'l
withdraw funds for this
from your
Enter the details OR search : Q e e
il Details on Inuoicer1234 Mrs | Smith
their statement Pasticulars Code Reference
Account number
Bl  Confirm & pay Change details Cancel
Bank Branch Account Suffie
N




SETTING UP PAYMENTS
THAT REQUIRE
MULTIPLE PEOPLE

TO AUTHORISE

To set up a payment for multiple authorisers, follow
these simple steps:

e Bsoswmn v @ wars new

0 Select Pay & transfer. Pay & transfer ~

Youraccounts v Fayktransfer v  Apply Bopen  Yoursettings v  Documents  Bankmail g0

Transfer funds

t—e Pay a person or a bill

o If you have Customer Select set up, switch to your e

business account before selecting Pay & transfer. e npapiient [ curmnar |

Pay several payees

Select Pay a person or bill. et up automatic payments Fromm’ o
97—0 Businiess Current Account %

Select which Account you want to pay from Pay tax

Create payment

(i.e. Business Current Account). Send money overseas o e et
You'll see a note advising “This payment may View upcoming payments . "
require other people to authorise it". Manage payees IR Er— 5 [ PRI
. \ A R b Lavst auurhonised Thu 30 Mar 220
Enter a Payee. You can: Famertine Aot
Amourt * - gt
Select an existing Payee from your list of saved G—- § 100000 merdeats oatir  Cod Sebenc

Payees or search for an ANZ Registered Payee.
Set up a new Payee by typing in their name

and Account Number. N - R
After final authorisation
h made once the requied ignatones. Themgs |you need to know
Enter the Amount you want to pay. [
Enter the Details that will show on your statement e Thelr statement detall
a nd thei |’S (i.e. refe rence a r]d pa rticu |a rS). Thiz information hefips you and the payes to dentify your payment. Ary changes you make wil sppiy to this payment cnly.
Remember, if this is a new payment and you're 4 o

going to be paying this person or bill again in e v et
the future, tick the Save this Payee check box. P o
This will make it easier next time, by searching T Gom

for the Payee name.
»—C“ Cancel

©

Select Next.

Review the payment including who you're paying
and how much you're paying them. Again,

you'll see a note about the payment requiring
authorisation under “Things you need to know".

@ If everything looks correct, select Confirm.
If you'd like to change something, click Change
details to amend.



TO AUTHORISE A
PAYMENT, FOLLOW
THESE SIMPLE STEPS

o You will see a notification at the top of the
home page if you have a payment waiting
for you to authorise. Click View Details.

You can also select Authorise Payments
from the Pay & transfer menu.

e Select the payment to review the details.
e To Authorise a payment, click Authorise
and then Authorise again.

To Delete a payment, click Delete and then

Delete again.

The payment will be made when all
required people have authorised it.

5w Pay&transie v Appily Bope

mium Call Account

% Busingess

HOW CAM WE HELP?

ol oy by o - Fnem ol s e e

% 0800 269 296 L #644470 3147

Payments authorisations

¥ou need to autharise

il 2019 MAPs Aczount

To ABC Businesses
112345 678901

Amount $1,000,00
01 April 2020

Faymont date Aftoe final autharisation

Their detail: Pasticulars Code
y-1245

aur detais Pasticulas Code
Y1235

Tuse & April 2019 ADC Businesses

From Business Current Account

Pt tyy

Serious Saver Trarufer
B Delece

Feference

Mrs.J Semith

Rederence

s J Senith

Erergy Provider « Payment

5 Bankmal B

154013

Autherlse payment

Frem Bissiness Current Account

ABC Businesses

41,000.00

This 30 Mar 2020

Adfves finat suthorsation

Particulars Coda Ratarenca
Iy I3mih

Particulsrs Code Reference
ey 1 Smitt

Things you need to know




SET UP AN 1
AUTOMATIC PAYMENT

AN
b @ LoG oFF

Pay & transfer ~

Transfer funds

0 Select Pay & transfer.

Home Youraccounts v Pay &transfer v Apply &open Yoursettings v Documents Bank mail =

Pay a person or a bill

e Select Set up automatic payments.

Pay several payees

e Select which Account you want to e” SR SRS
pay from (i.e. Business Current Account). Pay tax

° Enter a Payee. You can:

Your accounts ~

Create Automatic Payment

Business Current Account

2. Confirm 3.Done Available: $2,208.10
Balance: $2,208.10

Enter your payment details

Send money overseas
Business Premium Call Account

L. View upcoming payments From Available: $4,258.05
- Select an existing Payee from your _ Balance $4258.05
> Manage payees = | Business Current Account § Visa Business Airpoints
llSt Of SaVed Payees or SearCh for an _ J Account number Available funds Account balance Available: $9,139.50
ANZ Registered Payee. 06-1234-5678910-00  $2,208.10 $2,208.10 Balance: $860.50
. . . To Business Flexible Facility
- Set up a new Payee by typing in their Someone on your s ance 5841250
name and account number. /' ABC Company ooy i®) o ke taridie g
Adam Jones
e Enter the Amount you want to pay. ER—— il From®
- . a Your accounts ¥
Internet Provider
e Enter the Date you want the first To*
Payment details Your accounts $
payment made. Amount*
Amount* Your limit for each payment is s
Select the Frequency you want . (35000 $10,000. Nofimit applies ifyou pay
the payment made one of your own accounts. Reference
. Make the first payment on* Payments are made at 4am NZT v
Select when you want the payment made until. p . |« (5010772091 ¥y nthave ncugh aney

you may be charged a fee.

Select frequency

- Until further notice means this payment
will be automatically paid until you change Weekly

.
or stop it.

Every 4 weeks
Monthly
Every 8 weeks

Frequency *

—= | Select frequency ¥ |
e i—— Payments on weekends or public

holidays will be made the following

Repeat payment” business day.

= Until further notice

- Until a date means this payment will be
automatically paid until the date you've chosen.

Until a date

Every 12 weeks

©0 €00

. . Quarterly :
e Enter the Detalls that WI” S.h %y o Every 6 months Dj:;l::n Jors et o Business Current Account ABC Businesses
your statement and theirs (i.e. reference Annually W 06-1234-5678910-00 ©4-0001-9000000-00
A L ) Particulars Code Reference Balance: $2,208.10 $50.00
and part|CU|ars)' Details on their statement
Invoice#1234 Mrs J Smith Copy Next payment Thursday 29 July 2021
@ SeleCt NeXt Particulars Code Reference :: P
G Review the details including the accounts, ok T
amount and frequency of payment. @ g " I Ending Ut urther ntice
If you'd like to change something, click
Change details to amend. TS, —e s
@ If everything looks correct, select Sesisonthelrsatement e e o g
Confirm & schedule.
® [T e

Now your Automatic Payment is set up.




AMENDING AN
EXISTING AUTOMATIC
PAYMENT

a Select Pay & transfer.
e Select View upcoming payments.

e Choose the payment you want to
amend or delete.

To Edit, click edit, amend any
information and then Review & confirm.
If you're happy with the amends, click
Confirm & schedule.

To Delete a payment, click delete and
then Delete payment.

To Skip a payment, click skip and
Confirm & schedule.

Once you've amended the automatic payment,
you can see your updated list of scheduled
payments under View upcoming payments.

Pay & transfer ~

Transfer funds

Pay a person or a bill

Pay several payees

Set up automatic payments
Pay tax

Send money overseas
View upcoming payments

Manage payees

ANZ

Home Youraccounts Pay&transfer v Apply &open Your settings v

Upcoming payments

Please make sure you have enough money to make your payments or you may be charged a fee .

Date

—e 29 Jul 2021

From

Business Current Account
06-1234-5678910-00

8 oG oFF

Documents  Bank mail =

To Type/Frequency Amount
ABC Businesses ﬁ Automatic Payment 550.00 View Edit Delete Skip e
00-0000-0000000-00 Fortnightly

View statemnent details

|

Edit Automatic Payment

Edit the details

From

2. Review details 3.Done

Business Current Account

Account number
06-1234-5678910-00 $2,208.10

To

Available funds

Account balance
$2,208.10

ABC Businesses

Account number
00-0000-0000000-00

Payment details
Amount Your limit for each payment is
$70,000, Mo limit applies If you pay
$s0.00 one of YOUr OWn accounts.
Most recent payment:
Thursday 22 July 2021
Mext payment Automatic payments are made at

29/07/2021

Frequency
Fortnighthy w

Repeat payment
@ Until further notice

) Until 2 date

Aam NZT. if you don't have enough
money In your account to make the
payment you may be charged a fee.

Payments on weekends of public
holidays will be made the following
business day,

06-1234-5678910-00
Balance: $2,208.10

Mast recent payment

Next payment

Frequency

Ending

Details on your statement

Detalls on their statement

Delete Automatic Payment

Business Current Account

ABC Businesses
00-0000-0000000-00
$50.00
Thursday 22 luly 2021

Thursday 29 July 2021

nits are made at 4am NZT. ¥ you don't have encugh maney in your
maka tha paymsent you may b charged 2 fee.

Fortnightly

Paymients on weakends or public holidays will be mads the follkawing business day.

Until further notice

Cleaner
Code Heference

Invoicef1234 Mrs J Smith
Particulars Code Reference

Delete payment - are you sure?




ACCESS STATEMENTS

Select Documents.

Select Document type - Statement
and which account (i.e. Business Current
Account).

Select Date range (i.e. Last 30 days).
Click Search.

You can either:

- View. By clicking this, a new browser
tab will open with a PDF version of the
account statement.

- Download. By clicking this, a PDF
version will download and show at the
bottom of your screen. To open, click
on it and from there you can save a
copy, print the document or attach it
to an email.

If you're comfortable accessing your
statements this way you can choose to stop
paper statements being sent to you. Just go
to Your settings, then Change statement
options on the drop down menu, and select
Online only.

Note: You’'ll need Adobe Reader to view
PDF files. You can download Adobe
Reader free of charge.

> 3

Vv Statement
Tax Certificate

fANE

Home Youraccounts v Pay &transfer v Apply & open Your settings v

Documents Bank mail &=

%

. —

Document Library

View and download coples of your electronic documents

Document type Account

Date

Statement v Business Current Account  # Last 6 month

06-1234-5678910-00

Showing statements for Business Current Account for last 6 months

View or download your documents as PDFs below

v Search [

6 results

Select all [ View selected l [ Download selected

L Feb 14,2020 Statement

1 Mar 14,2020 Statement
% Apr14,2020 Staterment
% May 14,2020 Statement
L Jun 14,2020 Statement
% Jul 14,2020 Statement

You need Adobe Reader to view PDF files. You can download Adobe Reader free of charge.

06-1234-5678910-00

06-1234-5678910-00

06-1234-5678910-00

06-1234-5678910-00

06-1234-5678910-00

06-1234-5678910-00

View

View

View

View

View

View

Download

Download

Download

Download

Download

Download

Last 30 days
Current year
Last 3 months

Last 12 months

2019
2018

(3 pages) e———

(3 pages)

(3 pages)

(3 pages)

(3 pages)

(3 pages)

®



