YOUR QUICK START
GUIDE TO ANZ DIRECT
ONLINE (ADO)

EIGHT STEPS TO GETTING STARTED

STEP 1

CHECK YOUR SOFTWARE

Check that your computer is setup correctly
to operate ANZ Direct Online by running our
handy Technical Environment Check tool
(anzdirect.co.nz/check).

Follow the instructions, as directed by the tool,
to update/install any missing components.

If you ever get stuck or need extra help,
we're only a phone call away on 0800 269 347.
Eligibility, terms and conditions and fees apply to ANZ Direct

Online. Details are subject to change. See our ADO Conditions
of Use at anz.co.nz/terms for more information.

Please note, the account information in this guide is for
example purposes only.
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Check Your Technical Environment

Click on the Fum button below o check whether yaur technical environment meets the system requirements for ANZ Direct Onling and ANZ Intermet Banking.
We recommend you perform all checks. Untick the checkboxes if you do nod want 10 run all sysiem checks.

Browser and Version

JavaSeript Enabled

Cookies Enabled

Operating System

Pop-up Blockers Turned O *

* Nod required for ANZ Imemet Banking

Mead further help?
Contact ANZ Internet Banking

Contact AMZ Direct Online

Check Your Technical Environment

Results: Click here if you wish to check again.

1. Browser and Version ¥ Google Chrome - 86.0
2. JavaScript Enabled ¥ Successiul
3. Cookies Enabled ¥ Successiul
4,  Operating System v Successful
5. Pop-up Blockars Tumed O o Sucessshu

* View Detailed Results

Troubleshooting Tips: We recommend taking a look at these troubleshooting tips which step you through how to get your technical environment set up 1o meet
tha systam raquiramants for ANZ Diract Onlina and ANZ Intarnat Banking

Need f

rther help?
Contact ANZ Internet Banking

Contact ANZ Direct Online




STEP 2

LOG ON AND CHANGE YOUR
PASSWORD

Before you start you must change your
password from the password provided in
your initial log on email.

Open your browser
e.g. Google Chrome or Mozilla Firefox.
Then go to www.anzdirect.co.nz.

Select Log on.

Enter the log on details from your initial
log on email.

Click Log on.

Change password.

STEP 3

PLAN ON PAPER

We recommend that you plan the set-up of
ANZ Direct Online for your organisation on
paper before you proceed. Please refer to the
Plan-on-Paper sheet sent with this guide,
to complete this. This will assist you with the
next four steps.

Q0 ( @ anzdirect.co.nz J

ANZ Direct Online

AUTHORISING

YOUR ANZ DIRECT ONLINE PAYMENTS

JUST GOT EASIER

Learn more |

ANZ Direct Online

ANZ Direct Online Log on

Ploase enter your ANZ Direct Onling client code, user ID
and password below. Once you have finished your ANZ
Direct Onling session, please ensure that you log off

SEND MONEY
OVERSEAS

WITH ANT DIRECT ONLINE
MOW FROM JUST §8

Chent Code

User 1D

Password

[C] Aemamber Me Helphul Links

——e Miw Password Jiew Passwaord Plaase enter your new password detals
e—‘ Confirm New Password Confirm Password - Must be betwean & and 20 characiers
- " 12 Ais
e Passward Strongth Musgt cantam at least 2 nsmbears

“etgother 2 v System Requirements

v Security and Privacy

By accessing tis senvice, you confim you arg an authorised user v DS Quickstart Guide

and have agreed 1o ANZ Direct Online Condiions of Use. " 4
o ; v Android Quickstart Guide

Unauthorised use may be refermed 1o the appropriate authorities
v Other Mobila Chuickstart Guida

- J

ANZ ANZ Direct Online

Change Password

o Information: You are required to change your password when you ke on for the first time or after the password has baen reset by your administrator.

s Must contain at least 2 letlers: 1 uppercase and 1 lowercase
= Canconlain any of the followang: "~ @RI HAE" (] _~=-[|{}} Tt

=

- J




STEP 4A

SET UP AND MANAGE USERS

Note: User profiles for your authoriser(s) have
already been established, however the initial

passwords will need to be assigned (see Step 1).

Any other users will need to be created
(see Step 2).

Setting the initial password for
your authorisers

Select Manage Users from the
Administration menu.

Click on the applicable User ID hyperlink
from the list of users displayed.

Check the Reset Password box.
Give the user a temporary password.

Check the box to allow the user to log on
via the ANZ Direct Online mobile site.

Optional field — Allocate user
transaction limit(s).

Click Update.

Repeat these steps for each authoriser.
Give each authoriser the Client Code, their
User ID and their temporary password.

Authorisers have been allocated the Default
Authoriser role. Additional or alternate roles
can be allocated in Step 6.

e—‘ 000012

ANZ Direct Online

Batchesv  Reportsv  Databasev  Administrationy  Toolsv

Manage Users
Mamage Baich Groups

Manage Users

Mlanage Roles

‘You can search for. acd, edit delete and assign roles to u M279e Account Names

Search for users whare Wiew Signaicries & Devices

Usaril v contping “Vour Drganisation’s Detais

Your Details

Al
ghowing 1-50 back | next

STAFF MEMBER Detault - Authonser

N 000 JOHN CITIZEN Default -« Authonser

Manage Acsount Information Groups

Helpv

| Mobile

Yes

es

08859 | 153649
09 Apr 2018 11:52 NZT

Welcome #  Help @

Slalus

Arftive

Active

Disolay 50 * | records oer page

ANZ Direct Online

Batchesv  Reportsv  Databasev  Administrationv  Tools v

Edit User

Tk nrt 16 st S &0 18IES A95iNaa 10 TS Lser

Help»

A0EP5Y | 153649
26 Jul 2018 1619 NZT

Welcome #  Help @

User iD 0011223

First Name JOE

Latt Name CITIZEN

Emai jor@company.com
Mobile Numbar - eca 23232

* Never apings
Password Expiry -

Status Adtive v
Reset Password -
re | Mew Password Password

e Confirm Password Confirm Passward
Reset 1o Al 1o Log On'
View Weicome Screen 2

ANZ Direct Mobile User W

B Prasword Criserin

Transaction Limits @

Domestic Paymanl £09 99000399

International Peyment (NZD Equivalent) 999,999,009.99

Same Day Cleared Payment 909 990,009.99
Caneel

L]

m it T




STEP 4B

SETTING UP OTHER USERS ANz °© ANZ Direct Online PO ettt ll @ Log of
0 Select Manage Users ﬂ’om the Batchesv  Reportsv  Databasev  Adminisirationy  Toolsv  Helpv Welcome & Help @
Administration menu. Marieae
Manag e Users Manage Baich Groups
© cickaddNew
'fou can search for acd, edit delets and assign roles to u
Maniage Acsount Information Grougs
e Enter the user’s details. ) scsven for users unere View Signtein & Devcas
N . UseriD v containg “four Drganisation's Detaks
Select the Password Expiry period for Vour Detalls
the user. e—' Change Password Disolay 50 * | records oer page
All
e Give each new user a temporary showing 150 Dack | nait [ e
paSSWOFd, | | Status Last Logon (NZT) | Lockoul | Sebect
000012 STAFF MEMBER Detault - Authoriser Yes Active o
e Check the box to allow the user to |Og N JOHN CITIZEN Detault - Authonser Yes Active No )
on via the ANZ Direct Online mobile site.
0 Optional field - Allocate user - ANZ Direct Online 26,50 2018 16.19 2T
transaction limit(s).
Batches~ Reportsv  Database~  Administration~  Toolsv Help~ Welcome @& Help @
e Click Update.

Edit User

CBek Al 16 vibwr &1 S0 FOIES A58 Ne 18 TNS Lter

Repeat these steps for each new user.
Give each new user the Client Code, their
User ID and their temporary password.

UsariD 0011223
Roles for all these users will be allocated |7 | Fhieme HoE
In Step 6 Last Name CITIZEN
' Email jor@ company com
Refer to chapter 9 in the User Guide for Lo | ot umser [ REZEFEEE)
assistance. ° W P ® Never arpires
Status Adlve ¥

agsw =

re | Méw Password Pasgword [ Paaaword Criteria
Lo | Confirm Password Canfirm Passward
Reset 10 A8 1o Log On'

View Welcome Screen o

ANZ Direct Mobile Ukser -

Transaction Limits @

Domestic Paymant B09.990,809.99 oj
Intesmational Payment (NZD Equivalent) 999,990,000 99
Same Day Cleared Payment 209.990,009.99 ,_J

. J




STEP 5

CREATE AND NAME YOUR
BATCH GROUPS

Select Manage Batch Groups from
the Administration menu.

e Click Add New.

Enter a unique name for each
Batch Group.

o Click Save.
Repeat these steps for each batch group.

Refer to chapter 9 in the User Guide
for assistance.

ANZ Direct Online

Balichesv Reportsv  Databasev  Administration v

Manage Batch Groups
Wi &b sarch lor, sdd, &R, delste and ASSGH rolsd 1o bateh groups.

8 seach for Baich Groups where:

_— =

An

showing 1-21 back | next

Batch Group Batches | Creator
PAYRO] vigw 152649
CREDITOR Hew ADMIN
BAYE Migw S10005

Toolsv  Helpv Welcome &  Help @

Display 50 ¥ records perpage

Creation Date | Modified Date Selact
05 Nov 2014
08 Sep 2012 08 Sep 2012
19 Nov 2013

ANZ Direct Online

Balchesw  Heporlsv  Dalabacew Adrmmstration v

Add New Batch Group

Ender a Dateh group name ASsige raies 10 this baich groug by SEECting one of mone rles fiom e ief cotsmn and clieking the Asd () bution. Remove ries by Selecing one or moee mies from

the sight cohumn and dicking he Delele (<) bullon

Balch Group Nirme:

Detault Roles with access 1o Growep: Default - Super Liser
Default - Standard User
Drefaull - Advanced User
Dutaull - Authorize

Select one or more Rodes
Bani Limit Admin
Deme rode

ADBE5 | 2
10 Mov 2

Toapds v Helpw Welcome ®  Help @

Holes assuned to Group

\=
l




STEP 6A

SET YOUR OWN ROLES OR
USE THE BANK DEFAULT ROLES

Apply Bank default roles

n Select Manage Roles from the
Administration menu.

Click on the link for the required
default role; remember there are six
default roles.

e From the list select the users to be
assigned to this role. Click >>.

o Click Update.

Repeat these steps for each different default
role you want to use.

Refer to chapter 9 in the User Guide for
assistance.

Bank default roles allow you to choose from
pre-set user types. Default roles are as follows:

ANZ Direct Online

Batchesw  Hepordsw  [Database«  Adnmunistrations  Toole»  Helpw Welcome &  Help @

Manage Roles

YU AR seareh for, 3sd. edi, copy. and celete roles.

Anumber of pro-defined defaut reles have boen created by e Bank Vau can A55Kn users 10 these mies, of rnale YOLT SN Tales dEpendng om the needs of your argansation

u Seafch for rokes whary

Raoie Name contains || ] Search

Add New Display 50w recods par page

All

Creator Creation Date

ANZ 26 Jan 2012 29 Jan 2012 0
ANZ 25 Jun 2006 25 Jum 2005 O
ANE 27 May 2018 27 May 2018 O
ANZ 25 Jun 2006 25 Jun 2006 =]
ANZ 25 Jun 2006 25 Jun 2006 o
Dietault - System Aministrator ANF 25 Jun 2006 25 Jun 2006 [m
Bank Limit Admn ADMIN 12 Aug 2018 17 Jun 2020 L
Demo role 183540 12 Jul 2016 13 Now 2015 |_

showing 18 back | next

Super User Full access to all functions
Access to all functions

Advanced User except system administration
functions

Access to basic functions

S with domestic batches

System Access to System
Administrator Administrator functions only

Access to view account
information only — payments
functions are disabled

Account
Information Only

Access to approve and

Authoriser
release batches

ANZ Direct Online LA

Batches» Reporis» Databasev  Administration~ Toolsv  Help~ Welcome &  Help @

Edit Role et sovanceauser

This rode and s permissions have been pre defined by ANZ. Assign users (o this 1ole by selecting one or more usess from the lefl colamn and chicking the Add (»>) butlon

The ‘Advarced User Role has access t all pemissions. excepd lhe system fncliors.

Select one or more Users: Users assigned 1o this Rode:
010074

0385368

042033

095573

104542

131968

148789 n
1534549

182991 B
176423

178913

m|Rn

183408

201886

202224 - i

== 0




STEP 6B

CREATE CUSTOM ROLES

Use this process if you would like to limit
access for some users to particular functions,
batch groups or accounts.

Select Manage Roles from the
Administration menu.

Click Add New.
Enter role name.

From the list select the user(s) to be
assigned to this role.

Click Next >>.

Open each function link. Tick the
check boxes for the functions this role
can access.

Click Next >>.

From the list select the Domestic
Accounts assigned to this role.

Click Next >>.

From the list select the Credit Card
Accounts assigned to this role.

Click Next >>.

From the list select the Foreign Currency
Accounts assigned to this role.

Click Next >>.

From the list select the Batch Groups
assigned to this role.

Click Save.

Repeat these steps for each new role.

ANZ Direct Online

Batchesv  Reportsv  Databasev

Add New Role

Administration « Tools v

s B
Manage Roles

ou can search for, add, edil, copy, and delele roles.

A nurmbes of defined h hed by the Bank. You can

Help~ Bearch 1or roks where

Rl Name containg ||

Search

Entex & roke name, th o this roke By selects

R

L : \E J

Role Name

Select one of more Users:
100000
104548
105365
147872
150595
153649
19407
205584
206480
22415
395705
396884
500472
501779
501811

Users assigned to this Rele:

it

(4

Expand a permizsion category by clcking on the calegory name. Select

4

E Batch Functions - Automatic

Automnalic Badch

& Hatch Functicons - Domestic

Craats New Balkch
Freezs

Authorise
Release

Bundie

Dalete
Rename
Move Balch
Copy Batch

Edit Header Bulkoad
Re-use
Print
Stop

e M e e e

Vigwing rights to all current and fulure Domestis Accounts

Select one of more Domestic Accous

01-0505-00060349-002 -
01-0505-00060949-003 -
01-0790-00143953-088 -
01-0790-00143953-081 -
01-0790-00143053-082 -

Cheque Account
Call Account
Horne account
Fam

Richies ACC

Domestic Accounts viewable by this role

]




STEP 7

SET UP OR CHANGE A DAILY
PAYMENT SITE LIMIT

Use this process to set up or change a daily
payment site limit for Domestic Payments,
International Money Transfers and Same Day
Cleared Payments processed on your ADO site.

Note: The ADO site limit is applied to all
payment types ready to be processed on
the site per day. To set a limit for transaction
values that a user can create refer to Step 4B.

Select Manage Payment Limits from
the Administration menu.

e Enter the daily site limit amount.

9 Click Save.

Note: In order to make changes to your daily International
Payments limit you will need to contact the ANZ Direct Online
Helpdesk on 0800 269 347, available 7.30am-6pm Monday - Friday
(excluding public holidays).

ANZ Direct Online

Batchesv  Reportswv Databasev  Administraion~ Toolsv  Helpv

Manage Payment Limits

Payment Bmits can b set for your ANZ Direct Onkne site and users. Limits are s&t by product type

Site Lumuls (per day)

402858 | FH1ERE
10 Now 2020 1524 N2 -ﬂ Leg off

Welcome &  Help @

This section containg your orgasisation’s daily payment lmits. by progduct pe

Damaste Payments 50,000.00
Intemational Fayments (NZ0 Equivalent) 50.000.00
Same Day Cleared Payments 50.000.00
User Limits (per fransaction)

This sechion contains ransaction kmits for your ANZ Direct Online users, by produst type.
These bmis can also be updated from the Manage Lisers page in ®e Administration men

Search for Lisers whare

UseriD  ~ containg Search

All
showing 1.20 back | neal

UseriD | FirstMame | LastMame Domestic Limit | International Limit

Digplay | 20 v | iecords per page

Same Day Cleared Mayment Limit




STEP 8 o

Batch Waorkflow Bk g = BHOWALL BTCH GO =

SET UP BATCHES e =oAL BTCHTPES -

Lo

o

Select Batch Workflow from the

Batches menu. a—ﬂ
[ R

o Click on the Create New link. J
e Select the Batch Group, Batch Type - -

and Transaction Type from the
Help
drop down boxes and enter the new Create Batch 0
Batch Name.
Select the Batch Group in which you want to create your new batch. The Batch Name
o Click OK can contain up to 8 cheracters.
Batch Group ~SELECT ONE-- v
Repeat these steps for each new batch.
Batch Type DOMESTIC v
Go to Online Help to find out how to create e _ !
batches if you're bulkloading data from your picearnd )
accounting software or if you're sending Batch Name
secure mail requests to ANZ.
¥ Open Batch

Refer to chapter 4 in the User Guide

—— o

- J

SUMMARY

| ANZ S ANZ Direct Online
You are now ready to use ANZ Direct Online.

Batchesv  Reportsv Databasev  Administrationv  Toolsv  Help~ e

o Please refer your users to the Online
Help and PDF User Guide, accessible
from the ANZ Direct Online Help
menu for how-to information at
their fingertips.

What's New!

Document Library

Help on this screen
Online Help
User Guide

Account Name Contact Us



