
1
Select Transfers & Payments and 
then Upload.

2
Select BPAY Uploads tab.

3
Click Browse to find and upload up 
to 10 BPAY payment files.

4
Click Upload to upload the BPAY 
payment file/s.

How to upload  
BPAY® payment files 

Active Banking

Use BPAY uploads to load the direct entry BPAY payment files you have 
generated with business management software into Active Banking.

TIP:
Use the Timing options to set-up 
BPAY payment file/s to process at 
a future date.

TIP:
Click View details to see the 
details of the file/s that have been 
selected.



TIP:
• BPAY payment files must be created using independent business management 

software. Your software provider must have the file specifications enabled in order 
for the file to be in the correct format.

• You will be unable to upload any file/s if you do not have sufficient account access.

How to upload BPAY files

5
The Upload Validation in Progress 
page displays.

TIP:
If you wish to authorise the BPAY 
payment file/s at a later date, or 
the payment needs a second level 
of authorisation, find it on the 
Pending Authorisation page under 
BPAY Uploads.

6
If applicable, Upload Errors or 
Upload Warnings will display next. 
If you have upload errors, these 
will need to be corrected before 
continuing. If there are warnings, these 
will display and you need to click 
Accept to continue.

8
Authorise by entering your Macquarie 
Access Code (MAC) and Calculator 
Password at the bottom of the page, 
and clicking Authorise.

7
If there are no errors, or you 
have accepted any warnings, the 
Validation List page displays. 

TIP:
To find a BPAY payment file/s 
upload from the last 45 days, visit 
the Audit List.
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NEED HELP?

NOTE:

Once fully authorised, the payment is submitted for processing and cannot be 
deleted or stopped.


