COMMBIZ INSTRUCTIONS
HOW TO IMPORT A DIRECT ENTRY (EFT) FILE

1. MAKE SURE YOU HAVE CHANGED THE APCA NUMBER IN CASESF21 USING PROGRAM  KBANK 11005 ( REF.TABLES/BANK DATA MAINT/BANK A/C/APCA NO.  CHANGE TO 301500

2. LOG IN TO COMMBIZ

3. CLICK ON FILE TRANSFER

4. CLICK ON BROWSE & BROWSE TO THE LOCATION OF THE FILE TO BE IMPORTED, AND SELECT IT

5. NOW CLICK IMPORT FILE

6. CLICK F5 (REFRESHES THE SCREEN) UNTIL THE IMPORT STATUS (at right hand end of the row) CHANGES TO AWAITING CONFIRMATION 
7. CLICK THE RADIO BUTTON NEXT TO THE FILE: AND

8. THEN CLICK PROCEED WITH CONFIRMATION (bottom right hand of screen)
SUBMITTING THE FILE FOR AUTHORISATION
1. CHECK THE BOX OF THE FILE YOU ARE WORKING ON

2. CLICK ON SUBMIT
COMMBIZ MAY DISPLAY WARNING MESSAGES RELATING TO YOUR FILE, PLEASE REVIEW THESE MESSAGES BEFORE CONTINUING. 

CLICK CONFIRM TO PROCEED

THE FILE HAS NOW BEEN FORWARDED FOR AUTHORISATION, CLICK OK

LOG OFF SO AUTHORIZER CAN LOG ON

AUTHORISING AND RELEASING PAYMENTS

1. AUTHORIZER SHOULD LOG ON WITH THEIR PASSWORD & NO.

2. SELECT PAYABLES

3. AUTHORISATIONS REQUIRED TO GAIN ACCESS TO THE FILE FOR AUTHORISATION

(SCROLL DOWN & SEARCH IF NECESSARY)

4. SELECT THE TRANSACTION THEN CLICK THE AUTHORISE BUTTON.

THE CONFIRM AUTHORISATIONS REQUIRED SCREEN DISPLAYS.

5. COMPLETE THE AUTHORISATION DETAILS, THEN CLICK THE AUTHORISE BUTTON. 

6. If authorisations are required from other people, ask the authorisers to click their link and authorise the transaction.
7. CLICK OK

