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ComMBiz User Guide

Transaction Purposes
About this guide

This guides takes you through the process of creating Transaction Purposes and assigning them to Transaction
Groups, which allows you to restrict viewing of details by users. For example, you might nominate imported EFT

payroll files with a transaction purpose of ‘Payroll’ and only Users who have been granted this transaction purpose will
be able to view them.

1. Open your internet browser and visit www.commbiz.com.au

2. Inthe Need Help? menu on the right, click My Security Centre. The Security Centre login page is displayed:

Transaction Purposes must be enabled by the Bank before you can use them. If they are not enabled on your
service, call 13 23 39.

All Users who have View and Create CommBiz roles will automatically be given access to any new Transaction

Purposes that you create. Therefore, to stop Users from viewing transactions belonging to a particular Transaction

Purpose, you must change the Users’ permissions from View and/or Create to either Custom Permissions or a User
Defined Role.

Creating a Transaction Purpose

1. Open your internet browser and visit www.commbiz.com.au

2. Click on either Log on or Log on to CommBiz in blue then select CommBiz.
3. Login using your password and your token.

4. On the top menu, mouse over Admin, then select Service.

5. From the lefthand page menu, click Preferences.

6. The View Service Preferences page is displayed.

CommonwealthBank /

Home  Accounts Payables  Receivables  File Transfer  Functions n .

ﬂ yser 0 XOO000XK  User Name:  XOGH00NX
View Service Preferences Service . XOCROOUK_ Serece liame. XOOOOOK
Stephen Craft
Senice
Accounts

Preferences

Details | Accounts | Transaction Types | Caps & Securty

Transaction Types Name & Contact Details

Receivable Reports
BikEences Name & Contact Details
e Senice Disploy Norve:~ FBS
Users Service Address:
Audit Company: Commonwealth Bank of Austral
Maintenance Requests  Postal Address Level 2
120 Pitt Street
Suburb/City: Sydney
State: NSW
Postcods 2000
Country: Australia
Service Contact:
Title: M
First Name: John
Last Name: cmen
Job Title: Manager, Commélz

Type Country Code Area Code Humber
Work. L1} 0z 000 0000
Fax L1} 02 20000 0000

Mobile (3] 30000¢ 1060
Email Iekzen@cta comau

Security Token Delivery Address{es):

efar
Address Recipient 4 Postal Address Suburb/City State Posicode Country -

L @ Internet H100% -

CommonwealthBank

/



7. Click on the Transaction Types tab, then the Transaction Purposes tab that is displayed below it.

8. Ascreen showing current Transaction Purposes is displayed.

’, mmbi bark, ientPrefer oMLmChCNelfg | 5 Commonwealth Securtes Linked [AU]
a
Hop | Stelas | LOGOFF .
CommBiz
Home  Accounts Payables  Receivables File Transfer  Functions & Frint page
E UserD: 100199208 UserName:  Stephen Craft
View Service Preferences Service D 100002001 Servics Name: FBS|
SRR Preferences
Senice
Accounts Details | Accounts | Transaction Types | Caps & Security
TEnsatitonifypes Authorisations | Transaction Purposes
Receivable Reports
Transaction Purposes
nechen 21 purposes found, displaying 1 - 10 12341
Squess Purpose Name Remitter Name Status
LB ATest ATest Inactive
Audit ATest2 ATest2 Inactive
T |~ ATest2 Inactive
ATestd ATest2 Inactive
ATests ATests Inactive
ATest6 ATest2 Inactive
ATest? ATest2 Inactive
ATests ATest2 Inactive
ATestd ATest2 Inactive
creditors PBS Banking Prod Active
31 purposes found, dsplaying 1-10 12341
Valid as at 3 Apil 2009, 12:58:21 Sydney time.
@ 2009 Commonwealth Bank of Australia, ABN 48 123 123 124
=
3 @ eormet o -
2 bt i bark, oM ImYChCHlofg v | & Commanwealth securities Linited [ALI]
]
tep | Stellap | LOGOFF =
ConmonwealthBank /
CommBiz
Home  Accounts Payables  Receivables  File Transfer  Functions m © Print Page
E UserD: 100198209 _User lame: _Stephen Craft
Edit Service Preferences Bervice D 100002001  Service Name: PBS
Stephen Crat Preferences
Senice
L Details | Accounts | Transaction Types | Caps & Security
Timmsditites Types Authorisations | Transaction Purposes
Receivable Reports
Preferences Transaction Purposes
Direct Debit
s Purpose hame ]
Lo Remitter Name [ ]
Audit e
Maintenance Requests Add
31 purposes found, displaying 1 - 10 1224 tets
Enable
O Purpose Name Remitter Name Status
] ATest ATest Inactive
o ATest2 ATestz Inactive
o ATest3 ATest2 Inactive
0 ATestd ATest2 Inactive
o ATests ATests Inactive
o ATesté ATest Inactive
] ATest? ATest2 Inactive
o ATests ATest2 Inactive i
o ATestd ATest2 Inactive
creditors PBS Banking Prod Active
21 purposes found, displaying 1 10
Save
(3 @ intemet Hoow -

10. Enter the name of the new Transaction Purpose and the Remitter Name in those fields, then click the Add button.

Note: The Remitter Name is the reference that is printed on the recipient’s bank statement for manually created
transactions. EFT files imported into CommBiz use the Remitter name included in the file.

11. The new Transaction Purpose is added to the list. If there are more than 10 Transaction Purposes, you will need to
click Next >> to view the next page.

12. To create further Transaction Purposes, simply repeat step 9 above.
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13. Check the Enable tickbox next to your new Transaction Purpose/s, then click the Save button.

14. The Confirm Save page is displayed.

2 bty i bark

M1y CHCHel0fg v | & commonwealth Securities Linited [AU]
Help | Sie Map LOG OFF —
CommonwealthBank /
CommBiz
Home  Accounts Payables  Receivables  File Transfer  Functions & Print Page
E User ID: 100199209  User Name: Stephen Craft
Preferences Bervice . 100002001 Service Name:
SR Confirm Save
Ser
= Please confirm the following preferences details.
Accounts
Transaction Types
Receivable Reports Transaction Purposes
Pr s Purpose Name Remitter Name Status
Direct Debit Testing Testing1 Active
Requests
Audit
Maintenance Requests
Valid as at 3 April 2009, 13:06:39 Sydney time
© 2009 Commonwealth Bank of Australia, ABN 48 123 123 124
oone 5 @ et S -
15. Check the details. To change them, click the Modify button. To confirm, click the Confirm button.
ity bi o nFirmAdvics. aspx v | {5 Commonwealth Securities Linited [AU]
Help | Site Map LOG OFF —
CommonwealthBank /
CommBiz
Home  Accounts  Payables  Receivables File Transfer  Functions & pritpage
E User ID: 100199209 User Name: Stephen Craft
Preferences Service D 100002001  Service Name: PBS
Sptamed Save Advice
Senice The following praferences details have been saved
Accounts
Transaction Types
Receivable Reports  Transaction Purposes
Purpose Name Remitter Name Status
el Testing Testing1 Active
Requests
N
Audit
Maintenance Requests
Valid as at 3 April 2009, 13:07:53 Sydney time
© 2009 Commonwealth Bank of Australia, ABN 48 123 123 124
E]
Done:

17. Your new Transaction Purpose has been created.

18. Click the OK button. You will be returned to the Service Preferences page.
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ding a Transaction Purpose to an individual Use

19. From the Admin section of CommBiz, select Users from the lefthand menu.

20. The Find Users page is displayed.

it bi =

LRpHkEFHFY 52090 | 5 commonwealth Securities Liited [AU]
&
Stelap | LOGOFF
/ CommBiz
Home  Accounts  Payables  Receivables File Transfer  Functions Frint Pags
E UserD: 100198209  UserName:  Stephen Craft
Find Users Service I: 100002001 _ Service Name: PBS
Stephen Craft Search
Ser
e Hide Search by User ¢
Users
User
User Security
e B [ [Pt —
Audit
Self Registered. Token Status v
Maintenance Requests 8 Selct. [Sokct. ¥
User St
Active
Awaiting Verification
Suspen
Show Search by Role »
Show Search by Permission »
Results
332 users found, displaying 1 - 10 12345678910 Nexts Losts
Salact Fist  Last Self Token Role  Role
O useriDa Name Name Identifier LoginID  Registered Status Name  Status  User Status
[0 100000014 Steve  Frazer frazerst Yes Active  Custom permissions Active
[ 100000015 Warwick Broume NSWuser2  Yes Active Active
[J 100000054 Peter  Maddison maddispe  Yes Active  BP Super Active  Active
O 100000065 Kim Rinquest Rinquest00  Yes Active  Custom permissions Active
[  100000068Rob  Nicoli nicoliob  Yes Active  NSW Active  Active
Receivables Active  £4alting
Reportin Verification
[J 100000073 Adam Buece G AdamBruce Yes Active  CS| Active  Active
Channel
NSW Active v

[ @ Intermet

Haoon v

21. Use the search fields to find the User by name or other details.

22. Once you have found the User, click the Edit button next to their details.

2 hitpsy i bark

MhlebU h, URpHKSFHYSCDRQ v | B Commonwealth Securities Livited [AU]
Help | Ste llap LOG OFF —
CommonwealthBank ,
CommBiz
Home  Accounts  Payables  Receivables  File Transfer  Functions m Print Page
E User D: 100199209  User Name: Stephen Craft
Update User Profile Service D: 100002001 _ Service Name: PBS.
SEELEE User Details
Service
User ID: 100000014
Users
User Name: Steve Frazer
User Security User Status: Active
Roles
Individual Details = Permissions Mode = Accounts = Admin Reports
Profile Verification
G Step 1: Individual Details
Maintenance Requests
Title: Mr
First Name: Steve
Last Name: Frazer
Identifier
User Profile Status
Indiidual Account Status:  Active
User Status: Active
Last Sign In: 26 March 2009, 14:06:36 Sydney time
Contact Details
Type Country Code Area Code Number
Work & [ 2 | [emooo ]
Fax i | | |
Mobile B ] 1
Security Token Delivery Address
Recipient Steve Frazer v|  (Show address)
3 @ imernet o0 -

23. Select the Permissions Mode tab, and make sure that the ‘Assign Custom Permissions’ radio button is selected.

CommBiz User Guide Transaction Purposes www.commbiz.com.au
© Commonwealth Bank of Australia 2007 ABN 48 123 123 124

Page 4 of 11
004-146 110416



» i T b Users UserDet i

| 1 Commanwealth Securities Limited [AL]

a
Hep | Stelisp | LOGOFF =
CommonwealthBank / .
CommBiz
Home  Accounts  Payables  Receivables File Transfer  Functions & print page
UserD. 100188208 Usertlsme: _ Stephen Crat
Update User Profile e 1D: 100002001
Seimiay User Details
Senice
User ID: 100000014
Users
= User Name Steve Frazer
T User Status: Active
Roles
Individual Details | Permissions Mode | Acsounts | Admin Receivables Reports
Profile Verification
i Step 2: Permissions Mode
Maintenance Requests
How do you wish to assign pemissions to Steve Frazer?
O Assign a Commiz Defined Rale
O Assign a User Defined Role Change Mode
Same as existing user
& Assign Custom Permissions
Valid as at 3 Aprl 2009, 13-12:51 Sydney time
© 2009 Commonwealth Bank of Australia, ABN 48 123 123 124
v
one (3 @ e o0 -
2 hitps: bi bhark, ‘WeljLisersLiserDet ik | 5 Commonwealth Securites Livited [AU]
Help | Ste Map LOG OFF g
ConmmonwealthBank ,
CommBiz
Home  Accounts Payables  Receivables  File Transfer  Functions m Print Page
H 100199209  User Name: 1
Update User Profile Service D: 100002001 _ Service Name: PBS.
Stephen Craft User Details
Service
User ID- 100000014
Users
P User Name:- Steve Frazer
User Security User Status: Active
Roles T
Indidual Details | Permissions Mode | Accounts | Admin Repotts
Profile Verification
ALt Step 5: Transaction Permissions L
Maintenance Requests
What transaction permissions would you like to assign to Steve Frazer?
o Al
& Mone Change Mode
@ Custom
Maintain
Enable Permission
Maintain Transaction Group Templates
Maintain Address Books
Import / Export
Enable Permission
Import File
Modify Import File
Transaction Purposes
Enable Transaction Purpose Status
O ATest3 Inactive
O User Guide Inactive
v
oone (3 @ reemet S

25. Under ‘Transaction Purposes’, tick the checkbox next to the Transaction Purposes you wish to enable.

26. Click the Save button.

27. The Confirm Save page is displayed.
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| 55 Commonwealth Securites Livited [AU]

, TR P p—
~
Hep | Steiap | JLOGORE 2
CommonwealthBank /
CommBiz
Home  Accounts  Payables  Receivables File Transfer  Functions [I¥E] it Page
E D: 100199: User Name: Stephen Craft
Confirm Save Service D: 100002001 ice Name: PBS
ECRO User Details
Dot The following user profile will be saved
Users
P User ID First Name Last Name Identifier
ESa 100000014 Steve Frazer
Roles
Profile Verification  permissions Mode:
Audit
e Custom Permissions
Security Token Delivery Address:
Level
10 Dawn Fraser Ave
Sydney Olympic Park 2127
NSW Australia
Caps
Payables:  § 50.00
Direct Debit: § 50.00
Vald as at 3 Aprl 2009, 131831 Sydney time
© 2009 Commonwealth Bank of Australia, ABN 48 123 123 124
|
IDane [ @ mternet H 100w v

28. Check that the details are correct, then click the Confirm button.

29. The Save Advice page is displayed.

| 5 cormmorwealth Securities Liited [AL]

, e fi
Help | Site Map LOG OFF s
/ CommBiz
Home  Accounts Payables  Receivables File Transfer  Functions m Print Page
ﬂ User ID: 100199209  User Name: Stephen Craft
Save Advice E D 100002001 Service Hame: FBS
eyl User Details
Senice
The following user profile has been saved and is awaiting verfication. Click here (o print a copy:
Users
P User ID First Name Last Name Identifier
T 100000014 Steve Frazer
Roles
Eronla Venication What would you like to do next 2
Audit
Mainienance Requests) 1. Edit another user
2 Create a user based on this user
Valid as at 3 April 2009, 13.19:47 Sydney time
© 2009 Commonweslth Bank of Ausralia, ABN 48 123 123 124
9

o0 -

o @ ot

30. To add Transaction Purposes to other individual Users, repeat the steps above.
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ding a Transaction Purpose to a User Defined Role

31. From the Admin section of CommBiz, select Users on the lefthand menu, then Roles.

32. The Find Roles page is displayed.

’ = e jentRolesDoActi = ~ | I tdentified by VeriSign
Help | Site Map LOG OFF —
4 CommBiz
Home  Accounts Payables  Receivables File Transfer  Functions m
E Us: 100195209 UserName: _Stephen Craft
Find Roles Service D 100002001 Service Name: PBS
Stephen Craft Search
Senice
Users.
Profiles Role Status
Active
User Securit
sl Awaiting Verification
Profile Verification
Audit
- Show Advanced Search »
Maintenance Requests
Results
More than 10 roles found, dispiaying 1- 10 12 .. Nextw
Select
=] Role ID 4 Role Name Active Users Role Status
100032015 CDOT Admin User 3 Active
o 100062024 aw 2 Active
O 100062025 WASAINT 2 Active
] 100062026 vic 3 Active
o 100062027 €Sl Channel 3 Active
o 100246055 CDOT Helpdesk 70 Active d
Auwaiting Verfication
o 100246056 BP Super 2 Active
o 100366095 Receivables Reportin 4 Active
o 100467862 Error Test 2 Active
] 100562702 NSW1 0 Active
Hors than 10 roles found, disgiaying 1 - 10
Create Role
|
ore 3 @ riormet S0 -

33. Use the search fields to find the Role.

34. Once you have found the Role, click the Edit button next to the details.

’ bi bank | 5 Commonweakh secuties Limted [A] |
Help | Site Map LOG OFF &
CommonwealthBank /
CommBiz
Home  Accounts  Payables  Receivables  File Transfer  Functions m & printPage
E 100199209 Stephen Craft
Find Roles D: 100002001 S
Stephen Craft Search
Senvice
Users
Profiles Role Status
Active
Dsef Seclinty Awaiting Verification
Profile Verification
Audit =
- Show Advanced Search » 3
Maintenance Requests
Results
1 o found, dispiayng 11
Select
Role ID & Role Name Active Users Role Status
100246056 BP Super 2 Active
A o Sipapig 14
Valid as at 3 April 2009, 13:26:38 Sydney time.
© 2009 Commonwealth Bank of Australia. ABN 48 123 123 124
|
3 € Intormet 100 -
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| 5 commonweath Securitis Liited [AU] |

”, S A
8
Hep | Steiap | JLOGORF =
CommonwealthBank /
CommBiz
Home  Accounts Payables  Receivables  File Transfer  Functions. m Print Page
El UserD: 100199209 UserName: _Stephen Craft
Roles 5 D 100002001  Service Name: FBS
Stephen Craft Re—
Senice
Role ID: 100246056
Users
T Role Name BP Super
s Seciy Role Status: Active
Role Details | Accounts | Admin | Transactions | Receivables Reports
Profile Verification
Lo Step 1: Role Details
Maintenance Requests
Role ID: 100246056
Role Name: [P Super |
i o SR |
Role Status: ~ Active
Jnassigned Users
100000076 | Derex | 2ams mita
100015358 | Jamilee | Rkle M
100435082 | Pacrick | 2llan
100178667 | Jolyne | Allaza
100000510 | Wayae | Mllen
100056757 | Crom | Alvarez
100262520 | Cromwell | Alvarez
100392961 | Steven | Aquel
100406213 | Gigte | Arinado
100329880 | Luisa | Armaiz W
]
g For b e 5 @ et Rioon -
" e i ) 5 ereed by Ve
-
Hep | Steisp | LOGOFF =
ConmmonwealthBank /
Home  Accounts  Payables  Receivables File Transfer  Functions m Frit Page
ﬂ 100199209 User Name: Stephen Craft
Roles D 100002001 Service Name: PBS
Stephen Craft Details
Senice.
Role ID: 100246056
Users
== Role Name: BP Super
Role Status Active

User Security

Profile Verification
Audit

Maintenance Requests

Role Details | Accounts | Admin | Transactions Receivables Reports

Step 4: Transaction Permissions

What transaction permissions would you like to assign to BP Super?

o Al
Change Mode

None
@ Custom

Maintain

Enable Permission

Maintain Transaction Group Templates
Maintain Address Books

Import / Export

Enable Permission
Import File
Modify Import File

Transaction Purposes

Enable Transaction Purpose Status
o ATest3 Inactive
o User Guide Inactive
- rictian tact Inartive =

Do

(3 @ mtermet

0% -

37. Under ‘Transaction Purposes’, tick the checkbox next to the Transaction Purposes you wish to enable.

38. Click the Save button.

39. The Confirm Save page is displayed.
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| 5 commonweath Securities Limited [AU] |

» T
7]
Helo | Stelap | |LOGOFF. =
ConmonwealthBank /
Home  Accounts Payables  Receivables  File Transfer  Functions. m
UserD: 100198208
Confirm Save & D7 100002001
Stepniial Role Details
R
e Please confirm saving of the changes made to this role
Users
T The following users will be assigned to the role and will be impacted by the changes made
R Role ID Role Name  Role Status  User ID First Name Last Name User Status
IR 00245056 6P Super Active 100000054 Peter Maddison Active
Profle Verfication 100000078 Wike Robson Active
Audit
Maintenance Requests
Valid as at 3 April 2009, 13:31:54 Sydney time
© 2009 Commonwealth Bank of Australia, ABN 48 123 123 124
-]
bbore [F e

40. Check that the details are correct, then click the Confirm button.

41. If you have profile verification enabled on your CommBiz service (ie someone else needs to verify changes to

users or roles), the Save Advice page is displayed.

| I Commonwealth Securites Lirited [AU] |
-

Help | StelMap | JLOG OFE

CommonwealthBank / )
ConmBiz

Home  Accounts  Payables  Receivables File Transfer  Functions & pritpage
E Name: __Stephen Craft
Save Advice Name: PBS
Serenal Role Details
Servi
e The following users have been assigned to the follawing roles
Users The users wil not be able to use the role until they have been verified. each role will need to be verified separately. Click here ta view the
T complete role.
ooty Role ID Role Name _ Role Status __ User ID First Name Last Hame User Status
100246056 BP Super Active 100000054 Peter Maddison Active
Profile Verification 100000078 Mike Robsan Active
Audit
Maintenance Requests

Valid as at 3 April 2009, 13:32:53 Sydney time
© 2009 Commaonwealth Bank of Australia, ABN 48 123 123 124

v

ipone

3 @ mtsrmet

0% -

42. To add Transaction Purposes to other User Defined Roles, repeat the steps above.
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Adding a Transaction Purpose to a Transaction Group

43. When you are creating a Transaction Group, you may assign a Transaction Purpose to that group.Transactions
Purposes can be assigned to Direct Credit, Priority Payments and International Money Transfers.

44. When you create one of these Transaction Groups, you can select a Transaction Purpose from the dropdown list,
as shown below.

D 5
’ i bank.com. i=sROFQhl10AYIOSLMET xSem v | 5 commonwealth Securities Limited [AL]
Hel | Stellap | LOGOFF 2
4 CommBiz
Home  Accounts [CECECM Receivables  File Transfer  Functions  Admin & pritPage
i} UserD: 100159209  UserName:  Stephen Craft
4 Create Direct Credit Service D 100002001  Service Name: PBS
Details
Direct Credit 5 T
GDES &
Priority Payment Transaction Purpose Nene ¥
Intemational Money
Transfer ARGATD Executive Payroll
BPAY Processing Date :;f‘fjﬁ
TradeXchange ~ Show Schedule »
Import
Cain From Accounts.
Templates Account [serece.... 5
Temporary Transaction
Address Book Amount (5} | g
Transaction Group
Status List Trace Account [se1ece... ~
Remitter Name: PBS
Add Transaction
0 debits found
Available Lodgement Trace Account Remitter
Account Name Account Number Funds _Reference Number Name Amount
0 debits. total debit amount:  $ 0.00
0 credits. total credit amount: § 0.00
Outstanding debit amount:  $ 0.00
0 debits found
To Accounts
Existing Account: ‘( earch_)
OR
&
bbore 3] @ 1nerret e

Note: Choosing a different Transaction Purpose changes the Remitter name (which appears on the payee’s
bank statement).
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Adding a transaction purpose to an imported file

45. When you import a file, such as a payroll file, in CommBiz, after confirming the file you can assign a transaction
purpose to each individual transaction group.

2 https:#flogin.commbiz.commbank.com.au - Import Files - Microsoft Internet Explorer

Help | Ste Map LOG OFF =i
ConmonwealthBank / ;
CommBiz
Home Accounts Payables Receivahles File Transfer Functions Admin &) print Page
i,\. User ID: 100053784 User Mame: Simogne Highfield
" Import Files Service D) 100002001 Service Mame: PBS
sy Initiate Confirmation
Direct Credit
File Marne: cha ABA
GDES
= DateTirne Imported: 22/04/2009 4:00:17 PM
Priarity Payment
. Mumber of
\Trltaenrzfagt:o_nal e Transaction Groups: 1
BRAY Irnported by: Simogne Highfield

Impor

Import Files

: Transaction Group List
Import File Status

List Select process  Transaction Debit Credit DRs/ Transaction
Schedules FE Date Type Description 4 Amount Amount CRs Purpose Balancing Account
Templates Il 18A12/2007 Direct Credit WENDOR PAYM  §$0.03  $003 153 | pMone w Balanced
Termporary Transaction
Groups
Address Buok
Transaction Group E
Status List

“alid as at 22 April 2009, 16:04:40 Sydney time
© 2009 Commonwealth Bank of Australia, ABR 48 123 123 124

53

&) Dore S| @ Internet

* 5z Intermet - .. | % CommBiz ENE B G 404FM

46. Select the tickbox next to the imported file in the transaction group list.

47. Choose the transaction purpose that you want to assign to this file from the dropdown list.

48. Click the Confirm button.

Note: Once the transaction purpose has been applied via any of the methods described above, only users who have been
assigned to the transaction purpose will be able to see details of the payments.
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