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• Each Bulk IMT can be made to either a single payee or to multiple payees. You can add as many payees as you 
require.

• If you want to make Bulk IMTs to multiple payees in different foreign currencies using multiple payment methods, we 
recommend that you create separate Bulk IMTs.

• You can save time by storing the details of international payees that you will pay more than once in the FastNet 
Business International Payee Library, rather than re-entering their details each time you want to pay them.

• You must have ‘Create’ access to the International Payments function in order to create an IMT. You must also 
have ‘Transact’ access to the division and ‘Import’ access if you want to import payee details from an external file. 
Additional access permissions include ‘Amend’, ‘Authorise’, ‘Send’ and ‘Maintain Payee Library’.

• Each Bulk International Money Transfer (IMT) must use only one of the following payment methods: 

• A New Zealand Dollar account

• A Foreign Currency Account

• A Trade Finance option 

The Forward Exchange Contract option is available only when the payments in the Bulk IMT are all being made in 
the same foreign currency.

1.  Introduction to Bulk International Money 
Transfers (IMTs) 
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1. Click on the ‘Administration’ tab. 

2. Click on ‘User Profiles’ in the left-hand menu.

3. Click on the blue hyperlinked User ID for the person you wish to give permissions to.

4. Select the ‘International and Financial Markets’ tab.

5. Select the access you want the user to have and save.

6. Authorise changes.

2.  How do I assign user access permissions to 
the FastNet International module? 
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3.1	 Debiting	a	New	Zealand	Dollar	account

3.  How do I create an International Money 
Transfer?

Note: The payment amount(s) will be converted automatically at the applicable exchange rate available at the time 
the payment is processed by the bank. 

1. Under the ‘Transactional Banking’ tab click the ‘Payments’ tab, then ‘International Money Transfer (Bulk)’ in the 
left-hand menu.

2. Enter a ‘Payment Name’.

3. If the ‘Division’ field has a dropdown box, click this then select the relevant division.

4. Select the relevant New Zealand Dollar account as the withdrawal account.

5. ‘Additional Instructions to Bank’ is optional; if information is entered here the payment will be stopped for review  
by ASB staff. This may cause delays to the beneficiary receiving funds. See the ‘Additional Instructions’ section 6.3,  
for examples of valid use.

6. The ‘Due Date’ will default to today’s date. You can change this to up to 90 days in advance.

7. Add each payee to the ‘Payee Details’ section by either: 
• Clicking ‘New’ to add the details of one or more new payees;

 or

 •  Clicking ‘Add Payees from Library’ then clicking the ‘All Payees’ blue hyperlink. Tick the box beside the 
required payee(s) then click ‘Add selection to current payment’.

8. Add the amount to be paid and any ‘Payee’ or ‘Payer’ references required.

9. If you are ready to authorise (and have permission) click ‘Save’ then click ‘Authorise/Send’. 

10. If you do not have permission to authorise you can click ‘Save and Exit’ then notify an authoriser that the 
payment is ready to authorise and send.
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3.2	Debiting	a	Foreign	Currency	Account

Note: If the currency you are sending is different to your nominated Foreign Currency Account you are 
withdrawing from, payment amount(s) will be converted automatically at the applicable exchange rate available at 
the time the payment is processed by the bank.

1. Under the ‘Transactional Banking’ tab click the ‘Payments’ tab, then ‘International Money Transfer (Bulk)’ in the 
left-hand menu.

2. Enter a ‘Payment Name’.

3. If the ‘Division’ field has a dropdown box, click this then select the relevant division.

4. Select the relevant Foreign Currency Account as the withdrawal account.

5. ‘Additional Instructions to Bank’ is optional; if information is entered here the payment will be stopped for review  
by ASB staff. This may cause delays to the beneficiary receiving funds. See the ‘Additional Instructions’ section 6.3,  
for examples of valid use.

6. The ‘Due Date’ will default to today’s date. You can change this to up to 90 days in advance.

7. Add each payee to the ‘Payee Details’ section by either: 
• Clicking ‘New’ to add the details of one or more new payees; 

 or

 •  Clicking ‘Add Payees from Library’ then clicking the ‘All Payees’ blue hyperlink. Tick the box beside the 
required payee(s) then click ‘Add selection to current payment’.

8. Add the amount to be paid and any ‘Payee’ or ‘Payer’ references required.

9. If you are ready to authorise (and have permission) click ‘Save’ then click ‘Authorise/Send’.

10. If you do not have permission to authorise you can click ‘Save and Exit’ then notify an authoriser that the 
payment is ready to authorise and send.
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3.3	Utilising	a	Forward	Exchange	Contract

1. Under the ‘Transactional Banking’ tab click the ‘Payments’ tab, then ‘International Money Transfer (Bulk)’ in the 
left-hand menu.

2. Enter a ‘Payment Name’.

3. If the ‘Division’ field has a dropdown box, click this then select the relevant division.

4. Select the relevant New Zealand Dollar account as the withdrawal account.

5. Click the checkbox next to ‘Use my Forward Exchange Contract’ then click the ‘Select Contract Number’ 
hyperlink and select the number of the Forward Exchange Contract that you want to apply. 

6. ‘Additional Instructions to Bank’ is optional; if information is entered here the payment will be stopped for review  
by ASB staff. This may cause delays to the beneficiary receiving funds. See the ‘Additional Instructions’ section 6.3, 
for examples of valid use.

7. The ‘Due Date’ will default to today’s date. You can change this to up to 90 days in advance.

8. Add each payee to the Payee Details section by either: 
• Clicking ‘New’ to add the details of one or more new payees; 

 or

	 •  Clicking ‘Add Payees from Library’ then clicking the ‘All Payees’ blue hyperlink. Tick the box beside the 
required payee(s) then click ‘Add selection to current payment’.

9. Add the amount to be paid and any ‘Payee’ or ‘Payer’ references required.

10. If you are ready to authorise (and have permission) click ‘Save’ then click ‘Authorise/Send’.

11. If you do not have permission to authorise you can click ‘Save and Exit’ then notify an authoriser that the 
payment is ready to authorise and send.
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3.4	Requesting	Trade	Finance

1. Under the ‘Transactional Banking’ tab click the ‘Payments’ tab, then ‘International Money Transfer (Bulk)’ in the 
left-hand menu.

2. Enter a ‘Payment Name’.

3. If the ‘Division’ field has a dropdown box, click this then select the relevant division.

4. Select the ‘Finance in‘ option and then select the currency and number of days or specify the date funding is 
required for.

5. ‘Additional Instructions to Bank’ is optional; if information is entered here the payment will be stopped for review  
by ASB staff. This may cause delays to the beneficiary receiving funds. See the ‘Additional Instructions’ section 6.3, 
for examples of valid use.

6. The ‘Due Date’ will default to today’s date. You can change this to up to 90 days in advance.

7. Add each payee to the ‘Payee Details’ section by either: 
• Clicking ‘New’ to add the details of one or more new payees;

 or

 •  Clicking ‘Add Payees from Library’ then clicking the ‘All Payees’ blue hyperlink. Tick the box beside the 
required payee(s) then click ‘Add selection to current payment’.

8. Add the amount to be paid and any ‘Payee’ or ‘Payer’ references required.

9. If you are ready to authorise (and have permission) click ‘Save’ then click ‘Authorise/Send’.

10. If you do not have permission to authorise you can click ‘Save and Exit’ then notify an authoriser that the 
payment is ready to authorise and send.
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1. Under the ‘Transactional Banking’ tab click the ‘Payments’ tab, then ‘International Money Transfer (Bulk)’ in the 
left-hand menu.

2. Enter a ‘Payment Name’.

3. If the ‘Division’ field has a dropdown box, click this then select the relevant division.

4. Select the ‘Finance in‘ option and then select the currency and number of days or specify the date funding is 
required for.

5. Click the checkbox next to ‘Forward Exchange Contract’ then click ‘Select Contract Number’ hyperlink and 
select the number of the Forward Exchange Contract that you want to apply. 

6. ‘Additional Instructions to Bank’ is optional; if information is entered here the payment will be stopped for review  
by ASB staff. This may cause delays to the beneficiary receiving funds. See the ‘Additional Instructions’ section 6.3, 
for examples of valid use.

7. The ‘Due Date’ will default to today’s date. You can change this to up to 90 days in advance.

8. Add each payee to the ‘Payee Details’ section by either: 
• Clicking ‘New’ to add the details of one or more new payees;

 or

 •  Clicking ‘Add Payees from Library’ then clicking the ‘All Payees’ blue hyperlink. Tick the box beside the 
required payee(s) then click ‘Add selection to current payment’.

9. Add the amount to be paid and any ‘Payee’ or ‘Payer’ references required.

10. If you are ready to authorise (and have permission) click ‘Save’ then click ‘Authorise/Send’.

11. If you do not have permission to authorise you can click ‘Save and Exit’ then notify an authoriser that the 
payment is ready to authorise and send.

3.5	Utilising	a	Forward	Exchange	Contract	and	requesting	Trade	Finance
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Note: You can add, amend or delete payee lines, or change the payment name, due date and withdrawal account 
before authorising a payment.

1. Under the ‘Transactional Banking’ tab click on the ‘Payments’ tab, then ‘Unsent Payments’ in the left-hand menu.

2. Tick the checkbox next to each Bulk IMT that you want to authorise. 

 Note: If you tick the ‘Select all’ box this will select all of the different types of payments shown - not just the 
Bulk IMTs. 

3. At the bottom of the page click ‘Authorise’; complete the authorisation process then click ‘Send payments’.

4.  How do I authorise and send an International 
Money Transfer created by another user?
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5.  How do I update the International  
Payee Library?

1. Go into the ‘Administration’ section of FastNet Business.

2. Click on ‘Libraries’.

3. Click on ‘International’.

4. Select the ’All Payees’ blue hyperlink or another group blue hyperlink if applicable.

5. Click ‘New’.

6. Complete template and click ‘OK’ when finished.

5.1	 How	to	add	payees	to	the	International	Library



Page 10 of 13

1. Go into the ‘Administration’ section of FastNet Business.

2. Click on ‘Libraries’.

3. Click on ‘International’.

4. Select the ’All Payees’ blue hyperlink or another group blue hyperlink if applicable.

5. Click the checkbox next to the payee you want to delete.

6. Click ‘Delete’.

5.2	How	to	delete	payees	from	the	International	Library
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1. Go into the ‘Administration’ section of FastNet Business.

2. Click on ‘Libraries’.

3. Click on ‘International’.

4. Select the ’All Payees’ blue hyperlink or another group blue hyperlink if applicable.

5. Click on the blue hyperlink of the ‘Payee Name’ that you want to amend.

6. Update the template and click ‘OK’ when finished.

5.3	How	to	amend	payees	in	the	International	Library
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1. Select the ‘Transactional Banking’ tab.

2. Select ‘Balances’ in the left-hand menu.

3. Click on the ‘Money Markets & Foreign Currency’ tab.

6.  Useful information

1. Select the ‘Transactional Banking’ tab.

2. Select ‘Transaction History’ in the left-hand menu.

3. Click on the ‘Money Markets & Foreign Currency’ tab.

6.1	 How	do	I	view	Foreign	Currency	Account	balances?

6.2	How	do	I	view	Foreign	Currency	Account	transaction	history?
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6.3	Additional	Instructions

‘Additional Instructions to Bank’ is optional; if information is entered here the payment will be stopped for review 
by ASB staff. This may cause delays to the beneficiary receiving funds. Please only use this section for one of the 
following reasons:

• Requesting more than one Forward Exchange Contract;

• Requesting additional conversion to make up balance of payment (if selecting a Foreign Currency Account as 
the withdrawal account);

• Requesting additional conversion to make up balance of payment (if selecting Forward Exchange Contract 
option);

• Providing Intermediary Bank information;

• Nominating a New Zealand Dollar amount to convert to Foreign Currency.

For	further	assistance,	please	contact:
FastNet Business Help Desk, 7.30am to 8.00pm Monday to Friday

Phone:  0800 22 55 27   or   +64 9 623 8763 (outside of New Zealand)

Email: fnbhelpdesk@asb.co.nz 

ASB Bank Limited 56180 18038 1117




