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Glossary  
Business Online action buttons 
 

Action Button/Icon Description 

 

Select the Transfer/Pay icon to display the 
Online Business functions. 

 

Create a new Batch. 

 

Manually create a Batch containing any mix of 
Internal, External, BPAY transactions. 

 

Upload Cemtex (.aba) financial records for 
automated batch processing of external 
transfers. Allows the uploading and processing 
of a Cemtex (.aba) file from the 
members/customers accounts system. 

 

Displays the Payment options (I.e. Transfer, 
BPAY etc.) 

 

Click on the downward arrow to display a list 
of available accounts. 

 

Displays Batches with the following Status: 

 New 

 Awaiting Approval 

 Needs Your Approval 

 Scheduled 

 Unscheduled 

 Processed. 

 

Displays Batches with the following Status: 

 New 

 Awaiting Approval 

 Needs Your Approval. 

 

Displays Batches that have been approved for 
processing by all signatories and is waiting to 
be processed via the system on the scheduled 
date. The Status of the Batch is Scheduled. 
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Displays Batches that have been processed. 

 

Displays all Batches that have been processed 
including any Batches that have had a 
transaction fail. 

 

Displays the details of an existing Batch. 

 

Select History to display details of a Batch that 
has previously been processed. 

 

Batches with the following statuses can be 
cancelled: 

 Awaiting Approval 

 Needs your Approval 

 Scheduled. 

 

 

A batch can be deleted if the status of the 
Batch is New or Processed. 

 

As an Approver of a Batch the View/Edit 
option is available and allows for an existing 
Batch to be displayed and/or edited. 

 

Process the current Batch. 

 

Reprocess a Failed Payment (Transaction) 
which originally failed as part of a Batch. 

 

Ellipsis – displays the Batch options. 
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Closes the options windows. 

 

The Back Action button is used to move back 
to previous windows. 

 

Print the details of the Batch. 

  



Anglican Funds Grafton Diocese (AFGD) is the business name of The Corporate Trustees of the Diocese of Grafton Investment Fund ABN 42 489 753 905  6 

 
 

1 MANUALLY CREATING A BATCH 

1.1 OVERVIEW 

The Manual Batch option is used to create a batch of transactions to be processed. 
The following Process Steps outline the steps required for: 

 Creating and naming a new manual Batch. 

 Adding payments (transactions) to a Batch. 

 The creator of the Batch approving the payment. 

 An Approver approving and processing the Batch. 

Note: The From Account used in the Process Steps requires 2 signatories to withdraw 
funds. 

1.2 PAYMENT OPTIONS 

When adding a payment to a Batch the following payment options are available and 
each option is included in the process steps in the next section: 

 Transfer – Transferring funds between accounts within the same Membership 

 Member - Transferring funds to another member/customer within AFGD 

 Anyone - Transferring funds to an external Financial Institution 

 BPAY - Paying a Bill using a Biller Code and Customer Reference Number (CRN). 
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1.2.1 POINTS TO REMEMBER 

 The defined number of signatories to withdraw funds for an account will be 
displayed as per the number of images included in the following icon: 

 

I.e. 2 Signatories are required to withdraw funds. 

Note: If the defined number of signatories for an account is defined as 1 in the 
Batch, it does not need to be created as a transaction and can be processed via the 
Transfer/Pay option 

 
 Only one debit account can be selected as the From account for a Batch. If the 

From Account is changed in a Batch then all payments (transactions) associated to 
that Batch will be debited from the defined From account. 

 
 The system performs validation checks when creating a Batch transaction 

including: 

 Account/Surname match for internal transfers between members (Pay 
Member) 

 BSB for Pay Anyone transfers. 

 Biller Codes and Customer Reference Numbers for BPAY transactions. 

If any information is incorrect a message in displayed. For example: 

 

 

1.2.2 CREATING A MANUAL BATCH - ONE PAYMENT (TRANSACTION) 

1.2.2.1 Points to Remember 

 If the transaction amount is over the per transaction limit for business online 
transactions, an error will be displayed and the batch cannot be scheduled for 
processing. 

 

1.2.2.2 Process Steps 

Complete the following steps to create a Manual Batch: 

1. Log into Business Online. 
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2. Click on the Transfer/Pay icon. 

3. Select the Business Online icon. 

 
The Business Online window is displayed. 

4. Click [Create Batch]. 

The Create Batch window is displayed. 

 
5. Click on the downward arrow icon to select the From Account. 

If applicable, additional Accounts are displayed, move to Step 6. 

If only one account is listed move to Step 7. 
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6. Select the applicable account. 

7. Complete the Batch Name field. 

 
8. Click [Create Batch]. 

The Business Online window is displayed and the Status of the Batch is New 
with 0 Payments. 
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9. Click on ADD PAYMENT. 

The Payment options are displayed. 

 
10. Select the applicable Payment option 

To complete a Transfer Payment move to Step 11. 

To complete a Member Payment move to Step 24. 

To complete an Anyone Payment move to Step 37. 

To complete a BPAY Payment move to Step 51. 

11. Click on the Transfer icon. 

Online 



Anglican Funds Grafton Diocese (AFGD) is the business name of The Corporate Trustees of the Diocese of Grafton Investment Fund ABN 42 489 753 905  11 

 
The Transfer window is displayed. 

12. Click on the downward arrow icon and select the account that is to receive the 
funds by the Transfer. 

13. Complete the Reference field. (The Reference field information will be 
displayed on the member’s/customer’s statement). 

14. Complete the Amount field. 

 
15. Click [Create Transfer]. 

The Transfer confirmation window is displayed. 
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16. Click [Confirm]. 

The Transfer window is displayed. 

 
17. Click [Back to Batch]. 

The Business Online window is displayed. 

18. Click [Back]. 

The Business Online window is displayed. 



Anglican Funds Grafton Diocese (AFGD) is the business name of The Corporate Trustees of the Diocese of Grafton Investment Fund ABN 42 489 753 905  13 

 
19. Click on the Batch ellipsis. 

The Batch options are displayed. 

 
20. Click on the Approve icon. 

The Confirmation message is displayed. 

 
21. Click [YES]. 

The Successful window is displayed. 

Online 
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22. Click [OK]. 

The Business Online window is displayed and the status of the Batch is now 
Awaiting Approval. 

 
23. Click on the Pending icon. 

The Batch is displayed. 

End of Process for the 1st Signatory. Refer to the next section of this document 
for the process steps for Approving a Batch by another signatory. 

 
24. Click on the Member icon. 

The Pay Member window is displayed. 

Online 
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25. Complete the Description field. (Optional) 

26. Complete the Account No. field. 

27. Complete the Pay To field. (3 Characters) 

28. Complete the Reference field. (The Reference field information will be 
displayed on the member’s/customer’s statement). 

29. Complete the Amount field. 

 
30. Click [Create Payment]. 

The Pay Member window is displayed. 

31. Click [Confirm]. 

The Pay Member window is displayed. 
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32. Click [Back to Batch]. 

The Business Online window is displayed. 
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33. Click on the Batch ellipsis. 

The Batch options are displayed. 

34. Click on Approve icon. 

The Confirmation message is displayed. 

 
35. Click [YES]. 

The Successful window is displayed. 

Online 
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36. Click [OK]. 

The Business Online window is displayed and the status of the Batch is now 
Awaiting Approval. 

 
End of Process for the 1st Signatory. Refer to the next section of this document 
for the process steps for Approving a Batch by another signatory. 

37. Click on Anyone icon. 

The Pay Anyone window is displayed. 

Online 
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38. Complete the Description field (optional). 

39. Complete the BSB field. 

40. Complete the Account No. field (Last 9 digits only). 

41. Complete the Pay To field with the name of the Payee. 

42. Complete the Reference field. (The Reference field information will be 
displayed on the member’s/customer’s statement). 

43. Complete the Amount field. 

44. Click [Create Payment]. 

The Pay Anyone window is displayed. 
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45. Click [Confirm]. 

The Pay Anyone window is displayed. 

46. Click [Back to Batch]. 

The Business Online window is displayed. 

47. Click on the Batch ellipsis. 

The Batch options are displayed. 

48. Click on Approve icon. 

The Confirmation message is displayed. 

49. Click [YES]. 

The Successful window is displayed. 

50. Click [OK]. 

The Business Online window is displayed and the status of the Batch is now 
Awaiting Approval. 

End of Process for the 1st Signatory. Refer to the next section of this document 
for the process steps for Approving a Batch by another signatory. 

51. Click on the BPAY icon. 

The BPAY window is displayed. 

52. Complete the Description field. 

53. Complete the Biller Code field. 

54. Complete the Customer Ref No. field. 

55. Complete the Amount field 
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56. Click [Create Payment]. 

The BPAY window is displayed. 

57. Click [Confirm]. 

The BPAY window is displayed. 

  

58. Click [Back to Batch]. 
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The Business Online window is displayed. 

59. Click on the Batch ellipsis. 

The Batch options are displayed. 

60. Click on Approve icon. 

The Confirmation window is displayed. 

61. Click [YES]. 

The Successful window is displayed. 

62. Click [OK]. 

The Business Online window is displayed and the status of the Batch is now 
Awaiting Approval. 

End of Process for the 1st Signatory. Refer to the next section of this document 
for the process steps for Approving a Batch by another signatory. 

 

1.2.3 CREATING A MANUAL BATCH – MULTIPLE PAYMENTS (TRANSACTIONS) 

1.2.3.1 Points to Remember 

 Only one Debit account can be selected as the From account for a Batch. (I.e. a 
Batch with multiple transactions will include one From account and many accounts 
to be credited) 

 If the From account is changed during the creation of a Batch with Multiple 
Payments then the total of the Batch Payments will be debited from the selected 
From account.  

 If the amount of a transaction is over the per transaction limit for business online 
transactions, an error will be displayed and the batch cannot be scheduled for 
processing. 

 

1.2.3.2 Process Steps 

Complete the following steps to create a Manual Batch: 

1. Log into AFGD Online. 

2. Click on the Transfer/Pay icon. 

3. Select the Business Online icon. 

 
The Business Online window is displayed. 

4. Click [Create Batch]. 

The Create Batch window is displayed. 
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5. Click on the downward arrow icon to select the From Account. 

If applicable, additional Accounts are displayed, move to Step 6. 

If only one account is listed move to Step 7. 

 
6. Select the applicable account. 

7. Complete the Batch Name field. 

 
8. Click [Create Batch]. 
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The Business Online window is displayed and the Status of the Batch is New 
with 0 Payments. 

 
9. Click on ADD PAYMENT. 

The Payment options are displayed. 

Note: The Multiple Transaction Batch used in the following example will 
include 4 credit transactions, 1 for each Payment option. 

10. Click on the Transfer icon. 

 
The Transfer window is displayed. 

11. Click on the downward arrow icon and select the account that is to receive the 
funds by the Transfer. 

12. Complete the Reference field. (The Reference field information will be 
displayed on the member’s/customer’s statement). 

13. Complete the Amount field. 

Online 
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14. Click [Create Transfer]. 

The Transfer confirmation window is displayed. 

 
15. Click [Confirm]. 

The Transfer window is displayed. 
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16. Click [Back to Batch]. 

The Business Online window is displayed. 
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17. Click on ADD PAYMENT  

The Payment options are displayed. 

18. Click on the Member icon. 

The Pay Member window is displayed. 

19. Complete the Description field. (Optional) 

20. Complete the Account No. field. 

21. Complete the Pay To field (3 characters). 

22. Complete the Reference field. (The Reference field information will be 
displayed on the member’s/customer’s statement). 

23. Complete the Amount Field. 

Online 
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24. Click [Create Payment]. 

The Pay Member window is displayed. 

25. Click [Confirm]. 

The Pay Member window is displayed. 

 
26. Click [Back to Batch]. 
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The Business Online window is displayed. 

 
27. Click ADD PAYMENT. 

The Payment options are displayed. 

28. Click on Anyone icon. 

The Pay Anyone window is displayed. 

29. Complete the Description field (Optional). 

30. Complete the BSB field. 

31. Complete the Account No. field (last 9 digits only). 

32. Complete the Pay To field with the name of the Payee. 

33. Complete the Reference field. 

34. Complete the Amount field. 

Online 
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35. Click [Create Payment]. 

The Pay Anyone window is displayed. 

 
36. Click [Confirm]. 

The Pay Anyone window is displayed. 

37. Click [Back to Batch]. 
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The Business Online widow is displayed. 

 
38. Click ADD PAYMENT 

The Payment Options are displayed. 

39. Click on the BPAY icon 

The BPAY window is displayed. 

40. Complete the Description field. 

41. Complete the Biller Code field. 

42. Complete the Customer Ref No. field. 

43. Complete the Amount field. 
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44. Click [Create Payment]. 

The BPAY window is displayed. 

45. Click [Confirm]. 

The BPAY window is displayed. 

 
46. Click [Back to Batch]. 
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The Business window is displayed. 

Note: The total amount of the transactions and the number of Payments are 
displayed in the Batch Details field group. 

  

47. Click on the Batch ellipsis. 

The Batch options are displayed. 

48. Click on Approve icon. 

The Confirmation window is displayed. 

49. Click [YES]. 

Online 
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The Successful window is displayed. 

50. Click [OK]. 

The Business Online window is displayed and the status of the Batch is now 
Awaiting Approval. 

 
End of the Process for the 1st Signatory. Refer to the next section of this 
document for the process steps for Approving a Batch by another signatory. 

 

2 APPROVING/PROCESSING A MANUAL BATCH 

The following process outlines the steps required by the Approver to process a Batch. 

 

Online 
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2.1 POINTS TO REMEMBER 

 The Approver of the Batch has the following options when clicking on the ellipsis. 

 

 View/Edit – Approver can display the Batch details and individual transactions 
associated with the Batch and edit the details of the batch. 

 History – Approver can display history of that Batch (including previous 
transactions in that batch). 

 Cancel – Approver can cancel the Batch. 

 Process – Approver can process the Batch. 

 A warning message is displayed if the source account has insufficient funds to 
process the batch. The Approver can then either choose to ignore the warning and 
submit the batch, or cancel the batch processing. If the warning is ignored, the 
transactions in the batch will be processed until the source account has no funds. 

 After the Approver clicks on the Process icon, the status of the Batch is changed to 
Scheduled and can be viewed via the Scheduled icon until it is processed. (Note: A 
Batch will only be displayed as Scheduled for a short period of time if the Batch is 
to be processed as at Today’s date.) 

The Batch is then automatically processed by the system and is displayed via the 
Processed option. 

 

Online 
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 When the Approver selects the Process option, the Payment Date confirmation 
window is displayed. If the Payment Date is changed to a date in the future the 
Batch will change to a Scheduled status and will be displayed in Scheduled window 
until the defined date. 

 

 If changes are made to a Processed Batch and the Batch including the changes is to 
be Processed again within 5 days from the original processing date then the 
system will display a Warning – Possible Duplicate Batch. 

 
 

2.2 PROCESS STEPS 

1. The Approver of the Batch must log into AFGD Online. 

A message will be displayed indicating that a Batch is awaiting Approval.  

Note: The message displayed is configurable by the FI, therefore the following 
is only an example. 

 
2. Click View Batches. 

The Business Online window is displayed. 

Online 
 

BUSINESS ONLINE 
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Note: the Status of the Batch is – Needs Your Approval 

 

 
 

3. Click on the Batch ellipsis. 

The Batch options are displayed. 

 
4. Click on Process icon. 

The Payment Date confirmation window is displayed. 

5. Confirm the Payment Date 

 
6. Click [Process]. 

The Process Confirmation window is displayed. 
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7. Click [YES]. 

The Batch scheduling confirmation window is displayed. 

 
8. Click [OK]. 

The Status of the Batch is Scheduled. 

 
 

3 EDITING OR DELETING A PAYMENT (TRANSACTION) IN A BATCH 

It is possible for an Approver of a Batch to edit the amount of a payment (transaction) 
and/or delete a payment (transaction) from a Batch however if any changes are made 
then the Batch will require approval again by the authorised signatories. 

 

3.1 POINTS TO REMEMBER 

 If a Batch is at the Awaiting Approval status, then the signatory that created the 
Batch and Approved the Batch cannot edit the payment (transaction) amount or 
delete the payment (transaction). 

 Payment (transaction) amounts can only be edited or deleted by the creator of the 
Batch when the Batch is at a New status. 

 Additional Signatories can edit the payment (transaction) amount and delete 
payments (transactions) in a Batch when a Batch is at the Needs Your Approval 
status. 

 Prior to confirming a payment (transaction), the payment (transaction) can be 
edited via the [EDIT PAYMENT] on the confirmation window. 
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3.2 PROCESS STEPS 

The following covers off the process for changing an amount of a payment 
(transaction) and deleting a payment (transaction). 

1. Log into AFGD Online. 

2. Click on the Transfer/Pay icon. 

3. Select the Business Online icon. 

 
The Business Online window is displayed. 

4. Click [Create Batch]. 

The Create Batch window is displayed. 
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5. Click on the downward arrow icon to select the From Account. 

If applicable, additional Accounts are displayed, move to Step 6. 

If only one account is listed move to Step 7. 
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6. Select the applicable account. 

7. Complete the Batch Name field. 

 
8. Click [Create Batch]. 

The Business Online window is displayed and the Status of the Batch is New 
with 0 Payments. 
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9. Click on ADD PAYMENT. 

The Payment options are displayed. 

 
10. Click on the Transfer icon. 

 
The Transfer window is displayed. 

11. Click on the downward arrow icon and select the account that is to receive the 
funds by the Transfer. 

12. Complete the Reference field. (The Reference field information will be 
displayed on the member’s/customer’s statement). 

Online 
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13. Complete the Amount field. 

14. Click [Create Transfer]. 

The Transfer confirmation window is displayed. 

 
15. Click [Confirm]. 

The Transfer window is displayed. 

16. Click [Back to Batch]. 

The Business Online window is displayed. 

17. If you want to edit the payment (transaction) amount move to Step 18. 

If you want to delete the payment (transaction) move to Step 22. 

18. Click on the payment (transaction) ellipsis. 
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The Amount field is displayed. 

 
19. Change the Amount field. 

20. Click [SAVE]. 

The Transaction Saved window is displayed. 

Online 
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21. Click [OK]. 

The payment (transaction) amount is updated. 

 
End of process for editing the payment (transaction) amount. 

22. Click on the payment (transaction) ellipsis. 

 
The Amount field is displayed. 

Online 
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23. Click [DELETE]. 

The Confirmation window s displayed. 

 
24. Click [YES]. 

The Deletion complete window is displayed. 

 
25. Click [OK]. 

The Business Online window is displayed and the payment (transaction) has 
been deleted. 
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4 EDITING, DELETING AND DISPLAYING HISTORY OF A 
PROCESSED BATCH 

A Batch that has already been processed can be edited and processed again or deleted 
from the Processed list.  

 

4.1 POINTS TO REMEMBER 

 When Viewing/Editing a Processed Batch the system allows you to: 

 Change the Payment Amount of an existing transaction. 

 Add additional payments (transactions) to the Batch.  

 Change the From account details. 

 To display all Batches that have been processed including Batches that have had a 
failed transaction, click on the [Batch History] on the Business Online window. 

Online 
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 If the From Account is changed in a Batch then all payments (transactions) 
associated to that Batch will be debited from the defined From account. Only one 
debit account can be selected as the From account for a Batch. 

 If a Processed Batch has been edited and then re-processed the Batch History List 
window will include all Batches as the system saves each Batch separately. 

 The latest processed Batch is displayed on the Business Online window: 

 
 When the History icon is selected, the Batch History List window displays all 

previous batches including the latest Batch. 

Online 
 

Online 
 



Anglican Funds Grafton Diocese (AFGD) is the business name of The Corporate Trustees of the Diocese of Grafton Investment Fund ABN 42 489 753 905  49 

 
 Click on the Batch ellipsis to display the payments (transactions) applicable to 

that particular Batch. 

 Click on the Cancel icon to cancel a batch prior to being processed. (I.e. Batches 
with the Awaiting Approval, Needs Your Approval or Scheduled Status). 

 

4.2 PROCESS STEPS 

1. Log into AFGD Online. 

2. Click on the Transfer/Pay icon. 

3. Select the Business Online icon. 

 
The Business Online window is displayed. 

4. Click on the Processed icon. 

The Batches with a status of Processed are displayed. 
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5. Click on the Batch ellipsis. 

The Batch options are displayed. 

 
To View/Edit a Processed Batch move to Step 6. 

To Display the History of a Batch move to Step 27. 

To Delete a Processed Batch move to Step 29. 
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6. Click on the View/Edit icon. 

If you want to change the Payment Amount move to Step 7. 

If you want to add another payment move to Step 11. 

If you want to change the From account details move to Step 23. 

7. Click on the Payment ellipsis. 

The Amount field is displayed. 

 
8. Change the Amount field. 

9. Click [Save]. 

The Transaction Saved window is displayed. 
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10. Click [OK]. 

The amount of the transaction and the total amount of the Batch is updated. 

 
If only the amount of a transaction is to be changed, Approve the Batch as per 
the Process Steps included in the Manually Creating a Batch section of this 
document. (End of Process) 

11. Click on ADD PAYMENT 

The Payment options are displayed. 

12. Select the applicable Payment option and complete relevant details.  

Note: The following example covers the Pay Anyone option. 

13. Click on the Anyone icon. 

14. Complete the Description field. 
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15. Complete the BSB field. 

16. Complete the Account No. field. 

17. Complete the Pay To field. 

18. Complete the Reference field. 

19. Complete the Amount field. 

20. Click on [Create Payment]. 

The Pay Anyone window is displayed. 

21. Click [Confirm]. 

The Pay Anyone confirmation window is displayed. 

22. Click [Back To Batch]. 

The Additional Payment transaction has been added to the Batch and the 
Batch total has been updated. 

 
If all transactions and amounts have been updated, Approve the Batch as per 
the Process Steps included in the Manually Creating a Batch section of this 
document. (End of Process) 
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23. Click on the From Account downward arrow. 

The list of accounts are displayed. 

 
24. Select the applicable account. 

25. Click [Save]. 

The Account Details update window is displayed. 
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26. Click [OK]. 

The From Account details are updated. 
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If the From account has been changed, Approve the Batch as per the Process 
Steps included in the Manually Creating a Batch section of this document. (End 
of Process). 

27. Click on the History icon. 

The Batch History List window is displayed. 
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28. Click on the Batch ellipsis. 

The Payment (transaction) details are displayed. 

 
29. Click on the Delete icon. 

Confirmation window is displayed 
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30. Click [YES]. 

The Successful window is displayed. 

 
31. Click [OK]. 

The Batch is removed from the Processed Batch list. 

 

5 CANCELLING A BATCH 

Batches with the following statuses can be cancelled: 

 Awaiting Approval 

 Needs your Approval 

 Scheduled. 

 

5.1 POINTS TO REMEMBER 

 When a Batch is cancelled the Status of the Batch is changed back to new. 

 Cancelling a Batch stops the processing of a Batch it does not delete the Batch. 

 A Batch can be deleted when the status of the Batch is New. Refer to the Deleting 
a Batch section in this document. 

 

5.2 PROCESS STEPS 

The following Process steps cover off the cancelling of a Batch with a status of 
Awaiting Approval. 

1. Log into AFGD Online. 

2. Click on the Transfer/Pay icon. 

3. Select the Business Online icon. 
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The Business Online window is displayed. 

4. Click [Create Batch]. 

The Create Batch window is displayed. 

 
5. Click on the downward arrow icon to select the From Account. 

If applicable, additional Accounts are displayed, move to Step 6. 

If only one account is listed move to Step 7. 
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6. Select the applicable account. 

7. Complete the Batch Name field. 

 
8. Click [Create Batch]. 

The Business Online window is displayed and the Status of the Batch is New 
with 0 Payments. 
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9. Click on ADD PAYMENT. 

The Payment options are displayed. 

 
10. Click on the Transfer icon. 

 
The Transfer window is displayed. 

11. Click on the downward arrow icon and select the account that is to receive the 
funds by the Transfer. 

12. Complete the Reference field. (The Reference field information will be 
displayed on the member’s/customer’s statement). 
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13. Complete the Amount field. 

14. Click [Create Transfer]. 

The Transfer confirmation window is displayed. 

 
15. Click [Confirm]. 

The Transfer window is displayed. 

 
16. Click [Back to Batch]. 
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The Business Online window is displayed. 

17. Click [Back]. 

The Business Online window is displayed. 

18. Click on the Batch ellipsis. 

The Batch options are displayed. 

19. Click on the Approve icon. 

The Confirmation message is displayed. 

20. Click [YES]. 

The Successful window is displayed. 

21. Click [OK]. 

The Business Online window is displayed and the status of the Batch is now 
Awaiting Approval. 

 
22. Click on the Batch ellipsis. 

 
23. Click on Cancel icon. 

The Stop Processing message is displayed. 
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24. Click [Yes]. 

The Successful message is displayed. 

 
The Status of the Batch is now New. 

 
 

6 DELETING A BATCH 

A Batch with a status of New can be deleted. 

 

6.1 PROCESS STEPS 

1. Log into AFGD Online. 
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2. Click on the Transfer/Pay icon. 

3. Select the Business Online icon. 

 
The Business Online window is displayed. 

4. Click [Create Batch]. 

The Create Batch window is displayed. 

5. Click on the downward arrow icon to select the From Account. 

If applicable, additional Accounts are displayed, move to Step 6. 

If only one account is listed move to Step 7. 

6. Select the applicable account. 

7. Complete the Batch Name field. 

 
8. Click [Create Batch]. 

The Business Online window is displayed. 
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9. Click on ADD PAYMENT. 

The Payment options are displayed. 

 
10. Click on the Transfer icon. 

 
The Transfer window is displayed. 

11. Click on the downward arrow icon and select the account that is to receive the 
funds by the Transfer. 

12. Complete the Reference field. (The Reference field information will be 
displayed on the member’s/customer’s statement). 
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13. Complete the Amount field. 

14. Click [Create Transfer]. 

The Transfer confirmation window is displayed. 

15. Click [Confirm]. 

The Transfer window is displayed. 

16. Click [Back to Batch]. 

The Business Online window is displayed. 

 
17. Click on the Batch ellipsis. 

The Batch options are displayed. 

 
18. Click on the Delete icon. 
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The Delete window is displayed. 

 
19. Click [YES]. 

The Successful window is displayed. 

 
20. Click [OK]. 

The Batch is deleted. 

 

7 FAVOURITES 

The Add to Favourites check box (Pay Member and Pay Anyone payment options) and 
the Add to Billers check box (BPAY payment option) are by default checked on when 
processing a payment. When this check box is check on, the system will then add the 
payment details to the Favourites list and can be selected by the member/customer 
for future payments. When the next payment is required the member/customer 
selects the details from the Favourites list, the system then automatically populates 
the Pay Member, Pay Anyone or BPAY window. 

 
Below is an example of when a Favourite has been selected and the applicable fields 
that automatically populate on the Pay Anyone window. 
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The Amount field is not populated and must be completed by the member/customer. 

Note: The other fields can also be edited if required. 

 
 

7.1 SEARCHING FOR A FAVOURITE 

Over time many Favourites can exist for a member/customer and the Search function 
can be used to locate the applicable Favourite. 

 

7.1.1 PROCESS STEPS 

1. Create the Batch and from the Pay Member, Pay Anyone or BPAY window click 
on the Search icon. 

 
The Search field is displayed. 



Anglican Funds Grafton Diocese (AFGD) is the business name of The Corporate Trustees of the Diocese of Grafton Investment Fund ABN 42 489 753 905  70 

 
2. Complete the Search field and the matches will be displayed in the search 

results. 
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7.2 SORTING FAVOURITES 

The list of Favourites can be sorted for each Payment option: 

 Pay Member 

 Description 

 Last Payment Date 

 Pay To 

 Pay Anyone: 

 BSB 

 Description 

 Last Payment Date 

 Pay To 

 BPAY 

 Biller name 

 Description 

 Last Payment Date 

For example: 
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7.3 DELETING FAVOURITES 

A Favourite can be deleted by clicking on the ellipsis next the applicable Favourite and 
then clicking on [Delete]. 

 
 

7.4 CHANGING THE NAME OF A FAVOURITE 

The name of a Favourite can be changed by clicking on the Favourite ellipsis and 
updating the Favourite name field and then clicking on [Save]. 
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8 UPLOAD A CEMTEX FILE 

8.1 OVERVIEW 

Business Online allows for a Cemtex (ABA) file to be uploaded into a Batch. A Cemtex 
file can contain up to 200 individual payments (transactions) per Batch. 

If there is more than 1 payment in the Cemtex file then the total number of payments 
(transactions), Total amount and all payment details are listed on the Business Online 
window. 

For Example: 
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It is recommended to check and validate the list of payments in the file prior to 
Approving and Processing the Batch. Payments are listed on the Business Online 
window after the file has been selected. 

 

8.2 CREATE BATCH AND UPLOAD A CEMTEX FILE  

8.2.1 PROCESS STEPS 

1. Log into AFGD Online. 

2. Click on Transfer/Pay icon. 
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3. Select the Business Online icon. 

 
The Business Online window is displayed. 

4. Click [Create Batch]. 

The Create Batch window is displayed. 

5. Click on the Upload Batch icon. 

 
6. Click on the downward arrow and select the From Account. 

7. Complete the Batch Name field. 

8. Click in the Select File field. 

The Choose File to Upload window is displayed. 

9. Locate the applicable Cemtex .ABA file. 

10. Click [Open]. 

The Select field populates with the selected file name. 

 
11. Click [Create Batch]. 

The Business Online window is displayed. 
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12. Check all payments (transactions). 

13. Click on the Batch ellipsis. 

14. Click on Approve icon. 

The confirmation window is displayed. 
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15. Click [YES]. 

The Successful window is displayed. 

 
16. Click [OK]. 

The Business Online window is displayed and the Status of the Batch is 
Awaiting Approval. 
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17. Click [Back]. 

The Business Online window is displayed and the Batch is listed under the 
Unscheduled Batches. 

End of Process for the 1st Signatory. Refer to the Approving/Processing a 
Manual Batch section in this document for the process steps for Approving a 
Batch by another signatory. 
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9 REPROCESSING FAILED PAYMENT (TRANSACTIONS) 

9.1 REPROCESSING FAILED PAYMENTS (TRANSACTIONS) 

When reprocessing a failed payment (transaction) in a Batch and the Batch has more 
than 1 payment (transaction) then the system will only reprocess the failed payment 
(transaction) and all other payments (transactions) amounts are set to zero. 

 

9.1.1 DISPLAYING FAILED PAYMENTS (TRANSACTIONS) 

If a payment (transaction) has failed then the Batch will be displayed under the All 
icon and the Pending icon on the Business Online window. 

When viewing the Batch either via the All icon or the Pending icon on the Business 
Online window, the Batch is displayed in red and the Status of the Batch indicates that 
a payment (transaction) or more than 1 payment (transaction) has failed. 

Note: If the Reason For Failure is “Transaction amount exceeds the per Transaction 
Limit” then the member/customer is to contact AFGD to have the Business Online  
limits changed.  

 

9.1.1.1 Process Steps 

1. Log into AFGD Online. 

2. Click on Transfer/Pay icon. 

3. Select the Business Online icon. 

 
The Business Online window is displayed and the Batch with the failed 
payment (transaction) is displayed in red. 
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4. Click on the Batch ellipsis. 

5. Click on the View/Edit icon. 

The Batch payments (transactions) are listed. 

The Reason For Failure field populates. 

 
6. Correct the failure issue. 

7. Click on the Batch ellipsis. 

8. Click on the Approve icon. 

 
The Confirmation message is displayed. 

9. Click [YES]. 

The Successful window is displayed. 

10. Click [OK]. 

The Business Online window is displayed and the status of the Batch is now 
Awaiting Approval. 
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End of Process for the 1st Signatory.  

The following Process Steps are completed by the Approver to reprocess the 
Batch. 

11. The Approver of the Batch must log into AFGD Online. 

A message is displayed indicating that a Batch is waiting to be Approved. 

12. Click View Batches. 

The Business Online window is displayed. 

The Batch with the Failed transaction is displayed in red and the status of the 
Batch is Needs Your Approval. 

 
13. Click on the Batch ellipsis. 

14. Click on the Redo Failed icon. 

 
15. Complete the Payment Date field if applicable. 

16. Click [RE-RUN]. 

The Reprocess message is displayed. 

 
17. Click [YES]. 

The Batch Scheduling confirmation window is displayed. 

 
18. Click [OK]. 
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The Business Online window is displayed. 

 

9.2 REPROCESSING FAILED CEMTEX PAYMENTS (TRANSACTIONS) 

It is possible to reprocess a Cemtex Batch where payments (transactions) have failed 
to post. Reprocessing a Cemtex Batch only reprocesses the failed payments 
(transactions), it does not attempt to reprocess the originally successful payments 
(transactions). 

If the Cemtex Batch itself fails, the errors will need to be fixed in the Cemtex file and 
uploaded as a new Batch. 

 

9.2.1 DISPLAYING FAILED PAYMENTS (TRANSACTIONS) 

If a payment (transaction) has failed then the Batch will be displayed under the All 
icon and the Pending icon on the Business Online window. 

When viewing the Batch either via the All icon or the Pending icon on the Business 
Online window, the Batch is displayed in red and the Status of the Batch indicates that 
a payment (transaction) or more than 1 payment (transaction) has failed. 

Note: If the Reason For Failure is “Transaction amount exceeds the per Transaction 
Limit” then the member/customer is to contact AFGD to have the Business Online 
Limits changed.  

 
 

9.2.1.1 Process Steps 

The following process includes the steps required for reprocessing a Cemtex Batch 
when 1 or more payments (transactions) have failed. 

1. Log into AFGD Online. 

2. Click on Transfer/Pay icon. 

3. Select the Business Online icon. 
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The Business Online window is displayed and the Batch with the failed 
payment (transaction) is displayed in red. 

 
4. Click on the Batch ellipsis. 

5. Click on the View/Edit icon. 

The Batch payments (transactions) are listed. 

6. Scroll to display the failed transaction. 

The Reason For Failure field populates. 

 
7. Correct the failure issue. 

8. Click on the Batch ellipsis. 

9. Click on the Approve icon. 
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The Confirmation message is displayed. 

10. Click [YES]. 

The Successful window is displayed. 

11. Click [OK]. 

The Business Online window is displayed and the status of the Batch is now 
Awaiting Approval. 

End of Process for the 1st Signatory.  

The following Process Steps are completed by the Approver to reprocess the 
Batch. 

12. The Approver of the Batch must log into AFGD Online. 

A message is displayed indicating that a Batch is waiting to be Approved. 

13. Click View Batches. 

The Business Online window is displayed. 

The Batch with the Failed transaction is displayed in red and the status of the 
Batch is Needs Your Approval. 

 
14. Click on the Batch ellipsis. 

15. Click on the Redo Failed icon. 

 
16. Complete the Payment Date field if applicable. 

17. Click [RE-RUN]. 

The Reprocess message is displayed. 
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18. Click [YES]. 

The Batch Scheduling confirmation window is displayed. 

19. Click [OK]. 

The Business Online window is displayed. 

 

 

 

End of Document 
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