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To create a payment you must satisfy the following conditions: 

·  You must be a payer. 

·  You must have at least one active bank account. 

·  You must have permission to create a payment. 

·  You must have at least one trading partner.  

To check whether this applies to you, click on the Payments menu and look at the items that 
appear. If there is a ‘New Payment’ option then you have permission to create a payment, 
otherwise you haven’t been given the access.  

Click on the Payments menu to display the options available and then click on the New Payment 
option to display the new payment screen. If you don’t satisfy one of the above conditions e.g. 
you don’t have an active trading partner, an error message will be displayed. Otherwise, the 
screen should appear as below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The following bullets describe the contents of this page: 
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·  The Reference No. field shows the unique payment reference number for this payment. This 
payment will be referred to by this number throughout the Payments system. If the payment 
is empty and has never been saved this will show “Not allocated – Not saved” as above. 

·  The Last Saved field shows the last time that the payment was modified and saved. 

·  The Debit Account field is the bank account that you are making the payment from. This will 
appear as the bank account number. Select the appropriate bank account from this list. Note 
that only active bank accounts will appear in this list. If a bank account has not yet been 
activated by an administrator you will not be able to make a payment from it. 

·  The Line Item field is the item that you are currently editing within this payment. You cannot 
change this. 

·  The Payee field will show the list of active trading partners that you have. You can select any 
payee from this list to make the payment to. 

·  The Payer Reference field is your own reference for this payment. You can enter any text in 
this field. 

·  The Paid Against field is the document type that you are making the payment for. You should 
select the document type that is appropriate to the payment being made. 

·  The Document Reference field is the reference for the document to which the payment refers. 
This should correspond to the reference that the payee would expect to see. 

·  The Amount field is the amount of money, in Australian dollars, that you want to pay. You 
should enter this as a dollar amount without a dollar sign e.g., 9.23 instead of $9.23. 

·  The Contact field and Text Note fields are optional. The contact name should be the person 
to which the Text Note refers. If you specify a text note, you must specify a contact name. 

·  The Add button adds the item details in the above fields to the payment. 

·  The Remove button removes the item displayed from the payment if it has been saved. 

·  The New Item button will create a blank item for you to modify and add to the payment. 

·  The Saved line items list will show all the items that have been added and saved for this 
payment. 

·  Finally, the Cancel button will exit the screen without saving any changes made. 
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When you have entered the values in the new payment form, click on the Add button to add the 
item to your payment. Doing this will save the payment. If this is the first item that you have 
added, your payment will be allocated a unique Reference Number shown at the top of the 
screen. 
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After you add your first item to a new payment, the Reference No. field will display the unique 
payment reference for the payment. This will be shown as the word “PayNet” followed by a 
number e.g., PayNet30, and the status of the payment as “Saved”. 

The payment reference number is used to track the payment through the entire Payments system 
and will be displayed whenever this payment is referred to.  

In addition to being given a payment reference number, the saved items will now show the new 
item that you added to the payment as in the following picture. 
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This provides a summary of the item. If you want to view the entire details of the item either to 
edit it, remove it or just view it, click on the item to show the details in the top portion of the 
screen. 

Each time you add or change a payment item the total amount will be recalculated and displayed 
for the payment. 

You will also see that there are now several buttons that are available to you. These are: 

·  The Print button will print the items for the payment for safe-keeping. 

·  The Save button will save the payment request (if not already saved) and return to the list of 
payments. 

·  The Cancel button will exit the screen without saving any changes and return to the list of 
payments. 

·  The Submit button allows you to submit the payment for processing by the banking system. 
This is explained in further detail in the “Submitting a payment” section. 

·  The New Request button will clear the current payment and create a new payment for you to 
edit. 
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When you have successfully added an item to your payment so that it appears in the Saved line 
items list at the bottom of the payment screen, you can click on the saved item to display the full 
details of the item in the top portion of the screen. You can then make modifications to the item 
and click on the Add button when you are happy with the changes made. If you do not click on 
the Add button your changes will not be saved. 
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To remove a payment item that appears in the Saved line items list at the bottom of the payment 
screen, click on the saved item to display the details in the top portion of the screen and then click 
on the Remove button. This will permanently delete the item from the payment. 
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To submit a payment for processing by the banking system you must satisfy the following 
conditions: 

·  You are a payer. 

·  You have permission to submit a payment instruction for processing. 

·  You have a saved payment request to submit. 

�����#��	���������	���	�����	�	������;"�!��<=�����	 �������	�����!�������#������������
	�����������������	���;$�������������	�<���)	������

This section assumes that you are viewing the payment either in the Edit Payment Request 
screen or the Payment Details screen. If the title does not show that you are in one of these 
screens, follow the guidelines of the “Viewing payments” section first and then return here. 

�	�	���#�		������	����)�����	����������#����#�		��� ��#������;"�#��	<�����)(�������	����
#�		��������#�����	������)���������#��		����	������ ���	��������)��������

Firstly, you will be prompted to confirm that you wish to submit the payment. This is to confirm 
that you wish to proceed. The following dialog will appear. 

 

 

 

 

 

 

 

If you click on the OK button, you will proceed to the next step, otherwise you will be returned to 
the previous screen without submitting the payment. 

Next, you will need to re-enter your user credentials. This is to ensure that you have permission 
to submit the payment. The screen will be shown as in the following picture. 
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You have three (3) chances to enter user credentials for a user with permission to submit the 
payment. If you fail to enter valid credentials three times the entire Tradegate Payments account 
will be de-activated and you will need to contact Tradegate to have it re-activated before anyone 
can use it again. 

If you press the Cancel button you will be returned to the list of payments.  

If you press the Submit button you will be given another chance to confirm that the payment is 
correct before submitting it for processing. Note that once you have submitted the payment you 
cannot stop it from being processed by using the Payments system. The screen will be displayed 
as in the following picture. 

 

 

 

 

 

 

 

 

Again, pressing the Cancel button will exit and return you to the list of payments without 
submitting the payment. Clicking the Submit button on this screen will actually submit the 
payment for processing and display a confirmation screen as in the following picture. 
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Your payment has now been submitted for processing and will be sent to the banking system with 
the next batch of payments. 
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To view your existing payments, click on the Payments menu item and then select the List 
Payments option that appears beneath it. This will display a screen similar to the following. Note 
that the options available on the page depend on the type of account you have, i.e., whether you 
are a payer, payee or both. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Whichever type of account you have, you will see a list of payments by reference number, last 
modified date, time and status. If there are no payments a message will be displayed to that 
effect. 

If you are viewing this page as a payer you have the option of selecting the status of the 
payments to show thereby narrowing the list. This option is not available if you are a payee. If you 
are both a payer and payee there will be a link to “View as Payee” (as in the above picture) or 
“View as Payer”. This link allows you to switch between the different views for your payments. 

In the list of payments the reference number for each item in the list is a link to the details for the 
payment corresponding to that reference number. Clicking on one of these reference numbers 
will display the Payment Details page discussed below. The Last Modified field shows the last 
date and time that each payment was changed and saved. The Status field shows the status of 
each payment. This can take the following values: 

·  Saved. A payment will have a “Saved” status if it has not been submitted for processing by 
the banking system. 

·  Pending. A payment will have a “Pending” status if it has been submitted for processing by 
the banking system but the payment has not been cleared. 

·  Paid. A payment will have a “Paid” status if it has been processed by the banking system and 
has been cleared by the respective bank. 

·  Dishonoured. A payment will have a “Dishonoured” status if it was submitted for processing 
by the banking system but the entire payment was rejected by the respective bank. 
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·  Partially Dishonoured. A payment will have a “Partially Dishonoured” status if it was 
submitted for processing by the banking system but at least one of the items in the payment 
(not all of them) was rejected by the respective bank(s). 

·  Authorisation Required. A payment will have this status if the payments account has been 
enabled for multiple signatories. See sections “Dual Authorisation” and “Payment 
Submissions”.  This means that the payment created is pending authorisation. 

Note that you can only modify a payment if it has a “Saved” status. 

��	�������	����
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If you click on the reference number link for a payment in the list you will see the Payment Details 
screen similar to the following picture. Again, the contents of the Payment Details screen will vary 
depending on your view of it. For example, if you are viewing the payment as a payee you will not 
be shown the Debit Account and will have restricted functionality. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The above picture represents a payer’s view of a payment with a “Saved” status. On this screen, 
you will see the items of the payment relevant to your account. 

In the above picture, the payment has not been submitted for processing. In this case, the 
following options are available: 

·  The Print button, which is always available, will print the payment for safe-keeping. 

·  The Delete button will permanently delete the payment. This is only available if the payment 
has a “Saved” status and you have permission to alter a payment. You will need to confirm 
that this is what you intended to do prior to the payment being deleted – just in case you 
clicked by mistake. 

·  The Change button allows a payer to change any or all details of the payment. This is only 
available if the payment has a “Saved” status and you have permission to alter the payment. 
Clicking on this button will open the payment in the Edit Payment Request screen so that you 
can modify it. 
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·  The Clone button allows a payer to copy the entire payment to a brand new payment that can 
be edited. This is available regardless of the status of the payment. Clicking on this button will 
open the new payment in the Edit Payment Request screen so that you can modify it.1 

·  The Submit button allows a payer to submit the payment for processing by the banking 
system. This is only available if the payment has a status of “Saved” and you have 
permission to submit the payment.  Refer to the “Submitting a payment” section for what 
happens when you click this button. 

·  The Cancel button exits the screen and returns you to the list of payments. 

Note that a payee only has access to the Print and Cancel buttons on this page. 
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The Tradegate Payment system allows you to track payments that have been submitted to the 
banking system for processing.  

When a payment is first submitted by a payer for processing, it will have a status of “Pending”. At 
3:50pm on the same or next business day2 (if submitted after 3:50pm), the payment will actually 
be sent to the banking system with the batch of payments for that day. When this occurs, an entry 
will appear in the Processed Payments list (see below) for the actual bank reference for the 
payment(s) made. This payment instruction will debit the payer’s bank account and credit a 
central holding account used for all payment clearance.  After the bank clearance period 
(currently 4 business days3), the bank is instructed to transfer the payments from the holding 
account to the corresponding payee bank accounts. At this time the status of the payments will 
change to “Paid”. 

Should a payer’s bank reject a payment for insufficient funds, invalid bank account details or any 
other reason, the status of the payment will be changed to “Dishonoured” and all related parties 
will be notified by email. If on the other hand, a payee’s bank rejects a corresponding credit 
payment (very unusual), then the payment may either change to a status of “Partially 
Dishonoured” if not all of the items within the payment have been rejected, or “Dishonoured” if the 
entire payment has been rejected.  Again all related parties will be notified. 

Note that a payment can be rejected any time within the clearance period. 

Where a payment has been partially dishonoured, the payment details will display the 
dishonoured items within the payment as having a “Dishonoured” status. 
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Since the Payments system bulks payments to reduce transaction costs, the actual bank 
reference that appears on your bank statement will not coincide with any payment reference 
number. Instead it will take the form of a Direct Entry (DE) file number followed by a debit (D) or 
credit (C) code e.g., “DE6  D1”, “DE10  C8”. This reference corresponds to a single debit or credit 
instruction to the bank for the total of all funds to be transferred to or from your bank account. 

To cross-reference a bank reference to the corresponding payment and remittance advice 
references, click on the Payments menu and then on the Processed Payments option that 
appears beneath it. The screen will appear as follows: 
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This screen shows you the Direct Entry (DE) files that have been sent to the banking system. 
Each item in the list will display the DE file number e.g., DE73, the date and time that it was sent 
to the bank, whether it has been rejected by the banking system and the total amount of the items 
in the file relating to your bank account(s). 

The DE file number is a link to the details of the file corresponding to the DE file number. Clicking 
on this link will produce the Direct Entry Details screen as in the following picture. 
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On the Direct Entry Details screen, you will see details of every payment instruction and 
remittance advice that corresponds to the DE file number and each debit or credit code. In the 
above picture for example, we are looking at DE file number DE68 which has only debit (D) items, 
each of these items being D1. All of these items will appear as a single entry on the payer’s bank 
statement with reference “DE68 D1”. That is, rather than paying for two transactions of $350.00 
and $670.00 the Payments system has bulked all these to the single debit of $1020.00 from the 
payer’s bank account. 

Where there is more than one bank account debited or credited there will be more than one 
(distinct) item number appearing on this screen. 

For each item that appears on this screen, the details show whether the item has been rejected 
by the banking system, the corresponding payment and remittance advice references and the 
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amount of the item. The payment references and the remittance advice references are links to the 
corresponding details for the payment and remittance advice respectively. That is, by clicking on 
the payment reference number you can view the actual payment instruction corresponding to this 
bank statement item. Similarly, by clicking on a remittance advice reference you can view the 
remittance advice corresponding to the bank statement item. 

By using a combination of the payments list, payment details and processed payments screens 
you can track a payment from its creation to bank processing to subsequent clearance. 
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You can view your remittance advices by clicking on the Remittance Advices menu item and then 
clicking on the List Advices option beneath it. 

If you are a payer then this option is always available. If you are a payee, then this will only be 
available if you have permission to access remittance advices for your account. 

Clicking on the List Advices option will display a screen similar to the following. 
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The list of advices displayed will show the unique advice number, the date and time that the 
advice was generated (in the format DD/MM/CCYY/HHMM), the payment reference number 
corresponding to the remittance, the total amount of the advice, the payer details and the payee 
details. 

The remittance advice number is a link to the details for the advice. Clicking on this opens the 
Remittance Advice Details screen for the particular advice. The details that appear on this screen 
(below) will be different depending on whether you are viewing it as a payer or a payee. 
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The Remittance Advice Details screen shows all the details for the remittance made. The above 
view is for a payer and shows the bank account debited and who the payment was made to. If 
this is viewed by a payee the screen will show their bank account details and the payer’s details.  

At the top of the advice details, the payment reference is displayed as a link to the payment 
details corresponding to the advice. You can click on this to view the associated payment. 

The items on the remittance advice are listed by item number and include the payment item 
number for cross-reference. For each item there is an Edited flag which indicates whether the 
payer or payee has changed the text references for that remittance advice. This can be done by 
clicking on the Edit button at the bottom of the screen. Note that the original values are still kept 
and displayed along with the new values. 

The buttons on this screen allow you to: 

·  Print the remittance advice for safe-keeping. 

·  exit and return to the Menu 

·  Download the remittance advice; see the “Downloading a remittance advice” section 

·  Edit the remittance advice text references should this be necessary. 
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You can also search for a particular remittance advice if you know the advice number. To do this, 
click on the Remittance Advices menu item and then click on the Find an Advice option beneath 
it. Doing this will show the following screen. 

 

 

 

 

 

 

Enter the remittance advice number in the box provided. The advice number should be the letters 
“ADV” followed by a number e.g., ADV20. When you have entered the advice number click on the 
Find button to search for the advice details.  

If the advice is found, you will be shown the Remittance Advice Details screen as before, 
otherwise an error message will be displayed. 
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If you know the payment reference number e.g., PayNet37, but don’t know the remittance advice 
number, you can select the View By Payment option in the Remittance Advices menu. This 
allows you to enter in the payment reference number and will display all remittances to your 
account for that payment. 

 

 

 

 

 

 

When you have entered the payment reference number click on the Display button to display the 
remittance advices for that payment. You will then be shown a list of all the remittance advices 
displayed similarly to the Remittance Advice Details screen.  
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Each remittance advice number e.g., ADV71 above, will be a link to the details for that advice. 
You will need to click on this link if you want to download or view the advice separately. 
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You can download a remittance advice from the Remittance Advice Details screen. To access 
this screen, follow the guidelines of the “Viewing remittance advices” section above. 

Remittance advices can be downloaded as either a web form (as it appears on the screen) or as 
an EDIFACT REMADV document. To download the remittance advice click on the Download 
button at the bottom of the Remittance Advice Details screen. You will be prompted with the 
following dialog. 

 

 

 

 

 

This is asking whether you wish to download the remittance advice as an EDIFACT message or 
as a web form. Clicking on the OK button will download the EDIFACT message while clicking on 
the Cancel button will open a web form that you can save to your local hard disk. 
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If you click on the OK button you will see a copy of the EDIFACT message in a window as 
follows. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This may only appear if you are using Microsoft Internet Explorer. This screen shows you what 
you are downloading (except for line formatting). You can print this screen by clicking on the Print 
button. If you want to download the EDIFACT document do not click on the OK button yet.  
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You will also see the File Download dialog displayed: 
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When you have downloaded the EDIFACT document, click on the OK button on the EDIFACT 
message screen to close it. 
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If you clicked the Cancel button on the dialog displayed after clicking the Download button: 

 

 

 

 

 

 

a window will open with the web form in it. This will appear the same as the original Remittance 
Advice Details screen – it is a copy of it that you can save. To save the web form, select the File 
Save As.. option from the menu of your internet browser. Close the window after doing this. 
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This option is only available if you are a payee and have permission to do this.  

As a payee, you can elect to automatically receive remittance advices as an EDIFACT REMADV 
message whenever they are generated for your account. To do this, select the Account Details 
menu item and then click on the EDI Preferences option beneath it. Doing this will result in the 
following screen. 

 

 

 

 

 

 

 

 

 

On this screen you can select how you would like to receive it (the EDI Protocol). This can be 
either by email (SMTP) attachment or via a Value Added Network (VAN). The EDIFACT syntax is 
always Syntax 3 and the character set is always C. These cannot be changed. If you select either 
SMTP Attachment or Other Network from the EDI Protocol list, you will need to enter the Network 
Address (email/VAN) and the user ID for the VAN.  

When you have made your changes click on the Submit Changes button. If your settings have 
been changed you will be returned to the Account Details menu, otherwise an error message will 
be displayed. 

That is all there is to it. The next time a remittance advice is generated for your account you will 
receive the EDIFACT document automatically at the address that you specified. 
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There are four reports that you can view regarding payments made from or to your account. The 
content of these reports will vary depending on whether you view them as a payer or a payee. 

Certain reports may not be available to you if you do not have permission to view them. In this 
case, the option will not be available in the Reports menu. 

"�����������%��������	�����
The first of these reports is the Transaction History report. This is shown in the following picture. 

 

 

 

 

 

 

 

The Transaction history report is a brief summary of all payments made. This report will show the 
date and time that the payment was made, the payment reference number, the status of the 
payment and the total amount of the payment.  

In this report, the date is a link to the Payments By Date report. Clicking on this link will display 
the latter report which will list all the payments made on that date. The payment reference 
number is also a link to the Payments By Reference Number report detailing the payments made 
within the payment instruction.  
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The Payments By Date report enables you to list all payments made for a specific date. 
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You can enter in any valid date in the box provided on this report to view the payments made on 
that date. The date must be in the format DD/MM/CCYY. 

The details of the report will vary depending on your view of it. The above report is for a payer. 
The details on this report include the bank account debited, the payment reference number, the 
status of the payment, the total amount of the payment and the payee details and payment 
reference details. 
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The Payments by Reference Number report allows you to list all the payments made within a 
specific payment instruction.  
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On this report, you need to enter a payment reference number. This must be the letters “PayNet” 
followed by a number, e.g., PayNet1019. After entering the reference number in the box provided 
click on the Find button to display the report.  

The report will list the details for payments made by payee within the payment instruction. Again, 
the details of the report will vary depending on your view of it. The above report is for a payer and 
shows the bank account debited, payment status and total amount, payee details and payment 
references. 
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The fourth report is the Payments By Payee report. This report allows you to search for all 
payments made to a specific payee. This report is only available if you are a payer. 
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On this report, you will need to enter a payee’s business name or part thereof. If you enter only 
part of a name e.g., “Zaf” the system will find the first payee with name beginning with the word 
“Zaf” and show the report for that payee. If you enter the entire business name, the match will be 
exact. When you have entered in the business name in the box provided, click on the Find button 
to show the report. 

The report will show the date the payment was submitted, the payment reference number for the 
payment, the status and total amount of the payment and the payment text references. 
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During normal operation of Tradegate Payments, various messages may be placed in your 
message list. This will include submitted payments, trading partnership requests and activity, 
activation and de-activation of bank accounts and modifications to data relevant to your account. 

You can regularly check your messages by clicking on the Messages menu item. Doing so will 
result in a list of your messages being displayed as in the following picture. 
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Each message will display the date and time that the message was recorded and a description of 
the message. The messages will be sorted so that the latest message will appear at the top of the 
list. 
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You must have permission to change your own password. If you have permission, then the menu 
will contain a Change Password item. Clicking on this menu item will display the following screen. 

 

 

 

 

 

 

 

 

In order to change your password, you will need to supply your existing password. This is the 
same as the one you used to login to the Payments system. You can then enter a new password 
and confirm it in the boxes provided. The new password must be at least six (6) characters 
consisting of only letters and numbers. It is case sensitive. 

When you have entered your new password click on the Submit button to change your password. 
The following screen will then be displayed confirming your change. 
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If you are a supervisor (administrator) of a Tradegate Payments account, you can change the 
passwords of any or all users. To do this, click on the User Accounts menu item and then on the 
Change User Password option that appears beneath it. The following screen will be displayed. 
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On this screen, select the user that you want to change the password for and enter the new 
password in the boxes provided. You will need to confirm the new password to ensure you didn’t 
hit the wrong key by mistake. Note that passwords must be at least six (6) characters and can 
only consist of letters and numbers. They are case sensitive. When you have entered the new 
password, click on the Change Password button. The following dialog will appear. 

 

 

 

 

This asks you to confirm the user that you wish to change the password for. If you want to 
proceed press the OK button, otherwise press Cancel.  

If you press the OK button to continue, you will see the following message at the top of the screen 
indicating that the passwords were successfully changed. 

 

 

Note that this change is immediate. The user for which you changed the password will not be 
able to access the Payments system using the old password after you change it. This includes 
the user validation performed when submitting a payment. 
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You can check your invoices by clicking on the Invoices menu item and selecting the Incoming 
Invoices option that appears beneath it. This will display the invoices for your account that you 
need to pay or have already paid. 

You can only access invoices if you have permission to do this. If you do not have permission, the 
invoices menu will not be available to you. 
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The screen will list the invoices showing the unique invoice number, the date of the invoice, 
whether the invoice has been paid or not, the total amount of the invoice, the payee that 
submitted the invoice for payment and their reference. 

The invoice number is a link to the details of the invoice. Clicking on an invoice number will 
display the following screen. 
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The appearance of this screen will depend on whether you are a payee or a payer.  

&���������������	�
If you are a payer, you have the option of selecting the bank account you wish to pay the invoice 
with. As a payee, this choice is not available to you. 

As a payee you only have one bank account, so you cannot elect any other bank account for 
payment of the invoice. 

Clicking the Pay button will submit the payment for the invoice. If you do not wish to pay the 
invoice, click the Quit button to exit the screen. 

The option to delete an invoice is also available. 

If you click on the Pay button to pay the invoice, a payment instruction will be created for the 
payment and submitted for processing just as if you had done this yourself through the Payments 
menu. You will be returned to the invoices menu if successful. You can check the payment 
created by viewing the list of payments (see the “Viewing payments” section on how to do this). 
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The Tradegate Payments system will automatically archive payments and remittance advices that 
have not been modified for more than 90 days. In order to view these archived payments and 
advices you will need to enter the Payments Archive. 

To do this, click on the Archive menu item to display the following screen. 
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Please take care to read the text that appears on this screen as it explains how the archive 
works. In essence, when you are in the archive you will not notice any difference in how the 
Payments system looks but the payments and advices that you are accessing are in a separate 
part of the system to the un-archived ones. 

If you wish to enter the Payments Archive, click on the Enter Archive button on this screen. After 
doing this, the archive menu item will appear as a red button while you are in the archive and an 
image of a safe will appear in the top right hand corner of the screen as in the following picture. 

 

 

 

 

 

 

 

 

 

When you want to exit the archive, just click on the Archive menu item again. 
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You can change the business details for your Tradegate Payments account only if you have 
permission to do this.  

To change your business details, click on the Account Details menu item and then select the 
Business Details option displayed beneath it. The following screen will be displayed showing the 
current business details for your account. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Make any necessary changes to the fields that you wish to alter and then click on the Submit 
Changes button to save your changes. 
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To create a new user you must be a supervisor (administrator) of a Tradegate Payments account. 
The user that registered the Payments account initially is a supervisor. 

You can create as many users for your account as you need. To do this, click on the User 
Accounts menu item and then click on the Create User option beneath it. The following screen 
will appear. 

 

 

 

 

 

 

 

 

 

 

 

 

On the Create User Account screen, you will need to enter at a minimum: 

·  The user name of the new user. This will be their login name and must be at least four (4) 
characters. It can only consist of letters and numbers. 

·  The password for the new user. This must be at least six (6) characters and can only consist 
of letters and numbers. 

You will also need to confirm the password entered in case you hit a key by mistake. 

On this screen you can also choose whether the user account expires or not (default is not to 
expire) and how many days they can use the Payments system before their user account expires. 
Note that if their user account expires they will never be able to access the system using this 
username again.  

You can also select whether their password should expire or not (default is no expiry) and how 
many days they can use the system before their password expires. When their password expires, 
they will be prompted with this notice and will have five (5) grace logins that they can continue to 
use their old password to access the system. If they do not change their password within these 
five logins, their user account will be de-activated and they will be denied subsequent access to 
the system using this username. 

As an example, to create a user with login name of “bill”, password “billjones” who can only use 
the system for five days, do the following: 

·  enter the name “bill” in the User Name field,  

·  enter “billjones” in the Password and Confirm Password fields,  

·  click on the Check if Applicable box next to the User Expires text so that the box is checked, 
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·  enter the number 5 in the Days to User Expiry field and 

·  click on the Submit button. 

You can put zero (0) in the password expiry field so that the user will have to change their 
password immediately. Note however, that if you put zero in the user expiry field, then they will 
never be able to access the Payments system. 

Notes: 

1. You cannot alter the expiry times for a user once set. 

2. You cannot re-create a user with the same user name as used previously for the account. 
Users for an account are stored in the system forever, whether you have removed them or 
not. If you try to add a user that already exists (active or not), you will see an error message 
indicating that the user already exists. 
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To select the permissions for a user, you must be a supervisor (administrator) for the Tradegate 
Payments account. If you are not a supervisor this functionality will not be accessible to you. 

To select a user’s permissions, click on the User Accounts menu item and then select the Access 
Privileges option that appears beneath it. You will see a screen similar to the following. The 
options that will be available on this screen will depend whether you are a payer, payee or both. 
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To select the permissions for a user, select the username from the list given. By default a new 
user has no permissions set. 

To change a particular permission, click on the checkbox next to it. A check, or tick, in a box 
indicates that they have permission to perform the functionality indicated. Where there is no 
check in a box, the user cannot access that functionality.  

If the Supervisor checkbox is selected, that user will automatically have access to all features in 
Payments. 

When you have checked the relevant permissions for a user click on the Update button to save 
the permissions for the user. You can then select another user to update and so on. If you 
change a user before hitting the Update button your settings will not be saved. 

Changing user permissions is instantaneous. A user accessing the system while you are 
changing their permissions will instantly only have access to the parts of the system that you 
have granted them access to. 
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To remove a user from a Tradegate Payments account you must be a supervisor (administrator) 
for the account. If you are not a supervisor, this functionality will not be available to you. 

To remove a user, click on the User Accounts menu item and then select the Remove User 
option that appears beneath it. You will see a screen similar to the following. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note that if there are no users for the account, you will only see a message to this effect. 

On the Remove User Account screen, select the user that you want to remove and then click on 
the Remove User button. Doing this will result in the following dialog confirming your action. 

 

 

 

 

 

If you are certain that you want to remove the user from the system, click on the OK button, 
otherwise click on the Cancel button to return to the screen. Note that once you remove a user 
you can never create another user with the same user name. 

Clicking on the OK button will remove the selected user from the system, the change taking effect 
immediately. You will be returned to the Remove User Account screen showing the remaining 
users for the account. 
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To add a new bank account you must be a payer and have permission to do this. If either of these 
do not apply, this functionality will not be available to you. 

Click on the Bank Accounts menu item and then select the Add Payer A/C option that appears 
beneath it. You will see the following screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note that as a payer you can only have five (5) bank accounts. If you already have five bank 
accounts, this screen will indicate that you cannot add another bank account. 

To add the new bank account, fill in the details provided on this screen. The User-friendly name 
box on this screen enables you to assign a name to the bank account. If this is done, the bank 
account will be displayed using this name instead of the bank account number.  

Also on this screen, there is an option to use the new bank account as the default account for 
invoice payment. If you check the box next to this option by clicking on it, the new bank account 
will appear as the bank account selected on the invoice screen (see the “Checking invoices” 
section for how this will appear). 

When you have entered the details on the form, click on the Continue button. This will generate 
the Direct Debit Request (DDR) and the DDR Service Agreement forms for you to print, sign and 
return to Tradegate. You will need to press the Accept button on the DDR screen to add your 
bank account. 
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Note that your bank account will be created inactive and must be activated by a Tradegate 
administrator before you will see it or be able to use it. When you click on the Accept button the 
following screen will appear confirming your action: 
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To remove a bank account you must be a payer and have permission to do this. If this does not 
apply to you, you will not be able to access this functionality. 

To remove a bank account, click on the Bank Accounts menu item and then select the Remove 
Payer A/C option that appears beneath it. You will see the following screen. 
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To change your bank account details you must be a payee with permission to do this. If this does 
not apply to you, this functionality will not be available. 

If you are a payer, to change bank account details you will need to add a new bank account 
following the guidelines of the “Adding a new bank account” section, and then remove the old 
bank account using the guidelines of the “Removing a new bank account” section when the new 
one is active. 

As a payee, you cannot actually change your bank account details on-line, but can generate a 
Direct Debit Request (DDR) and DDR Service Agreement that you can print, sign and return to 
Tradegate . A system administrator will then change your bank account details and notify you 
when this has been done. 

To generate a DDR and DDR Service Agreement for a change of bank account, click on the Bank 
Accounts menu item and then select the Change Payee A/C option that appears beneath it. The 
following screen will appear. 
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You can use the Tradegate Payments system to search for business details of an existing 
Payments account. This search can be performed by either entering a business name, or part 
thereof, or by entering a Payments account number. 

To search for an account, click on the Search Accounts menu item. The following screen will be 
displayed. 

 

 

 

 

 

 

 

 

By default you are prompted to search by business name. If you want to search by Payments 
account number, click on the “Search by Tradegate Payments Account” link. The screen will then 
appear as below. 

 

 

 

 

 

 

 

 

Similarly you can click on the “Search by Business Name” link on this screen to return to the 
previous one. 

If you are searching by Payments account number, you will need to enter the exact account 
number as the letters “PNT” followed by a number, e.g., PNT39. 

If you are searching by business name, you can either enter the start of the business name, or 
the exact business name of the account you are looking for. For example, to find all accounts 
beginning with the word “Payer” enter this text in the Business Name box and click on the Search 
button.  

If your search is successful in either case, you will see results similar to the following picture.  
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The results will show you all the accounts that match the criteria that you provided in the search.  

If your search fails, you will see the text “Your search resulted in 0 matches”. 
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Trading partnerships are the cornerstone of the Tradegate Payments system. In order for a payer 
to be able to create and submit a payment to a payee, a trading partnership must exist between 
these parties. 

The Trading Partners section of the Payments system is designed to be easy to use and intuitive. 
Through this section, you can: 

·  request new trading partnerships, 

·  accept trading partnership requests, 

·  decline trading partnership requests, 

·  cancel existing trading partnerships and 

·  view your declined or cancelled trading partnerships. 
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As mentioned in the “Checking messages” section, your message list will display messages for 
new trading partnership requests, as well as accepted, declined and cancelled partnerships. Also, 
all these actions will trigger emails to the respective parties indicating the action. For example, if 
you request a new trading partnership with “Zaf Shipping”, then they will receive an email 
notifying them of this request. 

Note. You can only view trading partnerships for your own account. Similarly, no other account 
can tell who you are trading with. 

To manage your trading partnerships, click on the Trading Partners menu item. This will display 
the following screen. 
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Note. The Trading Partnerships screen will automatically refresh itself every minute to keep you 
up-to-date on any incoming requests. If you do not want the screen to automatically refresh, click 
on the Manual Refresh button at the bottom of the screen. 

The text at the top of the screen explains the functionality of the items on the screen. Take a 
moment to read it if unsure. 

You can widen and narrow the width of the columns that appear on this screen by clicking on the 
Widen and Shrink buttons when visible. 

The left hand column on the screen displays all the Tradegate Payment accounts that you can 
have a trading partnership with. If you are a payer, you will only see the list of payees and vice 
versa. 

The middle column shows the trading partnerships that you have established. If a trading 
partnership has been applied for, but not yet accepted, the business name that appears in this 
column will be suffixed by the word “pending” in parentheses. By default, you will be registered as 
a trading partner with Tradegate . 

The right hand column shows the new trading partnership requests that other accounts have 
submitted to your account. 

If you have previously cancelled or declined a trading partnership, you will see a list at the bottom 
of this screen for these accounts. This will appear similar to the following picture. 
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To request a new trading partnership, click on one or more business names that appear in the left 
hand column – the Tradegate Payments Accounts list4 - and then click on the Request 
Partnership button. Doing this will send an email to the other account(s) notifying of your request 
and your business name will appear in their New Requests list on their Trading Partnerships 
screen.  
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After requesting a new trading partnership, the names that you requested partnership with will 
appear in your Registered Partnerships list with the word “pending” next to it in parentheses: 

 

 

 

 

 

 

 

Once the partnership is accepted, the word pending will disappear. 
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When a name appears in your New Requests list, this means that the other party has requested a 
trading partnership with you.  

 

 

 

 

 

 

 

You can accept this request by clicking on the name in the list and then clicking on the Accept 
Partnership button. This will result in an email being sent to the other party informing that you 
have accepted the trading partnership and you will appear in their Registered Partnerships list. 
Similarly, they will now appear in your Registered Partnerships list. 
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When a name appears in your New Requests list, you can chose to decline the trading 
partnership request. To do this, select the name in the New Requests list that you want to decline 
and then click on the Decline Partnership button. You will see the following dialog appear. 
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This dialog confirms that you want to decline the trading partnership request. If you wish to 
continue click the OK button, otherwise click the Cancel button. 

If you click the OK button, you will need to enter a reason for declining the trading partnership. A 
dialog will be displayed for you to enter this reason: 

 

 

 

 

 

The reason that you enter will be included in the email that is sent to the requesting party. 
Clicking on the OK button will decline the trading partnership. 
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You can cancel an existing trading partnership by selecting the name of the party from the 
Registered Trading Partnerships list and then clicking on the Cancel Partnership button. Similarly 
to declining a trading partnership (see the “Declining a trading partnership” section above), you 
will be prompted to confirm that you wish to cancel the partnership and then you will need to 
supply a reason for doing this. 

Upon cancelling a trading partnership, an email will be sent to the other account(s) informing of 
your cancellation and you will be removed from their Registered Trading Partnerships list. 
Similarly, they will be removed from your Registered Trading Partnerships list and placed in the 
Declined & Cancelled Partnerships list with the word “CANCELLED” in parentheses. 
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Dual authority is a higher security level that is optional. If enabled, user account management and 
payments require the authority of two supervisors (administrators). 

 

Dual authority affects the following: 

·  Changing business details 

·  Removing Payer bank account 

·  Creating new users 

·  Removing users 

·  Modifying access privileges 

·  Changing user passwords 

·  Payments submissions 

A supervisor can manage user accounts but changes are not enabled immediately, but are 
enabled when a second supervisor authorises the changes. 

Similar to a payment, a payment is not submitted to the banking system until a supervisor or a 
user who has permission, authorises the transaction. 

To enable Dual Authority, click on Account Details and then Dual authority. 

Note: There must be at least two existing supervisors. Please refer to the sections “Creating a 
new user” and “Changing the permissions of a user”. 

 

 

 

 

 

 

 

 

Once there are two or more supervisors, the above option will be available to select.  The first 
supervisor selects the checkbox and then clicks on Enable. 
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The second supervisor logs into the Payments account.�When they select the Dual Authority 
option, they will see the following. 

 

 

 

 

 

 

 

 

The above screen indicates which supervisor initiated the request. The second supervisor must 
select the option and click on Enable.  

 

 

 

 

 

 

 

 

Dual authority is now active and the above screen indicates which supervisors enabled this 
feature.  Most changes made to the Payments account will now require an authorisation from a 
supervisor. 

Note: You cannot  disable this feature once it has been set. If dual authority needs to be removed 
from a payments account, a written letter signed by a Direct Debit signatory must be sent to 
Tradegate . A system administrator will then deactivate the Dual Authority feature. 
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If dual authority has been enabled, any changes made to your business or contact details will 
require an authorisation from a supervisor. Changes will not take effect until the authorisation has 
been made. 
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When the second supervisor accesses the business details, they can see that a request for 
amendment has been initiated by user ‘axy123’. 

To approve the request, click on the Authorise button otherwise click on the Reject button to 
cancel the request.  
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The transaction will then be shown as pending authorisation. 
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If a new user is created and dual authority is active, each new user account requires an 
authorisation from a supervisor. It will not be a valid account otherwise. 

 

 

 

 

 

 

 

 

 

 

 

 

As in the above screen, we can see that user ‘grant’ was created by user ‘axy123’ and is pending 
authorisation. 

A supervisor would need to access their payments account, select the user and click on 
Authorise. 

The new user created, by default, has no access to the system. They can now be granted 
access.  See section “Modify Access Privileges (Dual Authority)”. 
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Once a new user has been created, privileges can be set for that user to access all or certain 
areas of the payments account. 

If dual authority is active, then an authorisation is required to complete the request. 
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The above user ‘alice’ was given the privileges shown. We can see which supervisor made the 
request. Now a second supervisor would need to access the payments account, select the user 
and click on the Authorise button. 

The user will then be able to access the system with the privileges which were set. 
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A supervisor can change a password for another user anytime.  However if dual authority is 
active then it will require the authorisation of another supervisor before that change can take 
affect. 

Select user accounts and then select change user password.  Once you have selected the user 
and changed their password, the following message will appear. 

 

 

A different supervisor would need to authorise the transaction before it can take effect. 
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Once the Authorise button is clicked on, a confirmation will prompt you. Click on Yes and the 
following message will appear. 
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Payments submitted to the banking system are also affected if dual authority is active. A second 
authorisation is required to submit the payment for processing which acts like a second signatory. 

It does not have to be a supervisor that authorises the payment as per previous examples. To 
authorise a payment (i.e. act as a second signatory) it can be any user which has been given the 
access to ‘Submit a payment to the processing system’. See section “Modify Access Privileges”. 

If a payment is created and the user has access to submit the payment, the payment will need to 
be confirmed.  

�

�



����������	�
����
��
�������� � �  ��

 

 

 

 
As you can see, the payment request has been marked for authorisation and will not be 
processed until a second user can authorise this payment. Clicking on the menu item, List 
Payments, will indicate which payments require authorisation.  Select the appropriate payment 
and click on its reference number e.g. PayNet91. 

 

 

 

 

 

 

 

 

 

 

Click on Authorise to submit this payment through to the banking system. It will ask you for your 
verification details and will then create the payment instruction to the system. 

 

 

 

 

 

 

 

 

 

 

�

�

�



����������	�
����
��
�������� � �  ��

!���
����!�����	��)�
����
�������*�

 

Paying an invoice will also require an authorisation if dual authority is active. Again it acts as a 
second signatory and can be authorised by a user, who has the privilege to ‘Submit a payment to 
the processing system’. 

 

 

 

 

 

 

 

 

 

 

 

 

 

When you click on the Pay button, it will ask you to verify your account details.  It will then 
recognise the requirement for a second signatory. 

 

 

 

 

 

 

A second user who has the permission to submit a payment must open up the invoice and click 
on Authorise. 
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The payment instruction for the invoice will then be created and sent. 
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Payment submissions is a higher security level which is optional. If enabled, submitting a 
payment requires the authority of two users who have the permission to ‘submit a payment’. 

Payments can be submitted but will not take affect until a user authorises the payment just like a 
second signatory. 

Note: There must be at least two existing supervisors. Please refer to the section “Changing the 
permissions of a user”. 

 

 

 

 

 

 

 

 

 

Once there are two or more supervisors, the option above will be available to select. 

The first supervisor selects the checkbox and clicks on Enable as in the following: 

 

 

 

 

 

 

 

 

The second supervisor must then log in, select the check box and click on Enable. 

Payment submissions has now been activated. Any payment request will require an authorisation 
before it can be processed. 

 

Note: You cannot  disable this feature once it has been set. If payment submissions needs to be 
removed from a payments account, a written letter signed by a Direct Debit signatory must be 
sent to Tradegate . A system administrator will then deactivate the payment submissions feature. 

For instructions on submitting payments and paying invoices please refer to sections 
“Payment Submissions (Dual Authority)” and “Incomin g Invoices (Dual Authority)”. 
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If your supervisor created your user account, you should ask them to change your password for 
you as they have permission to do this. This rest of this section applies only if the master user 
(supervisor) of an account loses their password. 

If you have lost your password, then you will need to follow the lost password process on the 
Payments login screen. 

 

 

 

This process only applies if you know your account number, username and the answer provided 
at registration to the question entered. If you do not know your account number and username, 
you will need to contact Tradegate  directly to find out. However Tradegate cannot provide the 
answer to the question. 

The method by which access to the system is achieved in the case of a lost password enforces 
stringent security precautions to ensure that at a minimum: 

·  someone cannot imitate you and obtain your password, 

·  Tradegate cannot change your password and so access your private information and 

·  a “hacker” cannot intercept the process and so login using the credentials given to you by 
Tradegate. 

From the Tradegate Payments entry login screen, click on the “Lost password” link below the 
login boxes and buttons. The following screen will be displayed. 
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Through the Authorization Codes screen, you will be asked a series of questions which will 
determine whether you can proceed.  

The first question is:  

What is your Tradegate Payments account number? Enter your account into the box provided 
and click on the Submit Account button. This action will produce the following screen. 
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This shows that the question for the account is the word “axy”. You will need to supply the correct 
answer in the box provided. Note that this is case sensitive. If you get the answer wrong, an error 
message will be displayed.  

When you have entered the answer, press the Submit Answer button to produce the following.  

 

 

 

�

The above action has resulted in the generation by the system of an authorization code that will 
help you to gain access to the system. This however, is of no use to anyone without a 
corresponding authorized password from Tradegate. At this point Tradegate will receive an email 
of your lost password request and will issue you a temporary password.  

The authorization code is a very long character string and contains a lot of information about your 
computer network and the steps you took to generate it. This ensures that it can only be used 
from your computer network. 

When you have obtained the authorization code and password, copy or print these values (you 
will need these shortly) and then click on the [Login here] link at the top of the screen: 
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This will take you to the following special login page designed for use with these authorization 
values. 

 

Note that you must use the authorization code within 4 hours of obtaining it. For security reasons, 
this cannot be kept for later use. 

 

 

 

 

 

 

 

 

On this login screen, enter your account number, login name (username), the authorized 
password (from Tradegate) and authorization code (from the above steps). Clicking on the 
Submit button will then allow you access to the Payments system but will require you to change 
your password before you can proceed to use the system. 
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For additional help or information please contact: 
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The Tradegate Help Desk 

 

 

Telephone: 1300 552 393 

 

24 hours per day 
7 days per week 
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