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Introduction

This is the User Guide for Polyaire’s customer service offering of Polybiz Online Payment
Service.

Polybiz is Polyaire’s registered name for our new Business to Business systems which are being
developed to improve customer service.

Features

Access to your Polyaire account information via the Internet.

View and print Invoices and Credit Notes.

View and print your Statement of Account.

Pay your account by Direct Debit or Credit Card (Visa, Mastercard or Amex accepted)
Record the reason for short paying or not paying an invoice.

Download invoice & credit note details into your Accounting Software in CSV format.

YVVVVYVYYVY

Security

The payments service provided by Polyaire is hosted on a secure fault tolerant
telecommunications and server infrastructure hosted within the Australian Securities
Commission (ASX) Data Centre in Melbourne. This service is used by a number of Banks. The
facility is monitored 24 hours per day, 7 days a week and 365 days a year.

The Polybiz Online Payment Service is hosted by IP Payments who ensures confidential
information remains secure through the use of multiple layers of security and industry standard
encryption technology.
From the moment you submit your payment, confidential data including credit card details are
encrypted using 128-bit SSL certificates, and in accordance with Visa & MasterCard standards
your credit card details are never stored in clear text.
You can confirm you have established a secure SSL connection by looking for the locked
padlock in the status bar of your browser. You can confirm the validity of the certificate by
double clicking the padlock and checking the certificate:

* Has been issued to ‘www.ippayments.com.au’;

* Issued by Thawte Premium Server CA; and

* The date range is valid.
If the certificate appears invalid then do not proceed with the transaction, take a screen shot of
the certificate and email support@ippayments.com.au for further assistance.

A Security Statement is available from the Polybiz page on the Polyaire website at
www.polyaire.com.au/payment.htm
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Accessing Polybiz Online Payment Service

Customer Number & Password

You will receive an email from Polyaire informing you of your 5 digit Polyaire customer account

number and your 8 digit numeric password.

Have your Polyaire customer number handy and your password and logon to

www.polyaire.com.au/payment.htm

If you have not received your password to access Polybiz Online Payment Service, then email

supportservices@polyaire.com.au

Accessing the Polybiz web page

Use you Internet Browser to log onto www.polyaire.com.au/payment.htm you have accessed the

Polybiz page on the Polyaire website.

Click to Logon to
Online Payment Services

Download Documents

\

REDIT SERVICES

Polybiz
Online Payment Service

curity Syfement)

e telephone number wil

Documents

Polybiz Payment Terms

v ““ [A | security Statement

oy ni Dobic A

Froviding comfort to Australia Q@ Fnpa mw?/ n
o ervices

epring Polyfffe's Term's and Condiions. The

who will be able to assist you

File  Edit  ‘Wiew

,{\&. Ll [’ﬁch:J Add to Favorites, .. | |
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Logon to Online Payment Services

Enter your 5 digit customer number and 8 digit password as supplied by Polyaire and click the
‘Logon’ button to access your information on the Online Payment Services website.

aalsshiy
_aacdl Sl

Bagam i

PSS online Payment Service

Customer No: 65238 |

Password: | sessssss |

Please use your 5 digit Customer Number to log on,
{excluding the check digit which appears on your Statement of Account and is used for BFay only)
¥Your password is allocated by Polyaire Support Services.

By logging on to the Online Payment Service you are accepting the Terms and Conditions of Use,
a pdf copy of which is available from the Polyaire website.

Ta log on, enter your customer ne and passwerd and click on the 'Log On' button.
If vou have forgotten your password, click here

Forgotten your password? Click here and a new password will be emailed to you.

Please Note: By logging onto the Online Payment Service you are accepting the Terms and
Conditions of Use. You can view and download a copy from the Polybiz page on the Polyaire
website at www.polyaire.com.au/payment.htm

Agreeing to the Terms & Conditions of Use is a requirement of the website host and our bankers.

PC Compatibility
Polyaire has applied its best endeavour to ensure compatibility with the majority of users and
environments.

Polybiz is compatible with the following web browsers:
e  MS Internet Explorer V6 and above
* Netscape 8 and above
* Mozilla Firefox V2 and above

Polybiz is not compatible with Mac Safari browser.

Polybiz Online Payment Service - User Guide. Page 5 of 21
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Navigation of Online Payment Service
The menu options appear on the left of the screen.

Your Details

Click on the appropriate menu option to maintain your details:
» Home
» ‘Preferences’ — your contact information and password
» Bank Account
» Credit Card
» Log Off

Quicklinks

Under the ‘Quicklinks’ menu options you can:
» View your payment history
» View & print Statements
» View Invoices and Credit Notes plus print copies and pay your Polyaire account.
» Download reports

Your Details

Quicklinks

.....l.l-‘_‘/ polyaire - O

Your Details

Home
Preferences

Bank Account .
Credit Card
s —F I Y14 [
Quicklinks E I .
Payment History
View Statements
View Invoices - s
Reparts #S¥2irS gpline Payment Service
Polybiz Online Payment Service - User Guide. Page 6 of 21
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Setting Up Your Details

It’s important to maintain you contact details.
Preferences

Email

The email address should be your preferred email address for receiving account information such
as payment receipts and correspondence relating to your account.

alybls -
F'-'I Tul‘-

Your Details

il

W Customer Noi [3op12
Preferences Company Name: [FEE AIR. CONDITIONING
Bt Aot Email: |accounts@freeaircon.com.au
Log Off Change Password
Current Password: | |
s : New Password! | I Your password must be between 6 and 8 digits
Pyt siney Passward Confirm; | |

View Statemenis

Password
On first logon to the Online Payment Service you must change your password.

The password on the website is encrypted. However, it is your responsibility to make sure you
keep your password secure. We recommend that you change your password at regular intervals.

If you forget your password, email supportservices@polyaire.com.au and you will be emailed a
new password which you will need to change when you logon.

Polybiz Online Payment Service - User Guide. Page 7 of 21
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Forgotten your Password?
Click here.

PG! =,==ir= Online Payment Service

Customer MNo: 540011 |

assword: | |

Please™se your 5 digit Customer Number to log on,
{excluding the check digit whichN\gppears on your Statement of Account and is used for BPay only)
Your password isNallocated by Polyaire Support Services.

By logging on to the Online Payment Servisg you are accepting the Terms and Conditions of Use,
a pdf copy of which is availqble from the Polyaire website.

To log on, enter your customer no and password and slick on the 'Log On' button.

1f yvou have forgotten your password, click Ryge

Enter your five digit customer number and your email address, which must match the email
address registered on the Polybiz website and then press ‘Submit” and a new password will be
emailed to you.

FG!I.IGEE’B Online Payment Service

Lost/forgotten password recovery

Ta have your password emailed to vou, please enter vour customer no and
your email address, then click 'Submit’

Fleaze note that the email address yvou enter must match exactly
the email address thet vou have previously supplied.

Customer MNo: || |

Email Addres=s: |

Still having problems email supportservices@polyaire.com.au

Polybiz Online Payment Service - User Guide. Page 8 of 21
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Invoice & Statement Delivery Options

Do your part for the environment and get your Invoices and Statements by email instead of
postal delivery. Or download them from our Polybiz website.

It’s faster and more environmentally friendly!

It’s easy to signup.

Select how you would like your Invoices and Statements delivered to you.

Just click on one option for Invoices and one option for Statements and then press the ‘Save’
button.

Choose vour preferences for invoice and statement delivery method

Inwoice: Mo Delivery {manual download)
) Email Reminder
() Email with invoice attachment

(%) Standard Postal Mail

Statement: (Mg Dalivery (manual download)
) Email Reminder
) Email statement attachment
#® Standard Postal mail

Trading terms & Conditions
In choosing either of the first three options it iz your responsibility to (a) ensure that the correct email address 1= maintained on
this portal and/or (b) download invoice details from the Online Payment Service portal. Failure to do so will not be accepted as a

rea=an for non payment of invoices within agreed trading terms.

Save

Polybiz Online Payment Service - User Guide. Page 9 of 21
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Bank Account

By selecting menu option ‘Bank Account’ under ‘Your Details’ you can enter your Bank
Account details for direct debit payments from your Bank Account. We stress that these direct
debit payments are initiated by you our Customer and not by Polyaire.

"
P=!=r'b-': Polyaire - Online Payment Service
Your Details * bank account
e Direct Debit Request
Preferences

Please update the fields below to begin making direct debit payments with Polyaire immediately.
Bank Account

Loa OFf Thiz farm js to authorise Polyaire (ACN 007 673 690}, User 101338558, until further notice to process your Polyaire

payments by direct debit from your nominated account upon initiation by you. It will allow you to use innovative
Quicklinks Folyaire online payment service.
SRR RS Flease fill in the details below ensuring the BSB number is entered in the format of oo then click " Update™ .
View Statements
MNote that these details will not be saved until you accept the Direct Debit Service Agreement on the next page.

Account Number: 00865439
BSE: 1065-000

Name of Account: iJDhI"I Customer
Finanaral Institution

View Invoices

Reports

Name: ]Cnmmonwealth Bank

Suburb: [Adelaide
State: ispj

No: bank aceount details registered
Once you have entered your Bank Account details, click the ‘Update’ button/

You will now be asked to agree to the Direct Debit Request Service Agreement and the
following screen will appear.

Direct Debit Service Agreement

This Direct Debit Service Agreement is a standard agreement provided by our Banker’s the
National Australia Bank Ltd. In order to use the Direct Debit payment method you must agree
by clicking on the “I Accept” button and entering your Logon Password and then press the
‘Confirm’ button. A PDF copy of this Agreement is available from the Polybiz page on the
Polyaire website.

.
Feh"b-’z Polyaire - Online Payment Servid

Your Details Py By =electing "T accept™ and clicking the "Confirm” button below, I;

Home 1. Reguest and authorise Polyaire Pty Ltd to direct debit the Account identified on the previous page for any payments until cancelled;
d

Preferences il
2. Acknowledge and agree that this DDR autharisation is governed by the terms and conditions of the Direct Debit Reguest Service
Agreement below.

Bank Account
Log Off

Polyaire Air Conditioning Products - -
i piidinhes o Direct Debit Request

11-13 WHITE ROAD, GEPFS CROSS, SA 5094 1

TELEPHONE: 1300 550 418 Seche Agreement

The following is your Direct Debit Service Agresment with Polyaire Pty Ltd. The agreement is designed to explain what your

abligations are when undertaking a Direct Debit arrangement with us. It also details what our obligations are ta you as your Direct

Debit Provider.We recommend vou keep this agreement in a safe place for future reference. It forms part of the terms and conditions

of your Direct Debit Request (DDR) and should be read in conjunction with your DDR form.

Definitions account means the account held at your financial institution from which we are
authorised to arrange for funds to be debited.

Quicklinks
Payment History
View Statements
View Invoices

Reports

agreement means this Direct Debit Request Service Agreement between you and us.

Confirm your Acceptance at the bottom of the Agreement.

Polybiz Online Payment Service - User Guide. Page 10 of 21
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Credit Card

If you choose to pay by Visa, Mastercard or Amex Credit Card then these details can be entered
into the Online Payment Service during the payment process.

-amlenhiv
P"v.‘l-

Online Payment Syste

Your Details £ t immediat
Horme Payment Type! | Cradit C= Purchase
Prehraras Credit Card Number: |4005550000000001 | (Visa ar MasterCard only)
Bark Account Expiry Date: ﬁlﬂ 2008 ¥ | (mmdyyyy)
Crédit Card Cardholder Name: |1ohn Customer |

Card Security Code: | | (optional) [Find Cut More

Payment Amount: 1501_52 ($5.cc)

Reference: |Multiple Document Payment |

Comments: | Paying September Invoices|

Log Off

Quicklinks

Payment History
View Statements

iewr Invoices

[ Submit Payment HCIear]

Upon entering the credit Card details you will be asked to agree to the following;

"By selecting "I accept" and clicking the "Confirm" button below, I confirm that I am the owner of the credit
card and/or am authorised to make payments to Polyaire Pty Ltd to debit the credit card identified on the
previous page for any payments until this authority is cancelled.”

Polybiz Online Payment Service - User Guide. Page 11 of 21
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View Invoices

Functionality

To pay your account just tick ‘Select All’ next to the amount due and click on the Calculate Total
button at the bottom of the screen. The amount to be paid will be calculated, then click on the
‘Next’ button to proceed to the next screen and enter your Credit Card Details or pay by the EFT
previously set up under ‘Preferences’.

Example Polybiz Screen

To unselect an individual Invoice or Short pay an Invoice, just click on the appropriate period in
the grey area and a list of invoices will appear. Unselect the Invoice and select a reason from the
dropdown box. You can also change the invoice amount being paid, but you must select a reason.

To return to the previous screen click on ‘Summary’.

Polybiz Online Payment Service - User Guide. Page 12 of 21
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Sorting the transactions is easy! Just click on the heading to sort by any of the columns.
Use scroll bar to navigate up and down the screen.

— :
@ g |E, http:,l’,l’demo.\:paymé(uts.com.au,l’rcp,l’(kranl45pDnhzivapwjztiw),l’index.aspx V| *2|| X | ive Search | 2 L
File Edit Wiew Favorites ools Ip
= — = = = »
s | ghttp:,l’,l’demo.ippayn%nts.comk{,l’rcp,l’(kran145p0nh2i... [ | @ X Ej * |zzk Page '."‘}} Tools -
- alenhir |
Feayraria
Your Details 23 invoice Il;'--tv t]
Home Card - Purchase vl‘\.-'le'-\- All Invoices: [
Preferences Doc. Number Date Due Date Description Doc. Amnt Discount Status Select  Pay Amnt Variation Reason
Bank Account CNZ03837 07-May-2007 [01-Jul-2007 |CRN -95.70 0.00| Unpaid | [] | -35.70/ | = |
Credit Card lcnzozsan |07-may-zoo7|o1-Jul-zo07 |cRN U o.00( unpaid | [] | -52.72]|| - v/
Log Off | 3
235228 28-Aug-2007 |20-5ep-2007 | INV 46.86 0.00| unpaid | [ || 45_35! |- v|
Quicklinks 236856 03-Sep-2007 |30-0ct-2007 [NV 908.67 o.00(part paid| [ || 18173 - v |
Payment History .
236397 04-Sep-2007 [30-Oct-2007 |INV 1226.11 0.00|Part Paid| [] | 245_22| | = v |
View s 1
Vi Biinins CN24EI4S7 10-Sep-2007 |30-Oct-2007 |CRN -97.98 o.00| unpaid | [ | -97.93| | = v
Reports 241631 20-Sep-2007 [20-Oct-2007 |INV 1010.87 0.00|Part Baid| [] || 38.50|[| - v|
246554 03-Oct-2007 |30-Nov-2007 TNV 41.13 1.87| unpaid | [ | 4_1___1_3! | - ~|
247037 03-Oct-2007 |30-Nov-2007 [INV 157.77 7.17| Unpaid | [] | 157.77) | = v |

Use Internet explorer Print button to print a transaction report from the Invoice list above.

- B g v ik Page v Tools ~

The ‘Discount’ and ‘Status’ columns are not sortable.

Pay Invoices
Firstly select the Payment Type at the top of the screen;

e lb.l.z

F'.v
Your Details N |
Home | Payment Type: | Credit Card - Purchase [s] View &l Ir
. | boc. Number D2Credit Card - Purchase scription D
PrRfErentes |  Direct Entry - Debit |
o PRTE P BFEECSREE AT _md—c_onT s 0005 0nT Trow

Both options of Direct Debit and Credit Card will only be available if you have set the details up
under ‘Your Details’, ‘Bank Account’ or ‘Credit Card’.

Polybiz Online Payment Service - User Guide. Page 13 of 21
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Select the Invoices to be paid by clicking on the box next to the ‘Pay Amount’.

aalithir
Feiyoia

Polyaire - Online Payment Syste

20755 17-Sep- 2007 30Ut J0iUngad[ [ [ 5 |
YourDetails |4
i 233360 |17-5ep-2007|30-0ct-2007 [INV 773 ooouneaid [] || 17.73- v/
ome -
b 333439 |17-8ep-2007|30-0ct-2007 [TV 746,66 0.00{Unpaid| [ | 746.66 - ¥|
Bank Account 240870 |19-Sep-2007|30-Oct-2007 TNV 1615 000(Ungsid| [1 | 1615 - v
Credit Card
240347 |20-5ep-2007|30-0ct-2007 |1V 427.46|  0.00\Unpaid| [] | 42141.{('. v|
Log OFf
| 043357 |25-52p-2007|30-0ct-2007 TNV 50345 0.00\Ungaid| [ L 503,45 - v/
Quicklinks A i
243389 |26-5ep-2007|30-0ct-2007 [TV 7485 0.00{Unpaid | 7485 - ¥|
Payment Histary -
P Il
il 244331 |25-5ep-2007|30-Oct-2007 [IWV 156.21|  0.00|Unpaid | 15621 - v
View Tnvices 245121 [27-5ep-2007|30-Oct-2007 |INV 4501 0.00|Unpaid | 45,01H. v|

{To view & document; click on Doc, Number', You must have the free Adobe (c) Acrobat viewer instafled on your PC. You can download

this from here

Discount Total: D'UU.

(SH2M 2 pepmients [ CakuateTotal || 27807]

Note: The oldest Invoices which are due for payment will appear at the top of the screen with the
current (newest) Invoices appearing at the bottom of the data. The due date is shown under the
column headed ‘Due Date’.

Settlement Discount is only calculated if a Settlement Discount forms part of the terms and
conditions of a Supply Agreement between your business and Polyaire and the payment is being
made within the agreed settlement discount period.

When finished, selecting the Invoices to be paid, click on the ‘Calculate Total’ button and the
total of the selected Invoices will be calculated for payment. Settlement Discount will
automatically calculate if applicable as explained above.

Short Paying an Invoice

To short pay (part pay) an Invoice, select the Invoice for payment and enter the amount to be
paid, and then select the ‘Reason’ for the short payment from the drop down selection.
Whilst this will highlight the reason for the short payment to your Polyaire Credit Office, it is
your responsibility to advise the Polyaire selling branch that an error has occurred so that the
matter can be investigated and if required an adjustment raised.

Polybiz Online Payment Service - User Guide. Page 14 of 21
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- alsnhir 5 .
[l et olyaire - O
I
2
VourDetails Al aat 23-Hov-2007 |30-Dec-2007 | 1Y 431.18|  23.52| Unpaid | 43119 - v|
Home
259853 23-Nov-2007 |20-Dec-2007 [ INV 573.22| 31.27| Unpaid | s73.29| - v]
Preferences !
B Ac=siant CN2E5365  |26-Nov-2007 |30-Dec-2007 [CRN -77.00|  0.00| Unpaid | -77.00] - v|
Log Off 262948 26-ov-2007 |30-Dec-2007 | INV 2088.06| 123.80 Unpaid | 1588.06| Incorrect Pricing v|
Quicklinks 265838 26-Nov-2007 |30-Dec-2007 TNV 368.57| 20.10| Unpaid | [ | 3857 - v/
Payment History 266020 26-Nov-2007 |30-Dec-2007 |INV 194.61 1288\ Unpaid [ [ || 104.61]- v]
Vion Semci |252951 26-Nov-2007 |30-Dec-2007 |THV 2503.47| 151.18| Unpaid | [ | 2503.47| - v|
View Invoices
L fTs view & document, click on 'Doc. Number', You must have the free Adobe (c) Acrobat viewer installed on your PC. You can download
epar

this from here)

Discount Total: 187.46) [ Next >>

[ caleulate Total ][ 2490.63]

If you are not paying an invoice because of a valid reason, then tick for payment but enter zero

(<) 2007 IP Payments

dollars and select the reason code. This will communicate to Polyaire that there is a problem

with the Invoice.

If you make a mistake an error message will appear. Just click on ‘Retry’ and correct the entry.

When you have finished approving the Invoices for payment, then click the ‘Calculate Total’
button. If you are entitled to a Settlement Discount this will be calculated and recorded against
‘Discount Total’. The amount appearing against ‘Calculate Total’ is the amount to be paid.
Once this screen has been completed, click the ‘Next’ button to move to the payment screen.

Polybiz Online Payment Service - User Guide.
Issue Date 31% May 2016
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-amllnnbiw
i

m— y Polyaire - Online Payment Servic|

Your Details N | Vsubmit immediate payment
Home Payment Type:
Piferareed Credit Card Number: ‘ (¥isa, MasterCard or American Express only)
Bank Account
Log Off
Quickdinks # 1 )
Paymant Ty | Payment Amount: !2490_53 ($%.cc)
View Statements Reference: !Mu\t\ple Document Payment
View Invoices Comments: | |
Reports

Submit Payment

You must have selected the Payment Type from the drop down list on the previous screen to
determine if you are paying by Credit Card or Direct Debit. You can however, enter new credit
Card details at this stage. When you are sure the information is correct click on ‘Submit
Payment’. If the payment is approved, the following message and receipt number will appear at

the bottom of the screen.

Polybiz will remember and securely store your Credit Card details and will store multiple credit

card details.

Payment Receipt

Your Details #

Payment Result: APPROVED
Receipt: 74450977
Settlement Date: 27-Now-2007
Timestamp: 27-Nov-2007 09:58:03
Dietails: Credit Card Number: 400g**=***==gq]
Expiry Date: 10/2008
Cardhelder Name:  John Customer
Payment Amount: 2490.63
Reference:

Home
Preferences

Bank Account
Log OFf

Quicklinks
Payment History

VS Rt Multiple Document Payment

View Invoices
Reports

Send Approved Payment Receipt by Email

Recipient Name: | \ (aptional}

; I
Email Address: |accounts@freeaircon.com.au

(<) 2007 IP Payments

You can choose to email a Payment Receipt to the email address which you have set up in
Preferences or change the email address at the time of processing your payment. You can also

print a copy by selecting the print option on your browser toolbar.

Forgot to print a Payment Receipt?
Then go to Payment History and print a copy Payment Receipt.

Polybiz Online Payment Service - User Guide.
Issue Date 31% May 2016
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Print a Copy Invoice
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You can view and print PDF copy Invoices from the Online Payment Service. There is no need

for you to wait to receive an Invoice in the mail.

Just click on the document number which will launch ADOBE to view and print a copy Invoice

or Credit Note.

e -l'\.lz

==t Polyaire - Online Payment Systd
7y
Your Details i 04-Sep-2007 [30-Oct-2007 |INV 29.52] 4.07| Unpaid | [ | 59_52} \ L v
Home T
236397 04-Sep-2007 |30-Oct-2007 |INV 1226.11| 55.73| Unpaid | [ [ 1226.11]f- v
Preferences
SR 237331 04-S=p-2007 |30-Oct-2007 |INV 132000 60.00| Umpaid | [ [ 1320.00] - -
Credit Card 239162 05-Sep-2007 |30-Oct-2007 |INV 96.98 7.22| unpaid | [ | 96.98| - v
Log Off
236892 05-Sep-2007 [30-0ct-2007 | 1NV 935.19| 46.95( Unpaid | [] | 935_19\ \ E v
Quicklinks 239138 06-Sep-2007 |30-0ct-2007 |INV 96.24 4.37| Unpaid | [] i 95_24 \ = v
Payment History 238874 06-Sep-2007 |30-0ct-2007 | 1NV 156.20 7.10| unpaid | [] | 156.20] - “
View Statements
) ) 235131 07-Sep-2007 |30-Oct-2007 |INV 115.31 s.24| unpaid | [ [ 115.31)|[- ~
View Invoices
CN240097  |07-5ep-2007 30-Oct-2007 |CRN -1011.72 0.00| unpaid | [ [ -1p11.73)) - v
Example of Invoice PDF.
. . . TAX INVOICE
T T = S e )
A .
| it el Pnone: 56 Fax (0) 8348 3446 i

ABN 20T €T3 Es0

www polyaire.com au
W ZEnEmaster com au
veonn cerbyair com au

STATEMENT  DAYS

CUSTOMER ACCOUNT #CCT # 30012

T oeiveny ADaRERs

DETAILS
o T

e o

DESCRIPTIONISERIAL No uom | Ty |UsTPRICE] DISC % UNIT PRICE | VALUE (EX. GST)
3003 | DAMPER PL MOTORISED ING 300 22 EZINE 125,300 ZZea

If a copy Invoice is not available email credit@polyaire.com.au for a copy.

Polybiz Online Payment Service - User Guide.
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View Statements

Your Polyaire Statement will be available from the Online Payment Service on the second
working day of the calendar month.

Select the menu option ‘View Statements’ to view the statement with ADOBE Reader.

Print Statement

To print your Polyaire Statement, select the Statement you want and click on ‘View’.

If you need to download ADOBE Reader, click ‘here’.

- y #1-12 Winke Road, Gepps Cross 8.4, 5084
2 1-13 Winhe Road, Gepps Cross 5.4 5052 2 ™
i | 6 - STATEMENT o | 5 B " P sor s R Fama s e STATEMENT
[ el o B W e PO Bor03E Regency Fam 3.4 S84 = - Fazs
- i B . Page 13 Prone: (D8] 5343 8455 Fax: {02) 8343 8446
O ) 8 B4R P {08 B8 B4E IR o i
PrTyT—— ARLM #3007 071 0 - fre——
i S SO P WEFERDNCZ  TRANNCODE  TRAREOATE cenr cnEoT mALawcE | nevemesc BaLancE
ER ) [T e wn [T mam
Ajr Conditianing Wiarld : e, o e o [r P i
o CRAN HILL 34 5153 TRADING TERME 282 Y et 2= L4208 | 23y 1w
STATERENT 30 0AYS 2mon i e rm arm | Tees 1w
oy My anrer O ™OR | Ev Tenm
moae Y et o o | mone m
ACCOUNT ENGQUIRIES & CREDIT CARD PAYMENTS 1300 550 £18 {Sam o Gpm C2T) p—— ey e . [P p— P
rAp— risas oy i v Py ps e
it Wy et wrm ey et wim
PR — o [— [A— [R—— ey o bt Ak gt et o
o GEAMEES  Pus DIMESMC  Fhose G UK Mhew MNP OEHA0N s oo - A g s phler
Fu o BIMEET e DM e DMEGN fe CHMOE fe T
e ey et - ey pus o ms
- J— - S—— e e il e gy sy i
Poms GAEW P CATETON o CMEEE Few eI T i i i — e el i
Fu o EEDIEM e COMETE e DS fe e om i = i e prgpnd Bl oo
T— Pp— — [—— - oy P fr— P — e
Phons 07 T282805 Phoas O 8578 A54% Phone 039457 (a8 Phons 02 4084 G577 2ae My =:orer L acha | mErve Lo
Fa G e Gammr e G fe mesem il oot ot sans sans | s s
el Wy Sarer EICELS AlABL | mEias Aram
AGCOUNT SUMMART IS Ny F- it g wm i | mEsn wm
CURRENT 38 0DAVE M4DDAYE 150 DAYS OWER M DAYE TOTAL PAYABLE ZNoN Lo =arot an A5 | B in
2t i g ok ety it - o e o e | meem anm
" . o =Tl Hy et T Tinm | 2era T
e s imanr e ey pas smm
AV ONLINE 3 www.polyairs.som s e oy [ - [ T
oR Faralicg My 2007 nse 058 | e nsa
e My 1ananT 514 L-ARRE-~ 1] a4
R HONE Saaan Al Zaosas Ny 180407 11574 1S Te | Fadeas 8 TS
— e v oo snm prrpay pus sanm
em—y— - ! ! A
T AN cs2at w b b sl i 1ol wilhin 30 dayi bt e aied o e el 18 which S gooSatears on e Sucheasd of ol pei i Ll T Ldaptid L | 2 Lt
e Hintlhg e Taiess iy st o ot | mness a0
] That shuvsid the custasver Safast B ymhent of a1y Maorsis dhot wisder 15 8 gresnent e #i rorses 15 e Scppier shal innecirialy P Wy saat 06T 06T | e e
oo s A i s a1 g e i st 7] e o8 e 0 S B, B skt b e £ e ok prsioi] pricd priusf i poie
i e b 1 1o ot b ) . S : : !
s Ay sttt o ot Losa il gk sy - vy i wam st | s wam
Soaechug T par s e o szt P raasy |z s
) By empmesen cewls of dalussams 1y U Suspier YOTAL | Toral
e, sebekery and cou coste, shall be puid by e Cusimer MIM’!:.!IIHIIII.II’III.IImllll-“l!l-ﬂl“n‘ll-!l AT ira
A b i, A 0
W Th 2 o~ yo o [——

To either save the Statement PDF to a file or print a copy select the option from the ADOBE
Reader tool bar.

obe Header - [Polyaire Statement 200 10490 pdf
& Adobe Read Polyaire 5 20071127 _104907[1].pd Ead
7: File Edit Jdew Document Tools Window Help it

SLELYIEE
El‘ JB @eﬁooks -

IJse EiEchmc forms
- @ | l instead of paper
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Payment History

By selecting ‘Payment History’ from the menu option you can review your payments and
confirm the last payment made.

Select Start and End Dates, and the click on ‘Search’.

Polyaire - Online Payment Servicq

payment history

Your Details

Start Date: [01-Nov-2007 | End Date: |27-Nov-2007 |

Receipt: | Amount ($§.cc): |
| Additional Criteria == |

Home
Preferences
Bank Account
Log Off

Quicklinks
Payment History 2 Matches
View Statements Date/Time Reference Amount Ty Settlement Receipt Result Actions

Multiple Document Credit Card -
Payment Purchase

Multiple Document Credit Card -
Payment Purchase

e evuees 27-Nov-2007 09:58:02 27-Nov-2007 | 74450977 | Approved| - v

Reporis

06-Nov-2007 14:56:01

View Details
(All times are AEST) .=sp|’al|—_“j}£?£_,—r”'|5+

{c) 2007 IP Payments

Click on Actions / View details to view payment details.

Document Details

Doc. Number Amount Paid Amount Discount Card Fee Net Amount Wariation Reason

264231 162.62 162.62 8.87 0.00 153.75
265321 431.19 431.15 23.52 0.00 407.67
259863 573.22 573.22 31.27 0.00 541.95
CN2655965 -77.00 -77.00 0.00 0.00 =77.00
262548 2088.06 1588.06| 123.80 0.00 1464.26|Incorrect Pricing

By selecting ‘Additional Criteria’ you can filter your query.

[ <« Additional Criteria ]
Credit Card Transactions

First 4 Digits: | | Last3 Digits: [ |

Bank Reference; | | Interface Reference: |

Record Criteria

Max. £ Records: |1|:||:| Records Per Page: |20 |«

Polybiz Online Payment Service - User Guide. Page 19 of 21
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Reports

You can download your invoice details in a CSV format for loading into your own accounting
software.
Select ‘Reports’ from the menu option and then click on the report.

00012895|Customer Invaice List Summary {(CSV only, download)

00010597 |Customer Invoice List Detail (C5V only, download)

Report Format: | Adobe Acrabat (PDF) w Displaying P

(To view Adobe (c) Acrobat reports, you must have the free acrobat viewer installed on your PC. You can downioad this from here. All tin
AEST)

Select the date range and the click on ‘Download Report’.

Polyaire - Online Payment Servi

rep = report = user input values

Your Details &

Home Report: CustomerI

Preferences This report rsquireswm be entered:

Bank Account

y T
Log OFF Invoice Start Date: [01-Nov-2007
Quicklinks 2 InvoiceEndDate: iZ_?i\_l_u\.-.Q[]uf
Paymant History
View Statements Download Report

View Invoices

Reports

Example download format which will automatically be opened in MS Excel.
Delivery Delivery Delivery Delivery Delivery
Document Document ~ Address  Address  Address  Address  Address
Type Date Number 1 2 3 4 5 Total GST Document Due Date Customer Order Number

You should then be able to upload the data into your own Accounting Software.

The file specifications can be downloaded from the Polyaire website at
www.polyaire.com.au/payment.htm

You will need to consult your service provider for your accounting software if assistance is
required to import this file into your Accounts Payable module.

Polyaire will be adding to the number of reports, as the product matures and to meet the
customer requirements.
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Documents (Available for Download)

The following documents are available from the Polybiz page on the Polyaire website at
www.polyaire.com.au/payment.htm

Terms & Conditions of Use
Security Statement

Direct Debit Service Agreement
User Guide

Download Format Document

YVVYYVYY

Support

You can ring the following telephone number to obtain assistance in using the Online Payment
Service.
User Support 1300 550 418

However, for technical issues consult your IT provider.
The User Support telephone number will connect you to a Credit Officer in Polyaire’s Support
Services Department who will be able to assist you with issues in using Polybiz payment web

site only. Any technical issues must be directed to your IT provider.

You can also email supportservices@polyaire.com.au with requests for information or your
suggestions on how we can improve the Online Payment Service.
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