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About this guide.

This guide takes you through the process of: 

I. Adding a Retail Term Deposit account to your CommBiz service.
II. Viewing Transaction History details.
III. Viewing the Account Information.

Before you start.

You must have access to view your Retail Term Deposit account in CommBiz. Adding your Term Deposit account 
requires a CommBiz administrator to complete a maintenance request. You will only be able to add accounts if you 
have been assigned Admin (Administrator) permissions and have a security token. 

I. Add a Term Deposit account to your CommBiz service.

Open your internet browser, visit www.commbiz.com.au and log in to CommBiz using your password AND your 
token password from your security token.

1.  On the top menu, click Admin > Maintenance Requests. 
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2.  On the left hand menu, select Add Account(s).

3.  Select ‘Term Deposits’ from the Account type dropdown.
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4.  Enter the Account details including account number, name and select the account holder type from the drop 
down list. Click ‘Add’ once you have confirmed all details are correct.

5.  Details of the new accounts are now populated. You can also edit or delete the account details.

Note : Repeat Step 4 to add more accounts to your request.
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6.  When you have finished all the accounts you wish to add, click the Next button. The Account Summary 
screen is displayed.

7.  If you need only View Access for your Term Deposit (you are not required to set up authorisers), click the Next 
button to continue.

8. The Confirm Details screen is displayed.
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9.  Check the details are correct and click the Confirm button. The Add Account(s) – Confirmed screen 
is displayed.

10.  Make note of your CommBiz request number for future reference.

11.  Under CommBiz Forms, you must print out, complete, sign and return the form(s) displayed before your 
account(s) can be finalised.

12.  You must also check the tick box next to “Maintenance request forms have been saved/printed” before 
clicking on OK button. You will now be returned to the ‘Find Maintenance Request ‘screen.
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II. Viewing the Transaction History details for Term Deposit account.

1. Open your internet browser, visit www.commbiz.com.au and log in to CommBiz.

2.  On the top menu navigate to Accounts, then on the left menu navigate to Transaction History to view 
Transaction History details for Term Deposit accounts.

3.  Select the Term Deposit account and click on the Show button.
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III. View Account Information.

1.  Open your internet browser, visit www.commbiz.com.au and log in to CommBiz.

2.  On the top menu navigate to Accounts, then on the left menu navigate to Account Information tab to view 
account details for Term Deposit accounts.

3.  Select the Term Deposit account and click on the Show button.

Note: The User can also download the Offer Confirmation Letter on clicking Account Confirmation link.




