E-BUSINESS QUICK GUIDES @ QBE

Changing client bank details & updating
direct debit authorisation

Stage 1. Login to c.change and navigate to inquiry screen

e Logintoc.change
e FromWriteNow tab, select Find a Policy
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Stage 2. Enter the policy number

e Key inPolicy Number
e Select Submit

For a policy search, enter the effective date, and either the policy number, business or surname, or registration rumber
For & claim search, enter aither the claim number or Surname,
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Stage 3. Navigate to the payments screen

e Select Policy Options
e Clickon Client Bank Account/Credit Card

Claim No. Risk Policy Se
No claims found
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Stage 4. Enter new bank account / credit card information

e Select Payment Method, as required (i.e. bank accountor creditcard)
Update Client’s Bank Account details, as required
e Clickon Update

2 Payment - Microsoft Internet Explorer

File Edit View Favorites Tools Help ‘,","
Address ‘gl https:fjuat.ebiz.gbe.com/servlet/PaymentAccountServiet?policyNumber=30A831603HPK V‘ Go Links
. ; % My profile Steven Bautovich
( » c.ch@nge Logout QBE Australia
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Policy No,30A8316039HPK
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Payment Method:

Payment Period:
Deduction Date:

Account Name: | JOHN CITIZEN
|

Account Humbe 123456789

; B.S.B.: 032 | - |ooo Expiry Date:

Complete DDR Direl Auti@iisation Hot Recorded
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Stage 5. Confirm that you want to complete the direct debit authorisation

e Ifthe bank details have been changed a promptwill be displayed

e Tocompletethe directdebitauthorisation (DDR), click OK

e Ifyouclick cancel atthis point,the DDR will be suspended until you complete the authorisation - to complete later, click
“Complete DDR” and resume from stage 6 below

A Payment - Microsoft Internet Explorer Q@@
T

File Edit View Favorites Tools Help th
Address &] https: juat.ebiz.gbe.com/serviet{PaymentAccount Servlet?policyNumber=304831609HPK v ‘ Go Links
- 2 My profile Steven Bautovich
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steven bautovichi@abe.com

home help | admin | complaint

Payments Policy No, 30A831609HPK

Please choose the method of payment - etther the Client ‘s Bank Account; their Credit Card.
Then enter the details of the account for the method chosen.

Payment Method: | Custc
Payment Period:
Deduction Date:

Microsoft Internet Explorer @

Direct Debit Authorisation required to commence billing.
\-/ Click OK to complete Authorisation now.
Click Cancel to complete Authorisation later (DDR will be suspended),

T
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Institution Type: | gank < Lok ]) cancel ]

Account Hame: | JOHN CITIZEN Accoul ame: |

Account Humber: 4 23456789[ Card Humber:

B.S.B.: 07327 ., PPD Expiry Date: J Y
Complete DDR Direct Debit Authorisation ot Recorded

Cancel
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Stage 6. Check the new details and confirm that you agree

e Check the bank accountinformationyou've entered is correct before finalising
e Toconfirmtheonlineauthorisation: click “lagree”

A Direct Debit Request - Microsoft Internet Explorer

Fle Edt View Favorites Tools Help m
Address eJNlps:ﬂu&.ebiz.d)e.con\{suv&qpamcmsﬂm v EY co
o | My profie Steven Bautovict
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| Agree® button, |

(a) request and authorise QBE Australia to direct debit the account for the amounts and

2 on the dates set out in the contract of insurance
(b)  have the necessary and appropriate authonty to enter into this Direct Debit Service Agreement
(c) acknowledge and agree that the DDR authonsation is governed by the terms and conditions of
the Direct Debit Service Agreement

\{ This agreement is dated: 08/08/2008

(1) Finai.<ial Institution Accosn N~t=T

Xccount Name JOHN CITIZEN
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Stage 7. Options to print and/or save an electronic copy of the authority

The completed DDR will display for printing

e An electronic version can be saved for future verification ofthe online authority, or to email to the clientfor theirrecords

e Thisfilehad an added benefitin that italso includes acopy ofthe directdebitservice agreement that should be supplied to a
clientwhenever they take out an instalmentpolicy
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Stage 8. Finalise your changes

e After completionofthe DDR click on “Update” to finalise the authorisation
e If you do not complete this final step the changes will not be saved

2 Payment - Microsoft Internet Explorer

Flz  Edit wew Fawoekes Tods  Hep
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Please choass the melbod of paymsnt - sther the Client’s Bank Account; their Credt Card.
Then enter the detais of the account 1or the method chosen.

Payment Method: ;(mstl:rner Bank Accout v

Payment Pertod:

Dadluction Date: [

Institution Type: | Card Type: [ v
Azcount Hame: JORM CITIZEN || Assountllame: [
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Stage 9. Confirmation

e Youwill receive confirmation once the new bank details have been saved

3 Payment - Microsoit Intarnat Exploror
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Flease chooss e method of paymend - sther the Cient’s Benk Account, their Cradt Carcl
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Payment Method: Custormer B,
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Microsoft Internet Explorer

Insttution Type: Bant
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