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1	 Logon
1.	 Connect to Internet via your Internet Service Provider (ISP).

2.	 Type in www.bendigobank.com.au in your browser upon connection to visit the Bendigo Bank website. 

3.	 Click on ‘e-banking’ then click on 'logon'.
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You should now be looking at a screen similar to that shown below:

4.	 Input your Access ID and Password. 

5.	 Obtain Authentication Key from your security token*.

6.	 Input 6 digit code from security token into Authentication Key field*.

7.	 Click on Logon.

Steps 5 & 6 only apply where a security token has been activated for logon.

*If logon is not successful please contact our call centre on 1300 366 666 for further assistance.
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Upon successful logon you should now be looking at a screen similar to that shown below:

This screen will display all the ‘Accounts’ associated with your logon provided.
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2	 Bulk Payments Upload
1.	 Click on the ‘Payments’ tab. 
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You should now be looking at a screen similar to that shown below:

3.	 Type your file location or use the browse button to locate your file

4.	 Click on the ‘Upload File’ button to commence transmission of file.

A message will appear stating that the ‘Your file is currently uploading’ as shown below:

Upon the upload of your file, confirmation of your file details will then appear as shown below:

5.	 Please check your file confirmation page carefully.

6.	 If your file details are correct then click on ‘Confirm Upload’ button.

If the details are not correct then click on the ‘Stop Upload’ button. 
This will then take you back to the previous screen to allow you to complete the file location part of the process again.



�

Bendigo Bulk Payments

A message will then appear advising that the upload of your file was successful.
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3	 File Authorisation
The file has now been uploaded and awaiting authorisation before transmission to Bendigo Bank will occur.

1.	 Click on the ‘Pending Acceptance’ tab

2.	 Select the file you wish to authorise.

3.	 You may at this time choose to view the file by clicking on the ‘View File’ button.  
This will allow you to view the information within the file and print a copy before accepting the file.

4.	 Should you wish to now accept the selected file, click on the ‘Accept’ button.

*If you do not wish to proceed then click the 'Decline' button and proceed to step 3.1.



10

Bendigo Bulk Payments

You should now be looking at a screen similar to that shown below:

This screen confirms the details of the file and seeks your authentication key as issued by your security token.

How to use a Professional Security Token
Remove the cover from the token.

Press the arrow key located on right-hand side of token.

Input your four digit pin number which you have set for your token. 

This will generate a 6 digit number on your security token display screen. 

Note: the 6 digit password is valid for 60 seconds only.

How to use a One-Touch Security Token 
Press the grey button on the left hand side of your token.

This will generate a 6 digit number on your security token display screen.

Note: The 6 digit password is valid for 60 seconds only.
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5.	 Input your 6 digit number in ‘Authentication Key’ field. 

	

Note: Should you have dual signatories on your account (ie: two people must sign cheques), you will be required to 
have another signatory authorise the file acceptance.

6. 	 Click on the ‘Approve’ button.
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3.1	 Declining a File
If you click on the ‘Decline’ button you will be directed to a screen similar to that shown below:

You now have the option to ‘Confirm or Stop’ your decline

• 	 If you wish to return to the previous screen (Pending Acceptance screen) then click on the ‘Stop Decline’ button.

•	 If you wish to proceed with the action of declining the acceptance altogether then click on the ‘Confirm 
Decline’ button. This will then direct you to a screen similar to that shown below, stating that the file has been 
successfully declined.
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4	 Confirm and Log off
The file has now been accepted. 

You will be provided with an ‘acknowledgement number’ for your records. 

Selecting the ‘Print Receipt’ option can print a receipt of this transfer.

Continue this process for any remaining Bulk Payments you now wish to upload.

The screen shown below will then appear: 

Click on the ‘Close’ button to exit the system or select an alternative heading to use another of Bendigo Bank’s 
Internet services.
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5	 View Accepted Files
The ‘Accepted files’ option will allow you to look at your Bulk Payments file after it has been accepted.

1.	 Click on the ‘Accepted Files’ tab

You should now be looking at a screen similar to that shown below:

2.	 There are four options by which you can search for your accepted file:

•	 APCA User ID

•	 Effective Date*

•	 Dollar Value

•	 Acknowledgement Number

3.	 Select one or more of these options

4.	 Click on Search button

Note: Searches conducted using dates are only for a period of 35 days. Searches by all other options will show all 
available records held.
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When you click on the ‘Search’ button, you will be directed to a screen similar to that shown below:

You are now looking at the results on your search.

5.	 Click on the ‘View File’ button to view the file information selected.

6.	 Click on ‘Search Again’ should you wish to complete another search.
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6	 Payment History
The ‘Payment History’ function allows you to check if a Bulk Payment file was accepted/processed or failed for a 
particular reason.

1.	 Click on ‘Payment History’ from left hand menu option.

You should now be looking at a screen similar to that shown below:

2.	 Select payment type that you wish to view .

3.	 There are three options by which you can search for your payment history:

•	 Transaction Date

•	 Amount

•	 Acknowledgement Number

4.	 Click on Search button.
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Upon a successful search being completed, a screen similar to below will appear.

From the example above, we see that a Bulk Payments file for $9832.12 was attempted for processing over 2 days. 

Bulk payments can reschedule your file for another 3 days, should insufficient funds exist within your account on day  
of lodgment.

Should insufficient funds exist, you will receive an e-mail advising you accordingly following each attempt.

Following the final attempt, if insufficient funds still exist file will be declined.
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7	 Future Payments
Bulk Payments allows you to review any future dated files that are yet to be processed.

1.	 Click on Payments tab.

2.	 Click on ‘Future Payments list’ from left hand side menu.

You should now be looking at a screen similar to that shown below.

The above screen will advise you of all future payments set for payment.
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7.1	 Cancelling Future Payments
Should you wish to cancel a future payment, you simply need to select a particular payment and click on the ‘Cancel 
Payment’ button.

You should now be looking at a screen similar to that shown below:

You should now be looking at a screen similar to that shown below:
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Should you choose not to cancel payment at this stage, select ‘Stop Cancellation’ and you will be returned to the 
Future Payments screen.

Following cancellation, you will be returned to the Future Payments screen with a message confirming this cancellation 
as shown below:

7.2	 Future Payments - Daily Totals
Another function within Future Payments allows you to view all payments due on a particular day and the total amount 
of these payments due.

1.	 Click on ‘Daily Totals’ tab.
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You should now be looking at a screen similar to that shown below:

2.	 Select the dates that you wish to view daily totals.

3.	 Click on Search button.

You should now be looking at a screen similar to that shown below:

4.	 Click to select the transaction date that you wish to view.

5.	 Click on ‘View Details’ button.
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You should now be looking at a screen similar to that shown below:

6.	 Click on Print button to print details.

7.	 Click on Close button to return to Daily Totals screen.
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8	 Dual Signatories – Authorisation
Bendigo Bulk Payments has been established to allow for accounts where dual signatories exist and authorisation of 
both signatories is required.

As previously discussed within this manual, a dual signatory can approve a file for transmission at time of lodgment.

However this may not always be possible for a variety of reasons, therefore a dual signatory can sign into Internet 
Banking at any time convenient to them and approve files for processing.

Note: Files will not be transmitted for processing until authorised by a dual signatory where such arrangements exist.

1.	 Dual Signatory logs into Internet Banking.

Upon successful login, you should now be looking at a screen similar to below:

To select files for authorisation, you have two choices available:

•	 Select ‘Authorisations Pending’ Hyperlink above account balances; or

•	 Select ‘Authorisations Pending’ option from left hand menu
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Upon selection of either of these options, you should now be looking at a screen similar to below:

At this screen you can choose to approve or decline transactions/files and also view authorisation history.

Some of these options will be discussed in further details later in this manual. 
These options will include:

•	 Authorising a File

•	 Declining a File 

•	 Viewing Authorisation History

To approve a file, select the relevant file and click on the approve button.
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You should now be looking at a screen similar to below

Check details carefully and select ‘ Confirm Approval’ button 

The following screen will then appear confirming approval of file/transaction.
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8.1	 Dual Signatories – Declining Files/Transactions
As a dual signatory, you can choose to decline any transaction or file requiring your authorisation.

1.	 Select file you wish to decline by clicking the button field to the left of file listed

2.	 Click on Decline button

You should now be looking at a screen similar to below
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Click on ‘Confirm Decline’ button to decline transaction/file.

Once decline has been accepted, the following screen will appear with message that "Payment has been declined at 
your request".

8.2	 Authorisation History
You can view previous history regarding authorisation of files/transaction using the Authorisation function.

1.	 Click on ‘Authorisation History’ button within Authorisation Pending screen.
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You should now be looking at a screen similar to below:

2.	 There are five options by which you can search for your authorisation history:

•	 Payment Type

•	 Approval Status

•	 Date

•	 Amount

•	 Acknowledgement Number

3.	 Click on Search button.

You should now be looking at a screen similar to below:

This represents the end of your Bulk Payments Manual.

Should you have any further queries, please feel free to contact 1300 366 666 for assistance.
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