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The Service
CDF Online offers easy, 24 hour access to yourwadaformation.

Through CDF Online you can access your Parish bo&accounts. You can
authorise various users (e.g. yourself, employgescribed levels of access to
the organisation’s accounts where the users haredtvn Login Name and
Access code (Password).

CDF Online is a browser based service. This méere is no extra software for
you to buy or download. All you need is:

» Access to a personal computer
* Internet access
* Internet Explorer version 5 or above.

How do | get started?

Getting started with CDF Online is easy. Just ttadl CDF and we will explain
the features and benefits of CDF Online and agsistwith the completion of the
application form(s). We will also discuss variaeurity and operational issues
with you to assist you benefit from the efficierxcivailable through CDF Online.

Linking your accounts to CDF Online

You may have a number of accounts with CDF, butyay only want to view
and transact on a few of those accounts.

You can determine which accounts you wish to “liclCDF Online. You can
also “delink” or alter access levels by contactimg CDF.

When you are completing the application of CDF @abive will assist you with
identifying the accounts you wish to have linked>oF Online. We will also
explain the various levels of access.

Third Party access to your accounts through CDF Orihe

If you would like an employee or a third party (eAdgcountant, P & F parent,
book-keeper) to have access to your accounts alhgwe to do is authorise the
CDF to provide the required level of access.

There are two different access levels to choosa fro
1. Full Access (There is an option to have one to aigesolely or two to
operate jointly.) Access will be as per signatméhority provided.
2. Enquiry only.

The first option is the equivalent of providing@esor joint signatory with the
same authority as you on the account. As CDF Owiégmmot verify the authority
by signature comparison to accept a transactiassiimes the correct Login
Name and password is the equivalent of a signature.

On accounts nominated by you this option allowtttied party(ies) to:

e Perform all value transactions including transferaccounts with
financial institutions, within a standard daily [tmThis may be varied
on application.

« Download/view transactions

. Add/Alter future payments

« Add/Alter Personal Payee details

« Display year to date interest details

e Print transactions in a statement format

e Customise Login Name, Password and summary pagésiet

The second option allows a third party to simplwiaccount balances and
transactions on all of the organisations accoungpecific accounts nominated by
you.

In summary, CDF Online provides the ability to haweltiple Logon Names with
differing access levels.



Selecting your CDF Online Password

You and those you authorise to access your accauilhtse issued with a separate
Login Name and password after the CDF has procesaadrequest to link your
account(s) third parties to CDF Online.

The first time you log onto the system you willfmempted to change your
password. The password can be 6 or 12 charagtdmnast include at least 2
numeric characters.

Your password should not be easily identifiabldased on easily accessible
personal data. ldeally you should select a contininghat is easy for you to
remember. For security reasons the system wilbgeally prompt you to
change your password.

If you forget your password or it has been blockgdhe system because it has
been incorrectly entered a number of times, telaphbe CDF during office
hours to arrange for a new temporary password isshed. When you log onto
the system you will be prompted to change yourywass once again however,
(for security) reasons the system will not allowyto use your previous
password.

Navigating your way around

After logging on to the system the screen will déféo the “Welcome Page”,
which provides a summary of your account list viailances and periodical
payments due within the next 30 days.

The top menu bar also gives you seven main cagsgori
 Welcome Page
* Accounts
* Transact
e Future Payments
» Personal Payees

e Other
e Logout
« 7

To access simply click on the option tab you wiskelect or from the drop down
options.

Help?

If you need Help simply click on tReTab on the top menu bar. Alternatively,
you can contact the CDF during office hours on @& 70333 for more
assistance. Outside office hours, please senémad to the CDF Online team
via “Secure Mail” which can be found within the “Other” option ing top menu
bar. Please provide details of your problem, yame and contact number and
the CDF will contact you during office hours.

Print

For your convenience you can also print any ofsttreen details or statement
details on the printer attached to your PC. Mostsers have a print selection,
which is commonly set to print portrait. If youshito print in landscape, right
click the mouse, select PRINT, opening OPTIONS, Ez&or PROPERTIES
and selecting LANDSCAPE then select OK or PRINTou¥vill learn through
trial and error whether to use portrait or landscegpen printing as some of the
screen formats are larger that the portrait pontiat.

Selecting more information

On any screen there are different words or phridmasare displayed in a different
colour from other text. For example on the “Wel@sereen” there is a box
containing a list of all your accounts with the reunt balance for each.

When you move the mouse over the screen text ire gates it will turn into a
“pointing hand” which indicates there is a linkdther information. Simply click
to be linked to other screens with more information



Download

The download option in the Accounts and Accountn$eation options of CDF
Online provides you with the facility to export yamwansaction history in a
specified format to your personal computer (haidedor diskette). This file may
then be transferred to an accounting software ggckaa spreadsheet, to sort into
a particular order to assist with account recoatin.

Export formats supported are Microsoft Money 98 Q)FQuicken 99 (QIF)
MYOB (QIF) and Comma Separated Values (CSV) (egrdioft Excel).

Security Tips

» Keep Passwords secret and secure

e Don't leave a computer unattended while loggedoo@DF Online

« Do not use date of birth, telephone number, addresae or names of
friends, relatives or associates in a password

e Change password regularly, at least monthly ismenended

» Always exit CDF Online when finished

» Use areputable Internet provider

* Always use the latest available virus scanningvgrié of virus signature
file

Transactions Records

Keep complete and accurate records of daily trdiwsecyou or third parties
initiate through CDF Online.

Keeping track of your transactions is easy. CDHhr@mrovides a
“confirmation” which you can print for you record€heck this confirmation
carefully and retain it to aid in reconciling acobstatements.

If there is an error in an account or if unauthedi®r mistaken transactions have
been made please notify us promptly by telephommgibusiness hours or via
“Secure Email” after hours.

Daily Limit

CDF has in place a standard daily transaction lianriamounts that you may
transfer fromeach of your accountgrough the “External Transfer” option per
business day (i.e. 24 hours from midnight to midiig

If you wish to vary this limit, please contact Cd&ring business hours.

There is no daily limit on transfers between yotraunts or to other accounts
within CDF.

External Transfers to Financial Institutions

This feature of CDF Online provided great flexityiland efficiency and also
maintains a high level of security. For securitygoses you may elect this option
on one of your accounts only and stipulate eaats#etion to be authorised by
two Login Names.

Explanation of the Top Menu Bar — The Detalil

Welcome Screen

Several windows on the Welcome screen are usegptagl information about
your accounts and transactions.

The top window displays immediately after sign-ayothe date and time when
you last logged on successfully. It is recommengmdkeep a record of each
Logon to detect any un-authorised access.



Other windows include:
» Alist of the last 5 transactions on the main act@gwminated by you.
There is a link to a full transaction list for tlascount.
« Alist of all you”linked” accounts with a link to &ount details for each
account.
e Alist of future payments due within the next 3gslavith a li k to the
periodical payment details for each future payment.

The appearance of the welcome screen can be csstibiny selecting
“customise” under the “other” menu and selectirgftillowing options:
» Select a Main display account by clicking on “Tengve or include
Accounts in the Account List displayed on the WeteoPage”
e Customise List of Accounts by clicking on “to sdledich Account is to
be displayed listing g the latest transactionshenwelcome Page”

Accounts

The Full Account List screen displays a list ofyaur accounts. To view more
information about each account click on the accowmber (see the “pointing
hand”) to display the “Account details” screen.

The “Accounts details” screen displays more infaiioraabout your account.
This screen has the following links:

e Full Transaction History

* Transfer

+  Credit External

* Debit External

+ Download
For operations from the account shown.

Transact

The “Transact” button in the top menu bar will eleayou to perform four types
of value transactions (Login Name must have anaityhto operate and
necessary access level). A drop down menu of eptidll be displayed:

e Transfer funds enable you to transfer funds betweemn accounts or to
other accounts within the CDF. The receiving actaloes not have to
be “linked” to CDF Online. For example schools nchypose to transfer
funds direct to the CEO or CSO accounts.

« External Transfer funds enable you to transfer $uadan account at a
financial institution.

» Debit External is used to transfer funds from yaccount at another
financial institution. The details of the othandincial institution need to
be recorded by the CDF prior to this option beingilable to you. Refer
to CDF for details and availability.

e Multi Funds Transfer enables you to make multipdmsfers through a
single debit or multiple debits to your accounfar example you can
make multi transfers and multi externa transféfeu cannot do multi
external debits.

With each of the above transactions you will hdedption to either:

Pay Now which enables you to authorise payment idiately

Pay Later which enables you to pay a sirfgtere payment at a future date or
establish a regular futupayment at a specified interval or period withwathout
an expiry date.



Transact Options Tips

» Please note all external transfers and debit exitéransactions are
processed at 1.30 p.m. on a banking day. If thessactions are
submitted after 1.30 p.m. or on a weekend, a pudiitiay or bank
holiday then they will be processed on the nexkvanday. Transfers
to your accounts or other accounts within the CDF i processed at 4
p.m. on a banking day.

»  Future transfers can be changed or cancelled up to 4.00 pmthe
business day before the scheduled date.

» For all transfer the system will provide a “confation” of each transfer

which we recommend you print and file with your pent records.
Future Payments
Click Future Payments in the top menu displaydithef periodical payments.
Click on the “more” link to view full details of thperiodical payment or to
amend or delete future payments.
Personal payees
Click Personal Payees in the top menu to storeepdgtails for transfers and
external transfers. This option allows you towgetletails of regular payees to

avoid having to re-key details every time you wantransfer funds to them.

The screen has the links to make a payment toaheepor to view/amend/delete
payee details.

If you delete a payee who is also on your list ufufe Paymentstou must
delete the details from the Future Payments list awell.

Other

The “Other” tab on the top menu bar will enable yoperform the following
functions, which you can select from the drop dowenu:

e Interest details

e Statement Details

e Customise

e Change Password

Theinterest detailsscreen displays the current and previous yearésest
earned or paid on you accounts. You will not $eeatmount of accrued interest —
only interest that has been debited or creditegto accounts.

The statement detailsscreen shows you the transaction detail of anuattcaver

a period specified by you and allows you to pris$ detail in a statement format.
The CDF will continue to forward by mail “formaltatements on aix monthly
basis to provide a proper record of your accowntdaction details for audit
purposes.

Details shown on the statement include:
e Beginning and End dates nominated by you
« Login Name of the person originating the request
* Name of account
» Details of transactions in a statement format.

Please keep in mind, this is not a statement of gocount but a list of
transactions in a statement format to assist vatdoant reconciliation etc...

The followingcustomisationoptions are available.

e To change you Login Name



* To change your Access Code

» Toremove or include Accounts in the Account Lisipthyed on the
Welcome Page.

» To select which Account is to be displayed listihg latest transactions
on the Welcome Page.

Change Passwordption allows you to change your password.
Secure Emailoption allows you to contact the CDF for help orfEEOnline
enquiries. Please do not use this option to addsssies about your accounts or

other products and services offered by CDF.

To logout of the CDF Online simply click on the Logout buttoAlways sign-out
when you have finished with CDF Online.
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