
 

Introduction to EziOnline: 
Manage your business’ 
payment streams effectively  
 

What is EziOnline? 
Our EziOnline portal is a payment and customer management system for our business 
clients.  
 
It consolidates multiple payment methods and reporting into one, easy-to-use platform. 
From Direct Debit, EFTPOS, BPAY and Real Time payments, EziOnline provides you with a 
single source of truth for your customers’ payments, so you can view your incoming payment 
streams at a glance. 
 
EziOnline is designed to scale with you and your business’ needs - whether you’re a sole 
trader or have a large team, our multiple user access and permissions control allow you to 
manage all areas of your customers accounts and payments effectively.  
  

How do I log in to EziOnline? 
To access EziOnline, you must have an active account with Ezidebit and have received a 
username, which can be found in your account details email when you first joined. If you 
have trouble locating your username, please contact our Client Support team via 
support@ezidebit.com.au or 1300 763 256. 
 
Login to EziOnline here: https://www.ezidebit.com/en-au/login or click on the ‘Login’ button 
in the top right-hand corner of the Ezidebit website. 
 
To begin using EziOnline for the first time, you will need to request a temporary password. 
From the login screen, select ‘Forgot your password?’ option and enter your Ezidebit 
username. A temporary password will be sent via email to the primary contact of your 
Ezidebit account.  
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Once you have logged in, we highly recommend you update your temporary password to 
something memorable to you. To change your password, click on the ‘Admin’ tab along the 
top row and select ‘Change Password’. 
 
N.B: To ensure maximum security, your password should consist of at least 6-8 non-repeating 
characters (for example, the double ‘s’ in ‘fitness’ wouldn’t work). Your password should be a 
combination of letters, and symbols (such as $ or %); you can also make it stronger if it 
contains a mix of upper and lower case letters.  
 

 

 

Understanding the Dashboard and Tabs 

Dashboard  

The dashboard is the first screen you will be presented with when logging into EziOnline. 
Note: Not all options are visible to all users, and is dependent on their user permission 
settings. 
 
Here you will find:  
■ A settlement summary for your three most recent settlements 
■ Settlement forecasts to help you project income/revenue, plus 
■ Customer and payment management for missed or failed payments. 

 



 

 
 
Payers tab 

Here you will find: 
- How to set up new customers and flexible payment schedules, based on your 

business requirements 
- The ability to search for individual customers and their payment history 
- Options to pause or amend your customers’ payment schedules, including payment 

information payment frequency, and  
- Access to your BPAY Customer Reference Number generator (if you have BPAY 

enabled on your account).  
 

 
 
 
 
 
 

 



 

Payments tab 

Here you will find: 
- The ability to make bulk changes to either your customer status’ or their scheduled 

payments within a custom date range  
- View your processed payments and upcoming scheduled payments to help manage 

your cash flow and customer payment history 
- A dedicated failed payment report for easy management and resolution of any 

missed or failed payments 
- Access to your virtual terminal for card payments (if you have Real Time payments 

enabled on your account). 
 

 

 
Reports tab  

Here you will find: 
- Various customisable reports for specific date ranges, such as a tax invoice 

summaries, previous settlement summaries, and notifications for any credit cards that 
are due to expire soon.  
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Resources tab  

Here you will find: 
- Instructional videos and step-by-step guides on how to use EziOnline effectively for 

your business - including ‘How to access your settlement summary’, ‘How to 
customise the look and feel of your hosted payment page’ and ‘How to add other 
users in your business’ 

- You can also access your Direct Debit Request forms if you ever need to download 
and print new copies and electronic Direct Debit Request (eDDR) link to share with 
your customers. 

 
 

 

 

Admin tab  

Here you will find your profile settings, where you can: 
- Update your username and password  
- Add your company logo to your electronic Direct Debit Request (eDDR) form 
- Customise the look and feel of your eDDR and Hosted Payment Pages (for Real Time 

payments) 
- Create payment plan templates 
- Create additional user profiles for your employees to access your EziOnline business 

account, and manage their permission settings 
- View the products enabled on your Ezidebit account, including Direct Debit, Real 

Time, BPAY, and EFTPOS payments 
- Customise the communication your customers receive when emailing them payment 

requests. 

 



 
 

 
 
 
 
 
Looking for something specific? Look for this icon in the bottom right corner of EziOnline, 
search for what you need, and we’ll walk you through a simple step-by-step on more than 30 
topics. 

 
 
 

We hope you have found this guide helpful. If you would like to know more about this topic 
or have further questions, please email support@ezidebit.com.au. 

Alternatively, if you are looking for information or instructions about other topics, please visit 
our Knowledge Base. 
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