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Welcome
Time

2 minutes

Outline

Online or Internet banking is a way for customers of a bank to conduct a range of
financial transactions through their online banking channel. Online banking gives
you the freedom to bank where and when you want and is a very convenient way to
stay on top of your finances.
NOTE: Please note that all screen shots have been taken from NetBank.com.au
which is Commonwealth Bank’s online banking website. You don’t have to be a
Commonwealth Bank customer to follow this guide, but please note that screens
and instructions will vary from bank to bank. If you have any questions please
contact your bank directly.

Who is this
workshop for?

This session is designed to build your comfort and confidence using online banking.
Using Online banking means you can bank when it suits you, no matter where you
are. This is a guide and can be used by anyone.

What you’ll need

This is a practical learning session so please make sure you can use a tablet or
computer to access your banking provider’s internet banking platform. You may
also need your mobile phone.

What you’ll learn

Typical features and functions of online banking sites:
• View accounts
• View transactions
• Transfer money between accounts
• Pay money to someone
• Schedule bill payments
• View statements
• Manage Credit Cards

Timetable
Total time: 1.15 hours

The workshop is broken
into 5 topics and 13
activities, with a break
in the middle. Times
are indicative only, so
don’t feel limited by the
recommended duration of
each task.
Feel free to repeat
any activities (practice
makes perfect!), and ask
questions at any time.

Subject / Activity

Duration

Welcome!

2 minutes

‘Peace of Mind’

8 minutes

Accessing online banking

5 minutes

Navigating online banking

15 minutes

Break

10 minutes

Transfers & BPAY

35 minutes
Total time
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Part 2: ‘Peace of Mind’
Time

8 mins

Online security

To ensure your connection to your online bank is secure, look out for the padlock
icon on the online browser window tab once you type in your internet address.

Peace of Mind

If you take some simple safety precautions, online banking should be as safe as you
banking over the counter at your local branch.
Of course, it’s up to you to protect your private information such as your client
number, PINs and passwords. And you must immediately notify your bank if your
password or card is lost, stolen or misused, or if you notice any suspicious activity
on your account.
Some online banking providers even offer a 100% Security Guarantee.

You can always learn more about your banks online security capabilities, and
simple steps you can take to protect yourself every day, wherever you are searching
their online banking page for security.

Introduction to online banking - beginner guide

Tech Savvy Seniors

3

Part 3: Accessing online banking
Time

5 minutes

Register for
Online Banking

To register for online banking (if you haven’t already) please go to your bank’s
internet site and follow the prompts to register.

Let’s get started!

Go to your online banking homepage (or type your bank into your search engine)

If you are not already registered for online banking click the ‘Register Now’ option and follow the prompts.
This will set you up with details so you can log in more easily next time.
If you are already an online banking member then it will be at this point where you are required to enter your
log in information. Most organisations require you to enter a client number and password to securely log in.
This will take you into your banking home page.
Note: Some Online banking providers may take you to the last feature used instead of the home page after
you log in. If this is the case just click back to the home screen to continue.
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Part 4: Navigating online banking
Time

15 minutes

Register for
Online Banking

Home page
This is your main page and where the Bank might provide you with important
information and updates (e.g. around scheduled outages).
Some key highlights on this screen are:
• Details of each of your accounts, including the account balance.
• Transfer & BPAY – provides options for transferring funds, managing your bills and

scheduling payments
• Settings – use the links under this tab to update your personal information and

manage your security preferences
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Viewing
transactions

Understanding your transactions means understanding your money. Online banking
may allow you to view and search your transaction history in detail, making it faster
and easier to identify what you’ve spent and where.
Find a tab similar to the ‘View accounts’ in the below screen shot. Here, you may be
able to select your accounts from the drop-down list (again this will be different for
each bank).
Once you have selected an account you may be able to see:
Your account type and number, current balance and available funds.

Most online banking providers will allow you to expand specific transactions to
understand where the money was spent.
• Clicking the ‘+’ icon next to a transaction allows you to see when and where the

transaction was made, and what category the purchase falls into. For example, a
purchase from Coles is listed as ‘Grocery & supermarket’ (This can help you when
completing your tax or looking for specific transactions like bills etc).

Sometimes the name of a merchant on a statement will not be recognised as the company may trade under a
different name.
If you need further assistance in identifying the transaction please contact your bank.
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Statements

A lot of our customers now receive their bank statements electronically, as they are
available faster and there’s no paper to deal with!
Normally the statements tab will be located under the ‘View accounts’ section. If
not see if you can find ‘Statements’.
Once you select the account you want a statement for, you may be able to download
or print your statement. You might also want to change your paper statements to
online. Most online banking providers will have an option to do this as well.
• ‘Receive my statements’ – use this option to change how you receive your

statements (online or paper). If you make a change here, remember to click ‘Save’.

• Some online banking providers will allow you to view or print ‘Past statements (up

to 7 years)’ – this gives you access to all your statements for this account from the
last seven years and is great for tax time.
To email a statement:
Most banks will give you an option to email yourself a statement.
When you choose to email a statement, you may need the following information:
• ‘To’ – insert the email address of the person you want to send the statement to

(this could be yourself or a trusted third party such as your accountant).
• ‘Cc’ – allows you to add an additional recipient to the email.
• ‘Send’ – to complete the process and email your statement.
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Part 5: Transfers & BPAY
Time

35 minutes

Overview

Transferring money and paying bills are some of the things we do so often these
days, probably because they make life so easy!
In this section you will learn how to:
• transfer funds to another account in your name
• transfer funds to another person
• schedule transfers to another account
• pay a bill using BPAY
• adding a new biller
• set up scheduled BPAY transfers.

Transfers Transferring to
another account

Transferring from one of your accounts to another is simple!
You can complete all your transfers and BPAY transactions – whether it’s between
your accounts or to a third party. Let’s take a look.
Select the ‘Transfers & BPAY’ tab (or similar compared to your online banking
provider).
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Transfers Transferring to
another account
ctd.

• ‘From’ – from which account you wish to transfer funds from
• ‘To’ – use the dropdown menu to select the account you are transferring money

to. Under the ‘To’ field, you may see two kinds of lists:
•

‘Linked accounts’ are your accounts

‘Other accounts’ can be a third-party account (see the following section to
find out how to add a new payee)
•

• ‘Amount’ – enter the dollar figure you wish to transfer
• ‘Description on your statement’ – what you write here will normally appear on

your bank statement and can be helpful in remembering what the transaction
was for. For example, ‘Holiday deposit’.
• If you are transferring to someone else, you can select ‘Same description on

recipient’s statement’. However, if you’d like something different to appear on
their statement (e.g. ‘Bill’s Graduation’ or ‘Love Nan and Pop’), you can enter that
under ‘Description on recipient’s statement’
• ‘When’ – use this option to set when you would like to make this payment. Select

‘Now’ if you would like to transfer immediately. We will look at how to schedule
transfers later on.
• You may see a ‘Next’ button. Once you hit ‘Next’, you will see a confirmation

screen. Check that the amount and the accounts you are transferring between are
correct, and select ‘Pay’ to complete the process.
• You should be able to see a ‘Receipt’ confirming that the transfer is complete. You

may be able to email or print this receipt in case you need to. Note: There will be a
receipt or reference number if the payment has gone through and you can always
write this down if you are unable to print.

Adding a ‘New
payee’

Your online banking provider may keep an ‘address book’ with the names and
account details of people you have previously transferred money to and whose
details you have saved. You can save each person or business you transfer to. That
way your list of payees is always on hand, making future payments even quicker!

All you need to do is select the ‘+ New payee’ option or there will be an option to
‘Add a new payee’.
To add a new payee:
• Select ‘Create new’.
• Use ‘Payment method’ to select how you’d like to pay them.
• Insert their account ‘Account name’ (this will likely be their name or a business

name).
• Insert the BSB and account number in these fields, or for BPAY insert the biller

code and reference number.
• Ensure the ‘Save to address book’ box is ticked.
• Enter the transfer details as described in the previous section.
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Adding a ‘New
payee’ ctd.
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BPAY - Pay a bill
using BPAY

Over 15,000 Australian organisations allow you to pay your bill electronically with
BPAY. In this section we will look at:
The ‘Transfers & BPAY’ page will display (same as in previous transfer section and
may be different from bank to bank).
• In the ‘From’ field, select the account you wish to pay the bill from.
• Be sure to select the ‘BPAY only’ option.
• In the ‘To’ field, select the biller you wish to pay OR select ‘+ New payee’ if you wish

to add a new biller (more information on this below).

• Enter the ‘Amount’ you wish to pay to this biller. BPAY payments may have a limit,

however you can change this limit if needed by contacting you bank or pop into
your nearest branch.
• Under ‘When’, you can select to pay your bill now or set up a scheduled payment.

Let’s select the ‘Now’ option to pay the bill immediately.
• Click ‘Next’ to complete the transaction.
• On the ‘Confirm payment’ screen, check the amount and biller details are correct

and then complete the transaction.
• ‘Later’ allows you to defer the payment to a later date. So you can limit the

number of times you need to log on to the system.

Note:
To add a new biller, you will need the BPAY biller code and customer reference number on your bill.
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Adding a new
biller

If you’ve never made a BPAY payment before you can add a new biller, select the
account you would like to make the payment from, select the ‘BPAY only’ option in
the ‘To’ bar, then click ‘+ New payee’.
In the ‘Add a new payee’ window:
• Select the ‘Create new’ option to add a new biller to your address book.
• Select ‘BPAY’ in the ‘Payment method’ bar to confirm that you will pay this biller via

BPAY.
• Insert the biller code and customer reference that are on your bill (in the ‘Biller

code’ and ‘Ref’ fields).
• ‘Choose a name for this bill’ – this identifier will appear next to the biller name in your

address book. This is helpful if you make multiple payments to the same company –
for example, if you pay electricity bills for two different houses, you could have billers
labelled ‘Energy Australia Sydney house’ and ‘Energy Australia weekender’.
• Select ‘Save to address book’ to keep these biller details on file.
• To find a saved biller simply click in the search box and scroll down till you find the

specific person.
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Making a
scheduled BPAY
transfer

OK! Let’s look at how to set up your BPAYs on an automatic basis, so you never need
to worry about forgetting to pay a bill again. This is a great option for Strata bills as
you know they are the same amount each month/quarter.
Follow the steps to set up a standard BPAY payment (as covered above).
Once you get to the ‘When’ option, you can set up a scheduled BPAY. Selecting:
• ‘Later’ allows you to schedule the BPAY to occur at a later date (but not on a

regular basis). Under ‘Date’, enter the relevant details or use the calendar icon to
select the date you wish the transaction to be processed on, then click ‘Next’.
• ‘Set up regular payments’ – this is where you can schedule regular BPAYs. You

may have a range of options to control these scheduled payments these will vary
from each online provider.
• ‘Please select frequency’ – here you can set how often you want to pay this biller.

For example, if you are setting up a regular electricity payment, you might select
the ‘quarterly’ option. However, remember that with a BPAY you will pay the same
amount each quarter, so a more effective option might be to arrange a direct debit
through your bill provider.
• ‘Start’ – select the date when you would like the payments to your biller to begin.
• ‘End after’ – gives you three options of when this payment series to the selected

biller will end:
If you select ‘Never’, the scheduled payments will continue until you or the
biller make changes.
•

‘No. of payments’ – this allows you to specify how many transfers you want
to make. For example, if you were paying your Foxtel bill, you might schedule 12
transfers of $120 each to pay your bills for the year.
•

‘Date’ gives you the option to finish a set of scheduled payments on a
particular day. For example, you could set your monthly Foxtel payments to end
on 14/10/2017.
•

• Select the ‘Next’ button to go to the confirm payment page. Check the details of

the BPAY are correct and select ‘Pay’.
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Disclaimer
The information contained in this publication and any accompanying materials is strictly
for educational and informational purposes. The publication and any accompanying materials
do not constitute the promotion, endorsement or approval of any product or service referred to,
shown or demonstrated in the publication and any accompanying materials.
The publication and any accompanying materials are designed to be used as an initial
reference only. They are not intended to be a comprehensive guide or to apply in all situations.
Reasonable endeavours have been made to ensure that information appearing in this
publication and any accompanying materials was correct at the time of production.
However, the authors, producers and presenters of this publication and any accompanying
materials (the Relevant Persons)* make no representation or warranty as to the accuracy,
reliability, completeness or currency of the information in this publication and any
accompanying materials.
The information and any advice provided in this publication and any accompanying
materials is provided solely on the basis that the audience will be responsible for making
their own assessment of the matters discussed herein and are advised to verify all relevant
representations, statements and information.
* The Relevant Persons:
• exclude, to the maximum extent permitted by law, all express or implied warranties of any

kind in relation to any information in this publication and any accompanying materials;
• are under no obligation to update any information in this publication and any accompanying

materials or correct any inaccuracy on this publication and any accompanying materials
which may become apparent at a later time; and
• reserve the right, in their absolute discretion, to delete, alter or move the publication

(and any accompanying materials) and any of the contents therein (including the terms and
conditions of this disclaimer) at any time without notice.
* The Relevant Persons include any individual, company, partnership or government
department involved in the making of the publication and their respective officers,
employees and agents.

Trademark Notice
All product names or websites referred to in this instructional publication may be the
trademarks of third parties.

Intellectual Property Notice and Disclaimer
Copyright© owned by or licensed to Commonwealth Bank of Australia (ABN 48 123 123 124),
Telstra Corporation Limited (ABN 33 051 775 556) and the New South Wales Office of Ageing.
All rights reserved. No part of these materials may be released, distributed, reproduced,
copied, stored, or transmitted in any form or by any means whether electronic, mechanical,
recording or otherwise except for your own information, research or study.
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