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CDF Online User Guide

Overview

This user guide has been designed for all CDF clients who wish to use CDF 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 CDF’s FAQs and your internal
processes.

Contact details:
CDF Online Support is available Monday to Friday between the hours of 8:30am and 4:30pm.
Phone: 02 6239 9870

Email: cdf@cg.org.au

Website: https://cdf.cg.catholic.org.au/

Expected Learning Outcomes

After completing this user guide you should:
e Have an in-depth understanding of CDF Online;
e Be able to confidently navigate the different areas of CDF Online;
e Know how to process internal and external payments; and

e Be able to easily export account statements or data for reconciliation.
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Glossary of Terms

Below is a listing of terminology that may be used throughout this user guide in relation to CDF Online,
functionality and transactional processing.

CDF — Catholic Development Fund
Us — The CDF
Rejection — Term for when an EFT payment or direct debit is returned to the CDF as unpaid.

APCA — 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.

BECS — Bulk Electronic Clearing System.
CBA — Commonwealth Bank of Australia.
EFT — Electronic Funds Transfer of money to an account within Australia.

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

CRN — Customer Reference Number.
DDR — Direct Debit Request/s.

A#t Number — CDF system generated reference number for the direct debit request.
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Introduction to CDF Online

Overview

CDF 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.

CDF Online gives customers the ability to:

e View current account balances;

Transfer funds between CDF accounts;

e Transfer funds to accounts held at other financial institutions;
e View, print and download transaction listings;

e View future Periodic Payments or Direct Debits;

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

e BPAY Payer functionality allowing you to make BPAY payments;

e 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;

BPAY Payer Online Access Agreement required to be completed before functionality is provided

Direct Debit arrangements required to be completed before functionality is provided
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Security Features

We have several security features enabled on CDF Online. These include:

e The ability to have CDF Online users set up with different access levels depending on the activity they are
required to perform. Authorised users can be set up as:

e Enquiry only.
View accounts and generate transaction listings but not perform any transactions.

e Dataonly.
Upload files, prepare payments, view accounts and generate transaction listings.

e Fully transactional.

Authorise transactions and/or files as well as all other actions that the enquiry and data only
users can complete.

e 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. Users should never record or share their log
in details with anyone else, and we recommend that they regularly change their CDF Online password.

e All transactions and batches processed through CDF Online require dual authorisation, meaning that 2
full 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 contact your CDF team to discuss.

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 of 4:00pm AEST.

An internal transfer between your own accounts or to another CDF customer processes instantly.
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Establishing Access to CDF Online

Overview

CDF Online forms are now available on our website.

Things to Consider before Applying for CDF Online

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

The CDF 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 CDF Online

Download and complete the CDF Online Application Form from our website here: cdf.cg.catholic.org.au

Completed forms can be returned to the CDF via email to cdf@cg.org.au

New User / Changes to Online Access

You can delete a CDF Online user or amend their access rights by completing the CDF Online Application Form.
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Using the CDF Online System

Overview

In this section we will cover how to use CDF 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 CDF Online via our website, cg.catholic.org.au. CDF Online will work in any
internet browser, however we do suggest using Microsoft Edge, Google Chrome or Firefox.

1. Click on the CDF Online button on our website
Enter your Login Details and select Login

Login Name: Enter the Login Name supplied by the CDF.
Password: Enter the password provided by the CDF.

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

Login with your SMS One Time Password

To ensure your security we require an SIS One Time Possword.

Get your SMS One Time passuord

Enter your One Time Password

No  Display Password
CDF Online Customer User Guide Page | 8
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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 CDF Online homepage.

Change Password
Your Pessword has been reset and you must change it before you can continue.
You will use this 1o login. Avoid the obvious like your name or birthday (otherwise you may be liable for unautherised transactions).

Your Password

@
Your Passwerd should be 8-12 characters and contain at feast I number .
@
S——
@
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Your Home Page

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

[}

- Accounts + Payments ~ Settings
T INBOX LoGout

Accounts

Test Account 1 Available $902.34
5284151 Current so023a
Test Account 2 Available $0.00

v
5244151.1 Current $0.00
ON-CALL COMPOUND Available $0.00 o
5244151.2 Current $0.00
SCHOOL FEES DIRDB Available $0.00 o
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
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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

Jelcome.aspx

Accounts

san Accounts Payments « Settings

Test Account 1

5244151

DATE

01/10/2023

29/08/2023

29/08/2023

03/08/2023

02/08/2023

TRANSACTION DESCRIPTION

TFR
ONL From-B C E O Ref-TEST115 [Eff Date: 25 JUN 24]

TFRTO 5213951.3

DEPOSIT AT BANK
From: CBA CREDIT CARDE Ref: 5353109494835823 [Eff Date: 28 AUG 23]

DEBIT TRANSFER
From: CBA MERCHANT FEE Ref: 5353109494835823

DEPOSIT AT BANK
From: CBA CREDIT CARDE Ref: 5353109494835823 [Eff Date: 01 AUG 23]

* @3 a

3 All Bookmarks

= &

INBOX LoGouT

Available $902.34
Current 5902.34
DEaIT cREDIT BALANCE
568100 $902.34
51,0000 $221.34
51,00000 $1,221.34
51056 $221.34
53500 $231.90

@ 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.

san Accounts Payments « Settings

Transactions / Account Details

Test Account 1

52441581

Quick Search Q' Advanced Search

Quick Search

Description

In Transaction Type

All

DATE

01/10/2023

29/08/2023

29/08/2023

TRANSACTION DESCRIPTION

TFR
ONL From-B C E O Ref- TEST115 [Eff Date: 25 JUN 24]

TFRTO 5213951.3

DEPOSIT AT BANK
From: CBA CREDIT CARDE Ref: 5353109494835823 [Eff Date: 28
AUG 23]

[ All Bookmarks

= &

INBOX LoGouT

Available $902.34

Current $902.34

Account Details

¥ Download

Amount
v
DEBIT CREDIT BALANCE
$681.00 $902.34
$1.000.00 $221.34
$1,000.00 $1,221.34

CDF Online Customer User Guide
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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.

Transactions / Account Details

Available $902.34

Test Account 1
Current $902.34

5244151

fecountpeie
Q' Quick Search Q Advanced Search ¥ Download

Advanced Search

Description In Transaction Type Amount

All v

Receipt Number Time Period Amount from

pee Ranne
Cheque Withdrawal Number Duration Amount to
- Please Select — v
DATE TRANSACTION DESCRIPTION DEBIT CREDIT BALANCE
01/102023 TFR
681.00 902.34
ONL From-B C E O Ref-TEST115 [Eff Date: 25 JUN 24] $ §
$1,000.00 $221.34

29/08/2023 TFRTO 52139813

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. To view transactions for
the current day so far you can go to the account’s Transaction History.

v 3 ADFOnline x4 - X
<« C % testcdfonline.org.au/uSbrisbane/Accounts/TransactionDownload.aspx?udaq=rusASOHquFiYzrNhRI%2b)SqpzF QéysrTgak00 DKTLpWTswOTe wmNCSalNOeFHOIXuICUS7 H362fb TKAhfR QuGOXF24VeZL%2f20F 2EKIKmOPK2 1 uXkf2Cy 7L 1g DVENI2vIgZh ¥ a0 2
& Archdiocese/Centacare [0 All Bookmarks.
Accounts Payments « Settings « =) \E'
INBOX  LOGOUT

Download Transactions

Test Account 1 Available $902.34
5244151 Current $902.34
From To

Document Type

CSV : Comma Separated Values, Generic forv

Copyright © 2024 Archdiocesan Development Fund
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Generating a Statement

As you are now a registered CDF 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.

¥\ ADF Online x4+

<« c %% testcdfonline.org.au/uSbrisbane/Accounts/StatementSelection.aspx

Cg Archdiocese/Centacare [ All Bookmari

= &

Accounts Payments Settings
INBOX LoGOUT

Statements
Create a Transaction List

Start Date End Date

For All Accounts

Test Account 1
5244151

Test Account 2
5244151.1

ON-CALL COMPOUND
5244151.2

SCHOOL FEES DIRDB
52441516

On Call Savings Quarte
52441572

<
o

@ testdfonline.org.au/uSbrisbane/InformationLoading.aspx - Google Chrome - m] X

23 testcdfonline.org.au/uSbrisbane/InformationLoading.aspx

THE ARCHDIOCESAN DEVELOPMENT FUND Printed at @1:31pm, @1 OCT 2823
CATHEDRAL HOUSE

LEVEL & 229 ELIZABETH 5T

BRISBANE 4200

Transaction BEGIN Dats @1 AUG 2023 DATE JOINED DEPT BR/AG
Transaction END Date 16 AUG 2823 23 SEP 15 99 1
CLIENT MNo. 52441 Test Customer

5244151 - Test Account 1
Test Customer

POSTED DESCRIPTION DEBIT CREDIT BALANCE CHQ NO.
BLAUG23 OPENING BALAMNCE ... iuininiiinnnnraenannnnnas 196.9@
@2AUG23 DEPOSIT AT BAMNK 35.02 231.92
@2AUG23 From: CBA CREDIT CARDE Ref: 53521@0494235323
@3AUG23 DEBIT TRANSFER 18.56 221.34
©3AUG23 From: CBA MERCHANT FEE Ref: 53531@9494835823
16AUG23 CLOSING BALANCE ....cu.ivunivncnrnnnnsnnnsnanrnns $221.34

Test Customer

C/- ADF Should you have any queries
GPO Box 282 please ring €7 3324 3777
BRISBANE QLD 4081 during normal office hours.

To save this file electronically select the Print button then change the printer to PDF.
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@ adfonline.org.au/brisbane/InformationLoading.aspx

Print

Total: 5 sheets of paper

m Cancel

Destination #5 Adobe PDF -
Pages All -
Layout Portrait -
Color Color -
More settings v -
Print using system dialog... (Ctrl+Shift+P) o]

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.

¥ \# ADFOnline %+

<« > C 25 test.cdfonline.org.auf [Transacti i ummary.asp;

C% Archdiocese/Centacare
d "
\ e — Accounts Payments Settings «
BEVELDIMENT
Fono

Future Payments

Due Date From To Type
20/08/2024 5244181 Test Account 1 Test Account 2 Internal
29/08/2024 52441511 Test Account 2 JIMS MOWING External

Freguency
Fortnightly

Monthly

= X
* g L a2
3 All Bookmarks
= o]
INBOX LoGout
Amount
$2.00 >
$5.00 >

Copyright © 2024 Archdiocesan Development Fund
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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 2
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 CDF 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.

v\ ADFOnline x o+

<« C % testedfonlineorg.au/uSbrisbane/Payees/PersonalPayeesListaspx?udaq=9eHAVURSOS S Yg9SKaLUpgPelNO DDhSHqNVZK3gYE8EW * 0L a
% Archdiocese/Centacare 3 All Bockmarks

] a8

Accounts v Payments Settings v
INBOX  LOGOUT

Q  Find a Payee Add New Payee v

JIMS MOWING 1IMS MOWING 100021531 012345 External Transfer
Pay Change

o

ollie words 5251351 Internal Transfer
Pay Change

Copyright © 2024 Archdiocesan Development Fund

CDF Online Customer User Guide Page | 15
Version 1, Published 5t September 2024



2. After selecting Change you can now either update the Payee details or click Delete to remove them from
your address book. You also have the option to Update & Pay if you would like to proceed to payment.

~  \ ADFOnline x  + - x
<« G % testcdfonline.org.au/usbr s/PayeeDetail DE: MdIdCCKE5PLeqWMBNUNhIeVmioOwvOVmXOGQEIgDDBIA0baQ5Uw%2bwI2bxFEMUEZ%2bikhhcVF1 TkeaT3d)52pxGw33d%3d Y o L 2
Cs Archdiocese/Centacare [ All Boskmarks

Address Book

Change Payee for External Transfer

BSB Number

012345

ANZ - Relocation
Aceount Number
100021531
Account Name
JIMS MOWING -]
Nickname
JIMS MOWING
Reference to appear on your statement

MOWING

49 characters left

Yes “ Sama efernse for payee

Reference for payee
INV 001

11 characters laft

Ce e ) GEEED GEEED

Any changes made to Addrass Book entries are not automatically replicated through to Periodical Payments - you should also make changes to Periodical Payments if required

Frrurioht @ IM0A Brchdincacan Novalanmeant Ernd

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 if required.
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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 an Online Authoriser, the only difference is if you are a
Data User you will need to have 2 authorisers to log in to authorise the transaction. If you are an Online
Authoriser (full account signatory) 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)

Il. 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
M. 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.

¥\ ADF Oniine x 4 - x
€« G 2% testcdfonline.org.au/uSbrisbane/Transactions/TransferFunds.aspx a [n} 4 &
C% Archdiocese/Centacare [ All Bookmarks

=

INBOX  LOGOUT

Accounts v Payments Settings v

Transfer Money

From Transfer From
Test Account 2 Available $200.00
5244151.1 Current $200.00

T

1IMS MOWING JIMS MOWING 100021531 012345 v
Transfer Details

Remaining daily limit $10,000.00
Amount

$ 50.00

When

“ oneeon fecurnne

Reference to appear on your statement (optional)
MOWING

43 characters left

Reference for payee
INV 001

11 characters left

Copyright © 2024 Archdioce
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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.

~ N ADF Cnline x  +

<« [ 25 test.cdfonline.org.au/uSbrisbane/Transactions/TransferFunds.aspx

[ Archdiocese/Centacare

3 All Bookmarks

Accounts - Payments settings v = a
INEOX  10GOUT

Transfer Money - Review and Submit

Please check the payment details carefully before selecting Submit to make sure you are paying whe you intend to pay. If the payment goes toan unintended
recipient, it may not be possiole to recover the funds

From Test Account 2
52441511
Available $200.00
Current $200.00

To Account Description 1IMS MOWING
012345
100021531
ANZ - Relocation

Amount

When “This transaction will accur immediately
Reference for payee INvooL
Reference to appear on your statement MOWING

Com O ) G

Copyright © 2024 Archdiocesan Development Fund

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.

¥ ) ADF Onfne x4 - [} x
« G % testodfonineorgau/uSbrisbane welcome.aspx a % tn Y
Cs An [t ke
i v Acouts Fapments « Settings =
\ B weox  tosour
Accounts
P ———
Test Account 1 $002.33
saaast 502
Test Account 2 ailable $0.00
I, current s000
ON-CALL COMPOUND $0.00
52441512 $0.00 v
SCHOOL FEES DIRDB ailatle $0.00
52441516 Current $0.00

CDF Online Customer User Guide
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5. If you wish to notify your authorisers via email you can click into the transaction from the Authorisation
Requests By Me:

~ N ADFOnline X+ >

< G % testcdfonline.org.au/uSbrisbane/Transactions/PendingAuthList.aspx?udag=2WPFcqngNEy FEr HjIVEov2zulOtwbe71tU dYaa5%21Kgl%2b Q& g & 2

3 Archdiocese/Centacare [0 All Bookmark
Accounts Payments « Settngs =

INBOX  LOGOUT

Authorisation Requests

Click an each transaction to view and Authorise the request

Transactions

Due Date Name of the Account Account Number Description Amount  Signed  ToSign

12AUG 2024 Test Account 2 52441511 JIMS MOWING $50.00 1 1 >

Authorisation Requests will be automatically deleted if not fully autherised in 14 days from date of loadling.

Copyright @ 2024 Archdiocesan Development Fund

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

~ % ADFOnline x 4+

< G 2% testcdfonline.org.au/uSbrisbane/Transactions/Pending AuthDetail.aspx?udaq=k3zt7Tml4uuM8Gpz Txcw1STFYBHL59wHdA 0%20WWTxm MXg8349Pe790wxt 1zjpw2lpgxX6YqHeTFTYThGZLqd 1IHvBOVduu0ppcs 2b0wWSLI2TBg7AbDINSUkrzna... & ¥ n] & 2

C% Archdiocese/Centacare

[ AllBookmark:
Authorisation Request: By Me

Payment Detail - External Transfer

From Account Test Account 2
52841511
Current 8alance $20000
Available Balance $20000

To Payes BSB Number 012345-Account Number 100021531
1IMS MOWING-INV 001

Reference MOWING

Amount $50.00

When

This transaction will occur when fully authorised

Loaded by M A Test 1-12 AUG 2028 - 03:14pm
Autherisation Details

Autherised by Ms ATest 1, 12/08/2024, 03:14PM

This account requires 1 more signatory to authorise this withdrawal.
The Other Signatories are

Client Notify Via Email Status

MrATest 2 H No
MrB G Holmes Yes n

Notes - record only if Transaction s to be authorised later

PLEASE CHECK AND AUTHORISE PAYMENT

A

m fieject Payment

CDF Online Customer User Guide
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7. Authorisers can now login to CDF Online to view and approve the payment. On the home screen click on
Authorisation Requests: For Me and then select View All.

~ b ADF Online X  +

- X
< G % testedfonline.orgau/uSbrisbane/welcome.aspx aQ 004 e
% Archdiocese/Centacare 3 All Bookmarks

Accounts - Payments Settings - =
INBOX  LOGOUT

Accounts

A ——

12406 2021 $50.00
WS MOWING
52041511 - Test Account 2

View Al
Test Account 1 Available $702.38
5244151 Current $70238
Test Account 2 Available $200.00
52441511 Current $20000
ON-CALL COMPOUND Available $0.00
52441512 Current s000 ¥
SCHOOL FEES DIRDB Available $0.00
52441516 Current s000 ¥

Copyright © 2024 Archdiocesan Development Fund

8. 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.

v {3 ADFOnline x o+ - X

<« G % testedfonline.orgau/uSbrisbane/Transactions/PendingAuthDetail aspx?udaq =JxdiLEMTYAM3ZdVBFEvpQIUFj OVAytpDzOAqeMInTivZ9QxP%2fluTzhEHbdye D2Eowocc1 iPGFHIJALFW1 7oL23)WNOR2DWH VrGRuEAYnPANGny TGRCPNCBAVENBONA%... &, 7Y b S 3

[ Archdiocese/Centacare [ All Bookmark:
G e e o 2, .8,

Authorisation Request: For Me

Plesse check the payments detais carefully befare clicking Accept Fayment or Reject Payment 12 maks surs you 3rs paying exactly who you
Fntend to pay. f the Paymer n racouer the funds,

Payment Detail - External Transfer

From Azzsune

15000
$15000

ToPayee 5-2ccount Number 100021531
JIMS MOWING-INV 001

Reference MOWING

Amaunt $50.00

Wen This transaction will occur when full authorised

Loaded by DATAS2441.18 AUG 202¢ - 10555am

Authorisation Details

o
-]

MrB G Halmes Yas

Notes - racord anly if Transaction is to be suthorized later

)

‘Copyright © 2024 Archiccasan Developmant Fund
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9. You can also approve the payment from the main screen in Authorisation Requests by selecting Yes and

Authorise Selected Payments.

v p ADFCniine x o+

<« € % testedfonline.org.aufuSbrisbane/Transactions/PendingAuthList.aspx?udaq =93r12u008rRH2%2bZ4)025LbnthZZs%2bEjaviWjeyYVIVFv884YpQeH5 DelgmVyAH

C3 Archdiocese/Centacare

Accounts ~ Payments Settings

Authorisation Requests

e

Transactions

lick on each transaction to view and Authorise the request.

Select Due Date Name of the Account Account Number Description Amount  Signed

ves [T 12AUG 2024 TestAccount 2 52441811 JIMS MOWING §50.00 1

Add your Authorisation to the selected Authorisation Request.

Authorise Selected Payments

Authorisation Requests will be automatically deleted if not fully authorised in 14 days from date of loading.

=
INBOX

To Sign

1

aQ % 0 a2

3 All Bookmarks

LoGouT

Copyright © 2024 Archdiocesan Development Fund
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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.  Click in the Pay From box to select your account (any account with available funds)
Il. Click on the To drop down and either select an existing Biller or select New Biller
M. 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)

¥ N ADFOnline x o+ - X

<« c %5 testcdfonline.org.au/uSbrisbane/Transactions, TransferBpay.aspx Q % [n}

[ All Bookmark:

\ccounts Payments + Settings ~ =
NBOX  L0GOUT

Test Account 2 Available $150.00
52441511 Current $150.00

To

pay New Biller v

Add New Biller

Enter Biller to search for

Biller Nickname (description)
55500510013334115
Customer Reference Number (CRN)
CBA CARD TOP UP
Transfer Details
Amount
‘ $ 10,00/ ‘
When
“ oneeon Feeurin ¢

Copyright © 2024 Archdiocesan Development Fund
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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, 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.

v 3 ADFOnline x4+ _ X
€« C % testedfonline.org.au/uSbrisbane/Transactions/TransferBPay.aspx & Q [n} 2
[ Archdiocese/Centacare [3 Al Bookmark:
G — - a2 &
BPAY - Review and Submit
O]

e $10.00

CDF Online Customer User Guide Page | 23
Version 1, Published 5t September 2024



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 w# ADF Online x + — ®

< C % testedfonline.org.au/uSbrisbane/Transactions/TransferBPay.aspx aQ # oa

C% Archdiocese/Centacare [ All Bookmarks
‘j e Payments Setings 2 mﬁgm

BPAY - Receipt

Your apay sovon Rzaueston 12 A
(@) Thi sczsont reqies 2 mare Signatany o cormplec the poymart

Recsipt o st Autharisation

from Test Account2
2441511

o SS500510013334115
COMMONWEALTH CARDS
0000001518
5SS0051001334115

$10.00

When “Thistransaction wil occur when fully authorised

o () (D

‘Copyright © 2024 Archdiocesan Davelopment Fund

4. Authorisers can now login to CDF 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.

~ \# ADF Online x + - X
« G % testcdfonline.org.au/uSbrisbane/Welcome.aspx aQ ¥ 9 a2
3 Archdiocese/Centacare [0 All Bookmarks
Accounts ~ Payments ~ Settings ~ =
INBOX  LOGOUT
Accounts

£ 1 autnorisation Requests: For Nk

13 AUG 2024 §10.00
CBA CARD TOP UP
52481511 - Test Account 2

@ viewal
Test Account 1 Available $702.30
5244151 Current s70238 7
Test Account 2 Available $150.00
52441511 Current s1s0.00 7
ON-CALL COMPOUND Available $0.00
52441512 Current s000 Y
SCHOOL FEES DIRDE Available $0.00
52441516 Current 00 Y

Copyright © 2024 Archdiocesan Development Fund
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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.

~ b ADFOnline x 4+ - x

€ C % testcdfonline.org.au/uSbrisbane/Transactions/PendingAuthDetail, OfEC%2f0zNQOSENGWZdduKChFOGIAhMEOVKILXGES CHnxEy 1jBYX2VABKZ JT3FA%2fpjAPSjOQ%2b8Xn%2fImOuZ6vaXy SkCsFwDIKGDs %2fjKAioalwbu URRXSWa37U... & ¥ ] 2

[ Archdiocese/Centacars [ All Bookmarks
\.i g e Payments - Sengs m?m mc@mn

Authorisation Request: For Me

g = < ki or Reject Payment 22 make surs you a1 paying sxactly who you
ntend to pay. If e Faymer an the funds.

Payment Detail - Make a BPAY Payment

Sy
515000
515000
ToPajes 000001818 - COMMONWEALTH CARDS
‘e Numbar SSS00S1001334115
Amourt
Winen
Loaded by

Authorisation Details

his more signatory

The Other Signatories are
Client Notiy Via Email Status
MrATest 2 Yas n
e B G Holmes e - |

Notes - record oy if Transactian is o be authorised later

4
m Ees— E=A o

‘Copyright © 2024 Archdiccesan Development Fund

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

¥ A} ADFOnline X+ = x

< G % testedfonline.org.au/uSbrisbane/Transactions/PendingAuthList.aspx?udag=%2fLaW%2bpXvHwkFuDf o YnYTgRURDPSSFEIOXLIESLGDIPESCCT Q ¥ 3 2

% Archdiocese/Centacare [ All Bookmark
e e 2. .8

Authorisation Requests

ForMe. By Me

Transactions

ik o saz tesnsnesion s view and Authoris the requsst

Select Due Date MName of the Account  Account Humber  Description Amount  Signed  To Sign

o [ ewomn Tentccomiz saustst 1 CBACARDTOPUP SO0 0 2

‘Copyright © 2028 Archdiocazan Develapment Fund
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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.  Click in the Transfer From box to select your account (any account with available funds)
1. Under To Account Details click in the Select Account box to choose an internal account
M. 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 ADFOnline X o+ = x
< C % testedfonline.org.au/uSbrisbane/Transactions/TransferFunds.aspx?udaq=DeMHFpVIBEEGOWGtRWE6f0yiMO0ppnw32fHNS53rBZu%2fN2%2f29MXKIUQY BMwMcS 1AJW Q n} 2
% Archdiocese/Centacare 3 All Bookmark
oo remms v e v ol

Transfer Money

From Transfer From

Test Account 2 available $150.00
52441511 Current. 515000

T

ON-CALL COMPOUND Aavsilable 50.00
52441512 Current. S0.00

Transfer Details

- on your statement [optionsl)

ves [ smereemrce e

Reference for payee

‘Copyright © 2024 Archdiocesan Develapment Fund
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2. Click next and review payment. Click Submit to send the payment through.

v | \p ADFOnline x o+
< c

/Centacare

[ Archdioce:

25 test.cdfonline.org.au/uSbrisbane/Transactions/TransferFunds.aspi

\V 2 o
Transfer Money - Review and Submit
Please check the payment details carefully before selecting Submit to make sure you are paying who you intend to pay. If the payment goes to an unintended
recipient, it may not be possible to recover the funds.
From Test Account 1
v
Available $702.34
Current $702.34
To Account Description Test Customer
v
i
When ‘This transaction will occur immediately
Reference for payee Test Payment
Reference to appear on your statement Test Payment
G QI
3. You can click Finish, New Transaction or Print Receipt.
~ \# ADF Online X +
< C 2% testedfonline.org.au/uSbrisbane/Transactions/TransferFunds.aspx
C% Archdiocese/Centacare
Accounts v Payments v Settings v ]
INBOX

Transfer Money - Receipt

@ Your Transfer has been submitted

From

Amount

When
Receigt Number

Reference for payee

Reference to appear on your statement

Authorised by

Test Account 1
5244151

Test Customer
52441811

$50.00

This transaction will occur immediately
At Autharisation

Test Payment

Test Payment

MrATest 2

Copyright © 2024 Archdiocesan Development Fund

106oUT

LoGOUT

ax @90 a

[ Al Bookmari
- X

ax @80 a

[ AllBookmark

CDF Online Customer User Guide

Version 1, Published 5t September 2024

Page | 27



4. Authorisers can now login to CDF 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.

¥ \§ ADFOnline x o+

- X
<« c 23 testcdfonl brisbane/Tran: PendingAuthDetail ?udaq=5A71UrdoTgBNV%2fVXCPROCWTgjXXaOYFIOPPHvGC8oUBWWMHZIFf73Lrs1PeheXzmLD1%2bH]G3mDRNTjFzjs4%2fVKAF caD%2f3XMOsBfCEFNFNFSWXTZCqSbIMSIEE.. & ¥ n} a
[C% Archdiocese/Centacare [ All Bookmark
i” o Accouns o payments Sertings = &
s meox  togour

Payment Detail - Internal Transfer

From Azzsune Test Aczoune2

$15000
515000

To Payee Aceo 52441512 - Test Customer
Reference Test Paymant

Amaunt $50.00

Wen This transaction will occur when full authorised
Losdedby DATAS2441.19 AUG 2024 - 11:03am

Authorisation Details

mre signatory.
The Other Signatories are:
Client Notiy Via Email Status

MrATes! 2 Yes

MrB G Halmes Yas n

Notes - racord anly if Transaction is to be suthorized later

4

Copyright © 2028 Archdiccesan Development Fund

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 internal accounts.

~ N3 ADF Online x4+

<« C % testcdfonline.org.au/uSbrisbane/Transactions/PendingAuthDetail.

A71UrdoTaBNV%2fVXCPROCWTqjXXaOYFIOPPHyqCBoUSWWMHZIFf73Lrs 1 PeheXzmLD1%2bHjG3mDRNTjFzZjsd%2fVkAFcaD%2f3XM0sBfCEFnFNFSWXTZCqSbIMSIES.. & ¥ n} 3

C& Archdiocese/Centacare 3 All Bookmarks

e o e e 2 .8,

Authorisation Request: For Me

g = 3 or Reject Payment 25 make sure you are paying exactly who vou
intand to pay. Hthe i the funds.

Payment Detail - Internal Transfer

From Aceaunt

15000
$15000
52841512 - Tast Customer

Authorisation Details

s e sgnetry

The Other Sgnatoies e
Clent Noliy Via Emal Staus
MeATest2 e - |
e B G Homes o - |

Motes - record onlyif Transaction is to be authorised later

,

‘Copyright © 2024 Archdiccesan Development Fund
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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

¥\ ADFOnline x4+

< G % testcdfonline.org.au/uSbrisbane/Transactions/PendingAuthList.aspx?udag=uel10uLM3%62bUT3iGbKzAXL BEahVFIYN3Lmd4v50bNg TNISOOLUFBY2Fg 7rzS6RDN5 v

C3 Archdiocese/Centacare

Aecounts Payments - Settings -

1/

Authorisation Requests

ForMe

Transactions

(ke s tromsncsion 2 view and Authoriss the regusse

Select Due Date Hame of the Account  Account Number

B - QR

8cid yaur Authorisotion ta the s ected Authorisotion Request.

Autharise Selected Payments

NBOX
By Me
Description Amount  Signed  To Sign
52441512 Test Customer 550,00 o 2 >

Copyright © 2024 A
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a
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Single Internal Transfer — To Another CDF Customer

Similar to transferring between your own accounts, there is also a way to make a payment to any other account
held at the CDF that only requires their CDF 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.

l. Click in the Transfer From box to select your account (any account with available funds)

II.  Under the To box select New Payee

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

IV. Enter the CDF account number and account name

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

VI. Enter the amount to transfer

VIl.  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)

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

~  \} ADFOnline x 4 - X

<« C %5 testedfonline.org.au/uSbrisbane/Transactions/TransferFunds.asp: %2b%2buOc) UJBU 918fGZEAL%2bFq2%2fd AISTVN Q ¥ ] a

3 All Bookmarks

o o e o . s 8

Transfer Money

. s1sa00
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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.

¥\ ADFOnline x o+ - x
< G % testodfonlineorg.au/uSbrisbane/Transactions/TransferFunds.aspx Q # oa
% Archdiocese/Centacare 3 All Bookmarks

Accaunts ~ Payments Settings A,

Transfer Money - Review and Submit

$15000
sts000
To Account Description TESTING PAYMENT
sa4ats1
Ameurt
$5.00
When This transaction will occur immedistely
Referance forpajes TESTING

Rt TESTING

Co o=

‘Copyright © 2024 Archiacessn Development Fund

3. You can click Finish, New Transaction or Print Receipt.

¥} ADFOnline x o+ . X
<« C 5 testcdfonline.org.au/uSbrisbane/Transactions/TransferFunds.aspx a In] 2
C3 Archdiocese/Centacare [ Al Bookmark:

=

INBOX  LOGOUT

Accounts Payments + Settings +

Transfer Money - Receipt

@ Your Transfer has been submitted

From Test Account 1
5244151

T TEST PAYMENT
5200951

Amount $5.00

Nickname to save as for future use TESTING

When This transaction will occur immediately.
Receipt Number At Authorisation

Authorised by s ATest 1

Print feceipt

Copyright @ 2024 Archdiocesan Development Fund
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4. Authorisers can now login to CDF 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.

¥ 3 ADFOnline x o+ - x
< C % testcdfonline.org.au/uSbrisbane/Welcome.aspx G @ T [ ) a)
% Archdioc: ese/Centacare 3 All Bookmarks

Aocounts ~ Payments - Setings =
mEox  10GOUT

Welcome Mr A Test 2, Yourlass successfulsign on was at01:406m on 13 AU 2024, @

Accounts

£ 1 awnorisstion Requests: For W&

13 AUG 2024 $5.00
5209951 TEST PAYMENT
5248151 -Test Account 1

View Al
Test Account 1 Available $702.34
5244151 Current s702.38 7
Test Account 2 Available $150.00
52441511 current s1s000 7
ON-CALL COMPOUND Available $0.00
52441512 Current so00 ¥
SCHOOL FEES DIRDB Available $0.00
52441516 Current so00 Y

Copyright © 2024 Archdiocesan Development Fund

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 CDF account will disappear from under Authorisation Requests and immediately debit from
your account

~ N ADF Online x4+ = X
<« c 25 test.cdfonline.org.au/uSbrisbane/Transacti PendingAuthDetail.aspx?L =! fdXT3vbyxk5ShxUXuzzfcOnGA3dtNIUMO3uOY47fiZAuOrC3%2braT 00xOqKisGBY%2fIR%2bgcPUnn0YwMBOIYDOsV) xjWHUchjpEOIUGSDvZ03Ta)52X5eAbGayTl.. & ] a
[ Archdiocese/Centacare [ All Bookmark:

Accounts Payments Settings MBM m@ﬁim

G

Authorisation Request: For Me
(O)

Payment Detail - Internal Transfer

haci the payments details carefully befors clicking Accapt Payment or Reject Paymant ta malc surs you 2r2 paying exactly Who you

o pay. Fthe Paymer n racouer the funds,

515000
515000

ToPayee 44151 TESTING PAYMENT
Aeference TESTING

Amaunt $5.00

Wen s transaction will occur when full authorisad
Loaded by DATAS2441.18 AUG 202¢ - 11:08am

Authorisation Details

mre signatory.
The Other Signatories are:

Client Notiy Via Email Status

MrATest 2 Yes

WIrB G Holmes Yes

Notes -record only if Transaction is o be authorised later

)
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7. You can also approve the payment from the main screen in Authorisation Requests by selecting Yes

and Authorise Selected Payments

¥ b ADFOnline x  +

<« G % testcdfonline.org.au/uSbrisbane/Transactions/PendingAuthList.aspx?udag=tSmOT66Z0l 1hQRcrMAHPCIUARTd%21612380Q)j%2bYRGaKpMhiGinVUuHzoSwlfjyH

[ Archdioeese/Centacare

Accounts - Payments Settings

Authorisation Requests

“ e

Transactions

Click on each transaction to view and Authorise the request.

Select Due Date Name of the Account  Account Number  Description Amount  Signed  To Sign

H No 13AUG2024  TestAccount 1 5244151 5299951 TEST PAYMENT $5.00 1 1

Add your Authorisation to the selected Authorisotion Request.

Authorise Selected Payments

Authorisation Requests will be automatically deleted if not fully autharised in 14 days from date of foading.

Copyright © 2024 Ard lopment Fund
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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.

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

Il. Click in the 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.

M. 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

V. 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

¥ ADFOniine x4+ - X
<« C 2% testcdfonline.orgau/uSbrisbane/BatchTransactions/TransBatchDetail aspx?udag=2QHQYg0rZZuf%2ftYSs7JoFm3iGeS Zt4Y3jDSTDS]5 huAZXIbzuh8qhs gaHzxct aQ % I S
3 Archdiocese/Centacare [0 All Bookmarks.

INBOX  LOGOUT

Multiple Transfers
Add Batch for External Transfer
Batch Description

MULTIPLE ETF TEST BATCH

From Account

Test Account 1 Available $702.34
5244151 Current $702.34
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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 yourbatch.
l. 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

I. Review or enter your payee account details

M. 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 x  + = X
< € % testedfonlineorg.au/uSbrisbane/BatchTransactions/TransBatchDetail, <j3qDg2IZloPgr% feKusvZSEOIOKIpIRIDGYXoYPYUB4sqJDEY%2b00C%2bRAVMOT7 TrekdfHt02% 2bPhL7XSRacrpReRuTFgl%3d aQa % 9 a
C% Archdiocese/Centacare 3 All Baokmarks

Accounts ~ Payments + Settings
INBOX  LOGOUT

Multiple Transfers
Change Batch for External Transfer

Batch Description

MULTIPLE ETF TEST BATCH

From Account

Test Account 1 Available $702.33
5244151 Current $702.34
Status
New
Regular Total
$0.00

W no | postasTotal

Reference

MULTIPLE ETF TEST BATCH

Add an existing Payee

Please Select. v

Add New Payee to Batch
Cm O e ) G

Copyright © 2024 Archdiocesan Development Fund

¥\ ADFOnline x o+ - X
< G % testcdfonline.org.au/uSbrisbane/BatchTransactions/BatchPayeeDetailDES aspx?udag =hrPBHEZXMGRSNAZKLT)v7eUlcd7A1Ir2bKVogkgtSh+ AbzvAZ2 +0GDIAQ1 FLOQUBE07OSPIODf 19xqekOELIw== aQ & o 4
3 Archdiocese/Centacare [ All Bookmarks

(i)

Accounts v Payments settings v
INBOX  LOGOUT

Multiple Transfers
Add Batch Payee for External Transfer
Batch Payee Description

JIMS MOWING

BSB Number Number

012345

Account Number

100021521

In the Name of
JIMS MOWING
Reference
INV 001

Amount

$

Copyright © 2024 Archdiocesan Development Fund

CDF Online Customer User Guide Page | 35
Version 1, Published 5t September 2024




3.

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 change/delete/copy any of your batches as well as 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.

v\ ADFOnline x4+

< c

25 test.cdfonline.org.au/uSbrisbane/BatchTransactions/TransBatchList.aspx

C% Archdiocese/Centacare

Multiple Transfers

GoTa Botom

Accaunts ~

Addor upload 2 Batch

Please Select...

Loaded Batches

Loaded Batches

BATCH

254934

254939

400369

400370

400371

400383

400389

400392

400395

DESCRIPTION

adftest 1

test batch dar 1

BPAY TEST
DOMMYY

BPAY TEST
DOMMYY

BPAY TEST
DOMMYY

CREDT 1808

DIRECT DEBIT
F

MULTIPLE EFT
TESTBATCH

MULTIPLE EFT
TESTBATCH

Payments

Settings

ACCOUNT  BATCH
NUMBER TYPE
Estemal
ssust Transfer
Transter
from
sty 0
Account
soasrsis  BRay
soaursts BRay
soaursts BRay
Exteral
Seust Transfer
Transter
,
sastn pn
Account
Exteral
Seust Transfer
Exteral
Seust Transfer

STATUS DATE

New

New

New

New

New

New

New

New

New

CU -4 g a

3 All Bookmarks

= &

NBOX  LoGOUT

Uploaded Batches.

TOTAL MANAGE

BEEEE  change Copy  Schedule  Mistory
ECENEN  change Copy  Schedule  Mistory
Change Copy  Schedule  Mistory

sio0 [N Copy  Schedule  Mistory
BTN chanze Copy  Schedule  Mistory
EIEESCN  chanee Copy  Schedule  Mistory
soraco [ Copy  Schedule  Mistory
EEON  chanee Copy  Schedule  Mistory
EEON  cnanze Copy  Schedule  Mistory

¥ x# ADFOnline x o+
€« G % testcdfonline.org.au/uSbrisbane/BatchTransactions/TransBatchDetail.aspx = gZrQOoHXU+do1
3 Archdiocese/Centacare
Accounts Payments Settings -

(]

Multiple Transfers

Schedule Batch for External Transfer

Batch Description

From

Status
Regular Total
Scheduled Total
Post a5 Total

Reference

Payees for this Batch

ENTRY #

7399154

Process Date

13 AUG 2024

Creditor Name

JIMS MOWING

dcuKqRiNYBU +Poxavd Tz3BiuNCXPOW238mNVG/061sKPrDPQ/xVdAQo,/0BxFwSINEy CwhixXtid)BBnrLYNKjINZgnUADfog331...

MULTIPLE ETF TEST BATCH

Test Account 1
5244151
Avilable

New
$1.00
51.00
¥

U fm Y

[ All Bookmarks

=

INBOX  LOGOUT

70234

MULTIPLE ETF TEST BATCH

= -

Account Number  THIS AMOUNT

012345 100021531

4 1.00
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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 toapprove.

¥\ ADFOnline x o+

< G % testcdfonline.org.au/uSbrisbane/BatchTransactions/TransBatchDetail.aspx?udag=00dhjpY 1qS02ItYDfuFjt7LC/ISVRZZAGT/Q+ 1kfdfOt9D g r/cqd KOIGvm FyjvybCCCATIsnhoH 7 2gkDagPLw +xqAaalFpD1B9rS2j lprTy0aDh0OtzzTe +wSTS aQ % [ S 3

C% Archdiocese/Centacare

[ All Bookmark

Accounts Payments Settings « &
INBOX  LOGOUT

Multiple Transfers

Schedule Batch for External Transfer

Your Batch has been stored as a Authorisation Request on 19 AUG 2024 at 11:23am
This account requires 2 more Signatories to complate the withdrawal

Note: a Authorisation Request will be automatically deleted if not fully authorised in 14 days from date of loading

Batch Description MULTIPLE EFT TEST BATCH
From Test Account 2
52441511
Available $150.00
status Authorisation Request
Date 19 AUG 2024
Regular Total $1.00
Scheduled Total $1.00
Post as Total Y
Refersnce MULTIPLE EFT TEST BATCH

Payees for this Batch

ENTRY # Creditor Name. Account Number THIS AMOUNT

7403332 JIMS MOWING

012345 100021531 $1.00

Copyright © 2024 Archdiocesan Development Fund

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.

¥ {3 ADFOnline X+

< C 2% testedfonline.org.au/uSbrisbane/BatchTransactions/TransBatchList.aspx

aQ % g a

[ AllBookmark

O3 Archdiocese/Centacare
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6. Authorisers can now login to CDF 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 3 ADFOnine x o+ = X
<« G %5 testedfonline.org.au/uSbrisbane/Welcome aspx Q O a
[ Archdiocese/Centacare [ Al Bookmark:
J— Accounts ~ Payments Settings = (5]
Y meox  1oour
Accounts
21 bt Remuess: o e
13auc208 a0
Sth 80036 MULTILEET TeSTBATEH
S206L1 T s 2
© View Al
Test Account 1 Avsilable $702.34
5284151 Current s70234 Y
Test Account t2 Available $150.00
52441811 Current sis000 Y
'ON-CALL COMPOUND Available $0.00
5244151.2 Current $0.00 ~
SCHOOL FEES DIRDE: avaiiavie 5000
52441516 Current $0.00 e

‘Copyright © 2024 Archdiocesan Development Fund

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.

¥\ ADF Online x o+ - x

<« G % testcdfonline.org.au/uSbrisbane/Transactions/PendingAuthDetail aspx?udag=utSriBMgi 11D0S5kRrC707iKgITCIUar6BoS6ibhuBWDBWS w262 piem EBpm2H1ststOFh%2bpKothdjEmA%2beiol SAcd6AGjAaBIKUNMGBW3aBAR 1WGBOABLY.. & ¥ o a

Cg Archdiocese/Centacare [ All Bookmarks
\‘i:"ﬂ."t.:" Aceounes = Pyments Sewngs - w?ox m?aur

Authorisation Request: For Me

. i batars cick ject Paymant to i surs you 2re paying sxactly who you
intend to pay.If the recover the funds.

Payment Detail - Schedule Batch for External Transfer

saxch 400286 MULTIPLE ETF TEST BATCH
From Account
515000
515000
Feyen
Total
Reguiar Total
Number of Batch Payess 1
Post a2 Total Ves
—— Ms ATest 1.13 AUG 2024 - 03:005m
LAST DETAIL JIMS NMOWING-012345 100021531 -51.00
Authorisation Details
Authorised by Ws ATest 1, 13/08/2024, 03:0080

Motes - record onlyif Transaction s to be autharised later

4
m o i ae o
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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.
l. Enter an appropriate description for your batch of payments e.g. BPAYs and the date
Il. 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.

.  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

v 4 ADFOnline X+

< (¢} 25 test.cdfonline.org.au/uSbrisbane/BatchTransactions/TransBatch Detail.aspx?udaq=ndg1%2bnd0IF0i 1VVrZOGROe5SinKgefl b6 G5Lx9v3VeeYquXoMpexeAQIYmsGAEQ Q ) a

C% Archdiocese/Centacare

\i oo Accounts o Fayments settings

Multiple Transfers
Add Batch for BPAY
Batch Description

BPAY TEST DDMMYY

From Account

Test Account 2 Available

52441511 Current

Copyright © 2024 Archdiocesan Developmes
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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 yourbatch.

You can 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

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.

Enter the amount of the payment

IV.  Select Save to return to the batch

V. Repeat the above steps until all payees are added
v} ADFOnline x o+ - X
3 c 25 test.cdfonline.org.au/uSbrisbane/BatchTransactions/TransBatchDetail. aspx?udaq =TGVksIXgjzYwd AtHLjkyA15HcFNF9%2fdmAHBTeGEMxmhH7VYNQ35f4t6tHdjll 1n%2bvkdCwH2DYNT]... & ¢ In} 2

O3 Archdiocese/Centacare

[ All Bookmark:

Accounts v Payments v settings 8 5]
INBOX  10GOUT

Multiple Transfers

Change Batch for BPAY

Batch Description

BPAY TEST DDMMYY

From Account

Test Account 2 Available $150.00
52441511 Current s1000 7
Status
New
Regular Total
$0.00

Ol Mo PostasTowl

Add an existing Payee

Please Select ~
55500510013334115
55500510013334115

CBA CARD TOP UP

Add New Payee to Batch
( pock >< petete >

vy ADFOnline

X  + - X

< c 2% test.cdfonline.org.au/uSbrisbane/BatchTransactions/BatchPayeeDetail BPAY.aspx?udaq=q7jR6iTrAdSm 1Mq 1 2Xt0tdljFmMLKHfyMfJKwiPI1gDDm5EqpuPVXKfZyPMXYFKJEwYoyDs4/gh... & ¢ ) &

O3 Archdiocese/Centacare

[ All Bookmarks

Accounts Payments Setings =
NEOX  LoGouT

Multiple Transfers
Add Batch Payee for BPAY

Enter Biller to search for

Biller Code

0000001818

Biller Name.

COMMONWEALTH CARDS

Batch Payee Description

55500510013334115

Customer Reference Number (CRN)

5550051001334115

Amount

$| ‘

C = .
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3. 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 change/delete/copy any of your batches as well as 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.

¥ 3 ADFOnline X + = X
< [¢] 25  testcdfonline.org.au/uSbrisbane/BatchTransactions/TransBatchList.aspx Q [n} 2
O Archdiocese/Centacare [ AllBaokmark

v \# ADF Online x + = X
<« c 25 test.cdfonline.org.au/uSbrisbane/BatchTransactions/TransBatch Detail aspx?udag=7mMNWZ10ihCquEI30tB97NghuogtmgAlksmeBrHfo zL 6HMNaWGXWOIQkV50JKG +zLWYbHTOWG... & st in} 2
O3 Archdiocese/Centacare [ All Bookmarks

Accounts ~ Payments + Settings v =2 &
INBOX  10GOUT

Multiple Transfers

Schedule Batch for BPAY

Batch Description BPAY TEST DDMMYY
From Test Account 2
52041511
Available 150,00
status New
Regular Total $3.00
Scheduled Total $3.00
Post as Total v

Payees for this Batch

ENTRY # Creditor Name Account Number  THISAMOUNT
7399156 CBACARD TOP UP 0000001818 5550051001334115 | $ 1.00
7399157 55500510013334115 0000001818 5550051001334115 | $ 2.00
Process Date
14 AUG 2024
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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 toapprove.

v \§ ADFOnline X+

& (¢} 25 test.cdfonline.org.au/uSbrisbane/BatchTransactions/TransBatchDetail.aspx?udaq=kOHIKaYPTIMvIjqVR4bHrFTwO4bnOFT88QS6wakWgl0ePNINGBG4AHLIYYsIUKozKjf4BoZEngppmixIO...

C3 Archdiocese/Centacare

Q ¥ a0 a

[ All Bookmarks

Status

New
Date 14 AUG 2024
Regular Total 53.00
Scheduled Total 53.00

Post as Total Y

Payees for this Batch

ENTRY # Creditor Name Account Number  THIS AMOUNT
7399156 CBA CARD TOP UP 0000001818 5550051001334115  $1.00
7399157 55500510013334115

0000001818 5550051001334115  §2.00

Authorisation Details

This account requires 1 more signatory to autherise this withdrawal.

The Other Signatories are

Client Notify Via Email Status

MrATest 2 Yes

Mr B G Holmes Yes ﬂ

Notes - record only if Transaction is to be authorised later

#

o D) D °

Copyright © 2024 Archdiocesan Development Fund

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 your authorisers.

v \j ADFOnline X+ = X
< [«

25 test.cdfonline.org.au/u5brisbane/BatchTransactions/TransBatchDetail.aspx?udag=rsqsGeTnrodhPxNIPmtquNenX1NNCsLIEGP 6iogOEw)rGaknsmgnWOpRKSOS +JHFHITYNQ46APNQQ... & ¢ - N &

[ All Bookmarks

O3 Archdiocese/Centacare

2

Accounts Payments + Settings « = 5]

NBOX  10GOUT
Multiple Transfers

Schedule Batch for BPAY

Your Batch has been stored a5 a Authorisation Request on 14 AUG 2024 at 09:42am
This account requires 1 more Signatory to complete the withdrawal

Note: a Authorisation Request will be automatically deleted if not fully authorised in 14 days from date of loading.

Batch Description BPAY TEST DDMMYY
From Test Account 2
52441511
Available 5150.00
Status Authorisation Request
Date 14 AUG 2024
Regular Total 53.00
Scheduled Total $3.00
Post as Total v

Payees for this Batch

ENTRY # Creditor Name Account Number THIS AMOUNT
7399158 CBACARD TOP UP 0000001818 5550051001334115  $1.00
7399159 55500510013334115

0000001818 5550051001334115  $2.00
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6. Authorisers can now login to CDF 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 \j ADFOnline

X  + - X

< c 2% test.cdfonline.org.au/uSbrisbane/Welcome.aspx e Q ¥ ) a

& Archdiocese/Centacare

[ All Bookmarks

Accounts ~ Payments v Settings ~ = o]
INBOX  LOGOUT

(]

Welcome Mr A Test 2. Your last successful sign on was at 03:03pm on 13 AUG 2024. ®)

Accounts

# 2 Auorisation Requests: For e

13 AUG 2024 5100
Batch 400366 MULTIPLE ETF TEST BATCH
5204151.1 - Test Account 2

14 AUG 2024 $3.00
Batch 400371 BPAY TEST DDMNIYY
5204151.1 - Test Account 2

@ view Al
Test Account 1 Available $702.34
5244151 Current sro238 Y
Test Account 2 Available $150.00
52441511 Current s1s0.00 7
ON-CALL COMPOUND Available 50.00
52441512 Current s0.00 ¥
SCHOOL FEES DIRDB Available $0.00
52441516 Current $0.00

Copyright © 2024 Archdiocesan Development Fund

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.

v \j ADFOnline

x o+ - x

&« c 25 test.cdfonline.org.au/uSbrisbane/Transactions/PendingAuthDetail.aspx?udaq=qJ8UHTjVWhJR7LmEZrRymkCR3u2EJ YW XXZXWBCgC%2fHWBxwIQmugbCebmITSYMfOu%2bK3gMl... €a & o3 2

L3 Archdiocese/Centacare

[ All Bookmark:
Authorisation Request: For Me

Please check the payments details carefully before clicking Accept Payment or Reject Payment to make sure you are paying exactly who you
intend to pay. If the Payments goes to an unintended recipient it may not be possible to recover the funds.

Payment Detail - Schedule Batch for BPAY

Batch 400371-BPAY TEST DDMMYY
From Account Test Account 2
52441511
Current Balance $150.00
Available Balance $150.00
Payon 14 AUG 2024
Total $3.00
Regular Total s3.00
Number of Batch Payees 2
Post as Total Yes
Loaded by Ms A Test 1-14 AUG 2024 - 09:42am
Batch Detail 0000001818 5550051001334115 - $1.00
LAST DETAIL 0000001818 5550051001334115 - $2.00

Authorisation Details

Authorised by Ms A Test 1, 14/08/2024, 09:42AM

Notes - record only if Transaction is to be authorised later

PLEASE APPROVE

“
m feiect Pavment fccept Fayment
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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 CDF 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. 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 — 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.

l. Leave the Document Type as Standard ABA file
I. Click on the Choose File button to browse for the file you saved from your accounting package
M. Enter an appropriate description for your batch of payments e.g. EFTs and the date
V. 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 3 ADFOnline X+ = X

3 c 2 test.cdfonline.org.au/uSbrisbane/BatchTransactions/UploadFile.aspx QU n) = 4 a
[ Archdiocese/Centacare 3 All Bookmarks

)

sonuun  Accounts v Payments settings 5]
\] B INBOX  LOGOUT

Multiple Transfers
Load a Batch of Credit External Account Transactions

Document tType

Standard ABA file ex MYOB etc v

File Location

+ 17951 04X8PU7S.ABAI (257

Batch Description

EFTS DD MM YY

From Account

Test Account 2 Available §150.00
5244151.1

B e

Reference
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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 change/delete/copy any of your batches as well as 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.

¥ \j ADFOnline x o+ = X
€ > C 2 testcdfonline.org.au/uSbrisbane/BatchTransactions/TransBatchist.aspx a 3 s
C% Archdiocese/Centacare 3 Al Bookmark

HEl
io

Yume  wnme e B .

Uplosdad Bstchss

v «# ADF Online x + - x
<« Q@ % testedfonl u/uSbrisbane/BatchTransactions/TransBatchDatail.asp: q=t0QoCMZWDW36yUityQuqAxiTEXBe TMNSOF +6PUs3 + N27PytbpEBKHN7UZTMclvpd G3hBkxzOlp1S2)mkZf+ Bo+jMdLiogMsX2Vyb17rsx65hSmqoaytYordI Vit VFcEn.. & ¥ o D
% Archdiocese/Centacare 3 All Bookmark
G rewe e sme o .4
Multiple Transfers

Schedule Batch for Debit External Accounts

Batch Dascription EFTSDDMMYY

From Test Accounc2
2431511
Auslable s15000
saws New
Regular Totsl 5554904
Scheduled Toral 5554904
Fost s Total N

Payers for this Bateh

enTRve oo ame Acooun umber THS AMOUNT
5245857 PJEJRYAN 064001 10243815 | § 2359.28
5248858 JOAN SB ROONEY 124196 22019076 | $ 760.90
5248859 BERGUYATT 734064520117 | § 731.50
5248860 MRS MARION JANET WRIGHT 034209 216243626 | § 731.50
5248861 HAROLD GREGORY PLUCKNETT 014279 561317833 | § 965.86
——
19 aUG 2024
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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 toapprove.

v w# ADF Online x +

<« c 25 test.cdfonline.org.au/uSbrisbane/BatchTransactions/TransBatchDetail.aspx?udag =u61UgUfnmlpXrEzZUJtAxz1dtmyRZ5YLkswd BEDZKFVCx7uX2r)ti0SIpdHWnOmMHQUYT... & o3 = 4 2

O Archdiocese/Centacare [ All Bookmarks

Accounts + Payments ~ Settings =
INBOX  LOGOUT

Multiple Transfers

Schedule Batch for Debit External Accounts - Confirmation

Batch Description EFTS DD MM YV
From Test Account 1
5244151
Available $702.34
Status New
Date 14AUG 2024
Regular Total $11,956.76
Scheduled Total $11,956.76
Post as Total Y

Payers for this Batch

ENTRY # Creditor Name Account Number  THIS AMOUNT
7403183 Red Suit Advertising 084447 937874903 $4,297.09
7403184 Dell Australia Pty Limited 242000 106685061 $4.934.60
7403185 Winc Australia Pty Limited 082282 528647849 $28.17
7403186 Archdiocesan Development Fund 064786 100010521 $194.40
7403187 Lochinvar Personnel Pty Ltd 034041 217711 $2,502.50

Authorisation Details
This accaunt requires 1 mare signatory to uthorise this withdrawal.

The Other Signatories are

Client Notify Via Email Status
Mr B G Holmes Yes n

Notes - record only if Transaction is to be authorised later

~
( Cancet \'( pack ) m °
\.
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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 your authorisers.

~ 3 ADFOnline x o+ = X

< c 2% test.cdfonline.org.au/uSbrisbane/BatchTransactions/TransBatchDetail aspx?udag=AAS2/40mW29ASsu1Hk7cH+KfnKToeRrkDvRkfaQYi5SnNBJ1qoF5PeND8q55)3gXdgu2xW... & ¥ & = 4 a2

Ca Archdiocese/Centacare 3 All Bookmark:
Multiple Transfers

Schedule Batch for Debit External Accounts

Your Batch has been stored as a Authorisation Request on 14 AUG 2024 at 02:03pm
This account requires 1 more Signatory to complete the withdrawal

Note: 3 Authorisation Request will be automatically deleted if not fully authorised in 14 days from date of loading

Batch Description

From

Status

EFTS DD MM YY.

Test Account 1
5244151
Available 570234

Authorisation Request

Date 14 AUG 2024
Regular Total $11,956.76
Scheduled Total $11,956.76
Post as Total ¥

Payers for this Batch
ENTRY # Creditor Name Account Number  THIS AMOUNT
7403183 Red Suit Advertising 084447 937874903  $4.297.09
7403184 Dell Australia Pty Limited 242000 106685061 $4,934.60
7403185 Winc Australia Pty Limited 082282 528647849  §28.17
7403186 Archdiocesan Davelopment Fund 064786 100010521 $194 40
7403187 Lochinvar Personnel Pty Ltd 034041 217711 $2,502.50

Copyright © 2024 Archdiocesan Development Fund

5. Authorisers can now login to CDF Online to view and approve the payments. On the home screen click
the drop down menu under Authorisation Requests: For Me and View All.

~  \j ADFOnline x 4+

< c

25  test.cdfonline.org.au/uSbrisbane/Welcome.aspx

Ca Archdiocese/Centacare

Accounts +

Accounts

Payments Settings

3 All Bookmarks

=

INBOX  LOGOUT

23 mmoonseens v £ 1 Aunorssonseuess oy
13 AUG 2024 $1.00

B4t 400366 MULTLE ETFTESTOATCH

S2S11 Tet Accont2

14 AUG 2024 $3.00

Batch 400371 BPAY TEST DDMMYY
52441511 - Test Account 2

© viewal

Test Account 1 Available $702.34
5244151 Current s70238 ¥
Test Account 2 Available $150.00
52441511 Current s1s000 7
ON-CALL COMPOUND Available $0.00
5244151.2 Current soo0 7
SCHOOL FEES DIRDB Available $0.00
52441516 Current $0.00
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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 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.

<« C 2% testcdfonlineorg gAuthDetail 1LPhmR31S9uT p4)W6eYcOpP1 1JPWRRvznT,

3PICRD7NLAJCIfbXQIWEFhyuP%2bZ7wCUBXhya7NfIqs256e08rRAISHOpVRFWIbUTD... & ¢ 01 @

03 All Bookmark
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Errors in a Batch Upload
If there is an issue within a file you have uploaded a table listing the error will appear at the bottom of the
Multiple Transfers Screen. You are able to fix a minor issue without needing to re-upload the file.

If you see an error message ‘New - Contains Upload Errors’ in the Multiple Transfers screen as shown below:

1. Click on the Change action to be able to locate the payee details with the error.
hd w# ADF Online X + — x

< G % testedfonline.org.au/uSbrisbane/BatchTransactions/TransBatchList.aspx aQa K O a

C% Archdiocese/Centacare [ All Bookmark:

sooocan  Accounts Payments Sertng: = [a}
B meox  1aGouT

Multiple Transfers

lease Select -
Loaded Batches Uploaded Batches
Loaded Batches
BATCH DESCRIPTION  ACCOUNT BATCH STATUS  DATE TOTAL MANAGE

NUMBER  TYPE
300711 qoectest 5244181  BPAY  MNew st50000 [ Copy Schedule  His

Transfer New=

- N fom  contains .

315671 TESTH S2HIS1T £ doiond 535000 GRS copy. Schedule  His
Account  ermors

E

Trnster
315673 TEST ollie 5465654 5244151 fom New 5800.00 Che G Schedul Hi
oo spanst T s oce  Copy  scheavie  Hi
sccount
Tnster
315735 ollie test 654354 5244181 from New $350.00 Chs C Schedul Hi
735 ol es st O ew E age  Copy  scheawe Hs
hosaunt
OO vpaylestonesn SIS BPAY  New s
529009 bpay st 3 soist BPAY  New s20 I
2107 valtest seais1 BPAY  Mew oo

332302 BPAYwalestbalch 5244181 BPAY  Mew Copy Schedule

New -
392088 contra saasgy  femal confains sizosz00s [
Transter  upload

ermors

copy. Schedule

Hevi-
Extemal cont

332989 ol fie szaats Coomal SoMans s12063004 |G Copy  Schedule His
Transter  upload
emors

Mew -

2. You can now select the Change action on this screen to see the full details of the error and fix.
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3. Input the correct account details and click Save and Save again to return to your Multiple Transfers screen
to be able to Schedule the batch for payment.
Note BSB/account numbers cannot have spaces or alpha characters e.g. letter ‘S’.
A common error with a BSB number is either an incorrect BSB may have been provided by the payee or
when being input in the accounting package it may have had a space or -* added resulting in the file
truncating the BSB to 6 characters e.g. 064 000 would be generated in the file as 064 00

~ %3 ADFOnline x  + = x
<« C 2% testedfonline.org.au/uSbrisbane/BatchTransactions/BatchPayeeDetailDTDES. aspx?udaq =r0eCMRxvT 1cuiR8 1ul8eqnhlx2vj3ATBm 36BQuE59vFqRgzCiY 1 m20VTIZYXOC %212 TuTKIDGOIRBX Q% 2boSLrAGRo52K]jd% 2bIZWUMFM%21%2bdLIKtSatBW... & ¥ ] 2
O Archdiocese/Centacare [ All Bookmari:

meox  10GoUT
Multiple Transfers

@ 558 Numer 010208 st aic.

Change Batch Payer for Debit External Accounts
Batch Payee Number
s104142
Bateh Payeeg Descrition
007 8CE0 0D
858 Humber Number
010203

Account Number

998877665

In the Name of

o0zz¥ scHoOL

Reference:

0078020 0D

Amount

$ $350.00
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If a file has a major issue it may not be able to upload successfully into your Batch listing and instead you only see
it in the tab Uploaded Batches.

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

~ 3 ADFOnline x o+ - x
« G 2% testcdfonline.org.au/uSbrisbane/BatchTransactions,/TransBatchList.aspx a [ ] L
C% Archdiocese/Centacare [ All Bookmarks
i‘ o Accounts Payments - Sartngs - =] &
\T B meox  LoGouT

Multiple Transfers

GoTagorom

Addor uploa

Loaded Batches

H
:
g
H

Uploaded Batches

165421 bosobpay vay 202 “
188432 bpay booo july 2z “
208070 EFTS DDMMYY 1eAUG 24 Minor Data Errors - Refer Batch “
200083 INVALID HEADER TEST 16aUG 24 “
20085 FOOTERTEST 15806 24 “
20085 SINGLE ROWTEST 16AUG 24 “
200088 flecsv 18aUG 24 “
200052 stomissing foter 16aUG 24 “
20093 atosige row 15806 24 “
200094 ctsv 16AUG 24 “
20071 EFTS DDMIYY 1eaUG 2 “
20084 INVALID HEADER 16AUG 24 “

2. If you see the message below, go to where you have saved the file on your computer and open it using
notepad to see what is wrong with it e.g. empty file. Most times you can carefully fix the structure of the
file yourself manually or perhaps try generating the file again from your accounting package. For further
assistance please don’t hesitate to contact the CDF or your support for your accounting package.

~ % ADFOnline x  + = *
< G % testcdfonlineorg.aufuSbrisbane/BatchTransactions/UploadBatchDetails.aspx?udaq=doVQHGSRLDGMC ppEEDCKG 1YG2%2fbSkjlIn%2baZASJsr4VQyginpDz0CzYKAROHAIFng PWoFH CW7hshSBg%3d%3d Q ¥ g a
C% Archdiocese/Centacare [ All Bookmark

Accounts Payments Settings
INBOX  LOGOUT

Multiple Transfers

Uploaded Batch Details

Batch 209088

Description flecsy

Date 16 AUG 24
were ying to import

Due to the severe nature of the eeror{s), no import wos possible.
batch.

ERROR DESCRIPTION

1 [4252) Invalid record length [iine=6]

2 [4259] Transactions total does not matsh total record
3 [4260] Transactions count does not match total record.

Cancel
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Making Changes to a Batch
Once a batch has been scheduled for payment you are able to make changes up until the payments are processed

from your account.

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 Change in the Manage area.

¥\ ADFOnline x  +

Q& g a

3 All Bookmark

<« c %5 testcdfonline.org.au/uSbrisbane/BatchTransactions/TransBatchList.aspx

T Archdiocese/Centacare

el
iw

Yo e o B

e

SATCH DESCRIFTION ACCOUNT BATCH STATUS  OATE TOTAL MANAGE
OKSER YRS

2. Locate the batch payee line that you wish to change and click on Change/Delete on the right handside.

¥ N ADFOnline x o+

x

U g &

25 testcdfonline.org.au/uSbrisbane/BatchTransactions/TransBatchDetail.aspx?udaq=3m7TIXjlqiL %29l eKqm8vBYa8DtGbBadFvWBI1)62 RxAlsCPUBaMBLOFIBCrDEHQN62bnb 55%2bWHQB5C YgUmXCt14dEzR78Gjrp6GPy%62bLHghgawSKTotGMejfWyGF. .

< <]
l?, Archdiocese/Centacare [ All Bookmariks
o oo+ sosiog . o a
\‘i = meox  Losol
Multiple Transfers
(Change Batch for Debit Extemnal Accounts:
e suam

s1s000

Copre @ 224 Areocsan Ovlopmes
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3. Change details as applicable and click Save and Save again to return to your Multiple Transfers screen.
The changes have now been made and the batch is ready for scheduling.

¥ 3 ADFOnline x  + = X
<« C % testcdfonline.org.au/uSbrisbane/BatchTransactions/BatchPayeeDetail DTDES aspx?udaq=B7Z0KM2Y7p:ZWbxBnbuYQX9izFFseG%2buVa1nbl03DDGAUQI)R0%2ANxwy5 1 pCm3gMz%2bmigKb%2baT1CIaNPLIISMine 5%2fsFubi bQaoHHM740.. & o0 a
D& Archdiocese/Centacare 3 All Bookmark
G rom e 2 8
Multiple Transfers

Change Batch Payer for Debit External Accounts

Batch Payes Number
s2asss7

Batch Payeet. Daserption
BNDLIZS22

858 Humber Number
054001
€8 King George Square

Account Number
10243815

I the Name of
PIEIRIAN

Reference

BNDL12322

Amount

o=
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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 Change in the Manage area.

¥ \p ADF Online X+ = X
< G % testcdfonlineorg.au/uSbrisbane/BatchTransactions/TransBatchList.aspx aQ ¥ in) @
% Archdiocese/Centacare 0O All Bookmarks
..................... g2 B8
\.ﬁ o o

2. You can now select the Delete button at the bottom of the screen to be taken to a confirmation screen.

v \# ADF Online x + - X

< G % testcdfonline.org.au/usbri hTransactions/TransBatchDetail IbPIHIIPX0YvMwI2n5v%2b37LP30KWyNBeuiH IPvk2Lr 7yHNBm QfzrSHOQX 194 pEoiyEbFcalcKtiepEkK22P VizbyPVXJ8jooHLWThbfqTie%2fCpADUDFn3Calpz.. & ¥t [n) o)

C% Archdiocese/Centacare [ All Bookmarks
I . 208

Multiple Transfers

Change Batch for Debit Extemal Accounts

s15000
s15000
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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 no longer there.

v \§ ADFOnline X+

< c 2 testedfonline.org.au/uSbrisbane/BatchTransactions/TransBatchDetail.aspx e [n}

C% Archdiocese/Centacare [ All Bookmark:

i‘. o Accoums - Payments sertings « = @
A4 =
Multiple Transfers

Delete Batch for Debit External Accounts

Satch Description EFTS 0D WM TY

From Test Account2
2041511
Avaiizble $15000

St At
Ouie 158082024
ss54004

$5,549.04

N

ENTRY# Creditor Name Account Number

5248887 PUEJRYAN 084001 10243815

5248856 JGAN SB ROONEY 12419

5245850 BERGUYATT 734084 529117

5248880 MRS MARION JANET WRIGHT 034209

5248851 HAROLD GREGORY PLUCKNETT

Copyright © 2024 Archdiocesan Davelopment Fund

Disclosure Statement

The Catholic Development Fund Archdiocese of Canberra & Goulburn (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 Canberra & Goulburn 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 www.cdf.cg.catholic.org.au or by contacting the Fund. The
Fund does not hold an Australian Financial Services Licence.
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http://www.cdf.cg.catholic.org.au/
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