
Westpac Online Banking Training Guide for JAWS Screen Reader Users
1 Introduction

This training guide has been developed by Vision Australia and its clients to introduce the basics of online banking. Users of this training guide must have a working knowledge of the keyboard and skills in Windows XP using JAWS 9, Microsoft Word 2003 and Internet Explorer 8. Note: If you are using any version above JAWS 9 some of the commands in this training guide will not be applicable as latter versions of JAWS contain the auto forms mode feature.

This document was last updated on 25 November 2009. If Westpac changes the online banking section of their website and this training guide is out of date please contact Vision Australia on 1300 847 466 and ask for the AT Helpdesk.
2 General Navigation Tips

Navigating Westpac Online Bank using a screen reader and the keyboard is straight forward if you remember a couple of things:

· The JAWS Link List command of INSERT+F7 will allow you to move between all sections of Westpac Online Bank. It is the quickest way to bring up a list of sections.

· Using the JAWS Navigation Quick key of H moves to the heading of the section and passed all the menu links.

· Using JAWS table navigation commands such as ctrl+alt+arrow keys to read tabular information. Note that a lot of information in the website is in a table format to make it easy to read. Using the JAWS table navigation commands is essential to your understanding of the information.

· Pressing the JAWS Navigation Quick key of F moves to the next form field on the page, a form field is one of edit box, combo box, check box, radio button or button.

· Pressing the JAWS Navigation Quick key of B moves to a button, the JAWS Navigation Quick Keys of C moves to a combo box, X to a checkbox, R to a radio button and E to an edit box.

· Pressing the JAWS Navigation Quick key of T moves to a table.

Using the above key information and the sections below should help in navigating around the Westpac Online Bank. Note: The JAWS Navigation Quick keys will be referred to as “Quick key” throughout the remainder of the training guide.
3 How to register for online banking

To register for online banking, you must be registered for telephone banking. The best way to register for telephone banking (and online banking) is to call 132 032 anytime. Westpac will provide you with a customer number and temporary password for Internet Banking.
Note: When you sign-in for the first time you will be asked to change your temporary password. You will also be asked to complete the Online banking registration process. Instructions have been provided below.
4 How to sign-in
Note: If you take too long to type in your Customer number and Password the web session will ‘time out’. If the session times out you will need to re-load the Westpac online banking sign in webpage and start again.

Instructions to sign-in:
· Open the Internet Explorer browser

· Load the Westpac online banking sign in webpage using the web address: https://online.westpac.com.au/
· When the webpage loads the focus should be on the Your customer ID edit field. Use the command of INSERT+TAB to confirm this. If the Your customer ID edit field does not have the focus, press the Quick Key of E until JAWS announces the edit field.

· Press ENTER to turn on Forms mode, then type in the required 8 digit customer number and press num pad plus as we need to leave Forms mode to type in the password. 

· Use the Keypad located on the webpage to type in the required 6 character password. The Keypad is divided into 3 headings: numeric (1 – 0), alphabetic (A-M) and alphabetic (N – Z) that can be navigated to using the Quick key of H for headings. Use Quick key of B to move through the buttons (using SHIFT+B will move back through the buttons). Press SPACEBAR on each of the buttons that correspond to the required password.
· After completing the password, use CONTROL+END to move to the bottom of the page, press the Quick key of SHIFT+B to move to the Sign In button and press SPACEBAR. Note that the webpage contains a Clear button if required. To get to the Clear button, use CONTROL+END to move to the bottom of the page, press the Quick key of SHIFT+B twice to move to the Clear button and press SPACEBAR.
If you are signing-in for the first time you will be asked to change your temporary password.

The following rules apply when changing your password. Passwords: 

· Must be exactly six characters (you can use A-Z, a-z and 0-9).

· Must contain at least one number and one letter.

· Must not contain special characters e.g. "&", "#"

· Must not be a simple format e.g. AAAAAA or 123456
If changing your password, your new password must not be the same as the old password.

For further tips on creating a password go to: http://www.westpac.com.au/esi/help/online-keypad/
After you sign-in for the first time the Temporary Password Change page will load.

Instructions for navigating this section:

· Use the DOWN ARROW to read the instructions.

· Press INSERT+F7, choose the Enter new password link and press ENTER.

· Use the DOWN ARROW to locate the Keypad and enter your new password using the available buttons.

· Press INSERT+F7, choose the Re-enter new password link and press ENTER.

· Use the DOWN ARROW to locate the Keypad and enter in your new password again, using the available buttons and then press ENTER.

After pressing ENTER the change details confirmation page will load.

· Press the Quick key of H to move to the Change details confirmation heading.

· Use the DOWN ARROW to read the statement confirming the password change.

· Press TAB to move to the OK link and press ENTER.

· Press the quick key of N to move to the Welcome to online banking text.

· Use the DOWN ARROW to read the content.

· Press the Quick key of B to move to the continue button and press SPACEBAR.

After pressing the SPACEBAR the IB Rego Terms and Conditions page will load.

· Press the Quick key of H to move to the Contents heading and read the content. The content contains a question regarding Westpac notifying you of amendments via the Westpac website.
· Press the Quick key of X and then press SPACEBAR to check the check box.

· If you agree with the terms and conditions you will need to press the quick key of B until you get to the Accept button and press SPACEBAR.

Note: If it takes you a long time to review the content of this web page the session may time out and you may be asked to sign-in again. Refer to instructions below:

· Use the Quick key of B to move through the buttons (using SHIFT+B will move back through the buttons). Press SPACEBAR on each of the buttons that correspond to the required password.

· After completing the password, use CONTROL+END to move to the bottom of the page, press the Quick key of SHIFT+B to move to the Sign In button and press SPACEBAR.
After pressing the SPACEBAR (or signing in again) the IB Rego – Email choices page will load. Note: entering your email details is optional.

· Press the Quick key of N to move to the Enter email address text.

· Use DOWN ARROW to read the content.

· Press the Quick key of F to move to the Preferred email edit box and press ENTER to turn on Forms mode and type in the email address.

· Press TAB to enter Alternate email address (optional) and type in email address.

· Press NUM PAD PLUS to turn off Forms mode.
· Use the DOWN ARROW to read the content.

· If you want to receive marketing materials etc, press SPACEBAR to check the check box.

· Read the rest of the content, then press the Quick key of B to move to the Continue button and press SPACEBAR.

After pressing the SPACEBAR the IB Rego – Setup SMS Security page will load. Setting up SMS security is optional.

· Press the Quick key of N until you get to the Westpac Protect SMS Code Security text.

· Use the DOWN ARROW to read the content.

· If you want to setup SMS security, press the Quick key of B until the focus moves to the Setup SMS Security button and press SPACEBAR.

After pressing the SPACEBAR, the Westpac Internet – SMS code registration page will load. This will enable you to enter your mobile phone details.
· Press the Quick key of F until the focus moves to the Which country is your mobile phone registered in? combo box.  This combo box contains two items these being, Australia and New Zealand (the default is Australia). Press ENTER to turn on Forms mode and use DOWN ARROW to select the New Zealand item if required.

· Press TAB to move to the mobile phone edit box and type in the number.

· Press TAB to move to the Confirm mobile phone number edit box and retype in the number.

Press NUM PAD PLUS to turn Forms mode off and read the content. You will be asked to enter your day and month of birth.

· Press DOWN ARROW to move to the Day combo box, press ENTER to turn on Forms mode and use the DOWN ARROW to select the relevant day of the month.

· Press TAB to move to the Month combo box and use the DOWN ARROW to select the month.

· Press NUM PAD PLUS to turn off forms mode and read the content.

· Press the Quick key of B until the focus moves to the Continue button and press SPACEBAR. This will load your Online banking summary page.

5 Banking Menu

The Banking Menu provides a series of links to a range of online banking activities. 

From the top of the webpage, the first press of t takes you to the first table, which is the banking menu and contains: Account Services, with links for Accounts, Transfer Funds and Loan Withdrawal; Payments, with links for BPAY, BPAY View, Pay Anyone, Bank Cheque, Overseas, Tax, Periodic and Pending; and Manage..., with links for Your Accounts, Your Details and Your Daily Limit.  Just after this table is a link for statements.  In the second table on the page is a link to stop receiving paper statements.

5.1 Account Services
This section includes the following sub menus: Accounts, Transfer Funds, Payments and Manage Your Accounts.
5.1.1 Accounts

This section allows you to:

· See a list of your accounts, current balances and available funds 

· View your last 100 days' transactions
· View and print your last 7 years' statements for free 

· View your non-Westpac accounts.

· Opt out of paper statements for eligible accounts
Instructions for navigating this section:

· Ensure the focus is at the top of the webpage.  A list of accounts, current balances and available funds are displayed as links and are presented in a table. Use the Quick key of t to move to the first table located on the webpage.  Use the JAWS Table Navigation keys of CONTROL+alt+(LEFT, RIGHT, up and down) arrow keys to move from cell to cell. You are able to press ENTER on the required account link to open the Transaction Details webpage to view transaction details of that particular account if required.  
· From the top of the webpage, you are able to press the Quick key of t three times to move to the transaction list table.  
5.1.2 Transfer Funds
This section allows you to:

· Move money between your Westpac accounts (can be scheduled up to 90 days in advance)

· Transfer money overseas to friends, family or for business.
Funds can be transferred from various WebPages. The following provides instructions for transferring funds immediately after signing in.

Instructions for navigating this section:

· From the top of the webpage, press the Quick key of C twice to move to the second combo box located on the webpage.  The default item should be Transfer Funds.
· Press TAB to move to the Go link and press enter.
· From the top of the webpage, press the JAWS Navigation Quick key of C once to move to the From account combo box.
· Press ENTER to turn on Forms mode and use the DOWN arrow to select the required account that the money is to be transferred from.  
· Press tab to get to the Current balance read only edit field.  JAWS will announce the amount.
· Press tab to move to the description edit field and type in a description for the transfer.  This will appear on the statement - this is optional.
· Press tab to move to the To combo box and use the ARROW keys to select the destination account.  
· Press tab to move to the available funds read only edit field.  JAWS will announce the amount.  Press tab and type in the description if required.  This will appear on the statement.
· Press tab to the Transfer amount edit field and type in the amount to be transferred (type in the dollar amount followed by a decimal point and cents).
· Press tab to move to the Transfer Now button and press SPACEBAR.  This will then display a confirmation screen.  From the top of the webpage, press the Quick key of T twice to move to the table containing the confirmation details.  If the details are all correct press SPACEBAR on the yes button.
· The transfer is now complete and a receipt will be generated that can be printed if need be. To read the receipt, press Quick key of T twice to move to the table containing the receipt information.
5.2 Payments
This section includes BPAY, BPAY View, Pay Anyone, Overseas payments, Tax payments, Periodic and Pending payments.
5.2.1 BPAY®

BPAY enables you to securely pay bills 24 hours a day.

The following provides instructions to use BPAY immediately after signing in.

Instructions for navigating this section:

· From the top of the webpage, press the Quick key of C two times to move to the second combo box located on the webpage. The default item should be Transfer Funds.  
· Press enter to turn on Forms mode and use the arrow keys to select the BPAY item. 
· Press Tab to move to the Go link and press enter. This will open a screen that is divided into two steps. To continue the biller code of the company to be payed, the customer reference number and the amount to be payed is required.
Step 1 – This section allows you to type in the details of the bill to be payed.  This section will also save the details of past payments allowing you to skip ahead on repetitive payments.
For a new payment the details will be required to be manually entered:

· From the top of the webpage press the Quick key of E to move to the Biller Code edit field to type in the Company’s biller code, press enter to turn on Forms mode and type in the required code.
· Press tab to move to the Show biller name button and press SPACEBAR.  This will refresh the page, displaying the biller name in the Biller edit field.
· Press T twice and then TAB three times to move to the Customer reference number edit field.
· Press enter to turn on Forms mode and type in the Customer reference number.
Step 2 – This section is used to select the account to withdraw from for payment: 

· Press Tab five times to move to the Account combo box and use the ARROW keys to select the Debit Account item. 

· Press Tab to move to the Available funds.
· Use Tab to move to the edit field and type in the amount to be paid.
· Three combo boxes are used to select the required payment date - this can be up to 3 months in the future.  Tab to the Day combo box and use the ARROW keys to select the required day. Use TAB to move to the remaining Month and Year combo boxes and select the required items respectively.
· Use Tab to move to the Schedule Payment button and press SPACEBAR. A confirmation screen will be displayed, if all the details are correct press SPACEBAR on the Yes button.
· The payment is now complete and a printable receipt is displayed. To read the receipt, press the Quick key of T twice to move to the table containing the receipt information.
5.2.2 BPAY View ®

You can receive selected BPAY bills online with BPAY View, which allows you to directly receive and check your bills online. That means no more paper statements to keep track of. Contact the bank if you want to access the BPAY View service.
5.2.3 Pay anyone

You can transfer money from your bank accounts to friends, family or business accounts, anywhere in Australia.
The following provides instructions on using the Pay Anyone facility immediately after signing in.

Instructions for navigating this section:

· From the top of the webpage press the Quick key of C two times to move to the second combo box located on the webpage. The default item should be Transfer Funds. Press enter to turn on Forms mode and use the arrow keys to select the Pay Anyone item.
· Press Tab to move to the Go link and press enter. To continue, the destination account holder’s name, account number, BSB and amount to be sent is required.
Step 1 – This section allows you to select the account to pay from:
· From the top of the webpage press the Quick key of C three times to move to the combo box to select the account that the money is to be withdrawn from.  Press enter to turn on Forms mode and use the ARROW keys to select the required account.  
· Use tab to move to the Available funds read only edit field.  JAWS will announce the amount.
· Press Tab twice to move to the Description edit field and type in the description for the payment – this will allow you to identify the payment on your statement such as the name of the person you are paying

· To select the date of payment – this can be any date within 3 months.  Use tab to move to the first of three combo boxes for Date and use the arrow keys to select the required day. Press tab to the remaining Month and Year combo boxes, and select the required items respectively.
Step 2 - This section is used to type in the details of the person or company the money is to be sent to:
· Press Tab twice to move to the Pay To combo box.  Internet banking stores the details of all the people you have paid and you can arrow to one of them. This will automatically add in the account details allowing you to skip past most of step 2.

· Since this is the first payment you have made you will need to press tab once to move to the Account holder name edit field, press ENTER to turn on Forms mode and type in the required details.
· Press Tab to move to the BSB edit field and type in the required details.
· Press Tab twice to move to the Account number edit field and type the required details. 
· Press Tab twice to move to the Description edit field and type in a description.  This description is sent to the payee to identify your payment on their statement so if you were buying something you would place the invoice or order number in here

· Press Tab to move to the Amount edit field and type in the required amount to be sent in dollar amounts.
· Press Tab three times to move to the Schedule payment button and press SPACEBAR. This will display a confirmation screen.  If all the details are correct press SPACEBAR on the Yes button.
· The payment is now complete and a receipt is displayed, which can be printed if need be. To read the receipt, press Quick key of T twice to move to the table containing the receipt information.
5.2.4 Tax

This section allows you to make payments to the Australian Taxation Office (ATO).
The following provides instructions on using the Tax facility immediately after signing in.
Instructions for navigating this section:

· From the top of the webpage press the Quick key of C two times to move to the second combo box located on the webpage.  The default item should be Transfer Funds.  Press enter to turn on Forms mode and use the arrow keys to select the Tax item.

· Press Tab to move to the Go link and press enter. This will open a webpage that is divided into two steps. To continue, the destination account holder’s name, the account number, BSB and the amount to be sent is required.
5.2.5 Periodic

This section allows you to schedule future payments with BPAY®, Pay Anyone or Funds Transfer. Scheduled future payments help to ensure you don’t miss paying bills when you’re busy or away from home or the office.
The following provides instructions on using the Periodic facility immediately after signing in.

Instructions for navigating this section:

· From the top of the webpage press the Quick key of C two times to move to the second combo box located on the webpage. The default item should be Transfer Funds.  Press enter to turn on Forms mode and use the arrow keys to select the Periodic item.

· Press Tab to move to the Go link and press enter. This will open a webpage that is divided into two steps and is similar to the page described in section 4.2.3 above. To continue, the destination account holder’s name, the account number, BSB and the amount to be sent is required.
5.2.6 Pending

This section allows you to view, modify or cancel payments scheduled for a future date. 
The following provides instructions on using the Pending facility immediately after signing in.

Instructions for navigating this section:

· From the top of the webpage press the Quick key of C two times to move to the second combo box located on the webpage.  The default item should be Transfer Funds. Press enter to turn on Forms mode and use the arrow keys to select the Pending item.

· Press Tab to move to the Go link and press enter.  This will open a webpage that is divided into two steps and is similar to the page described in section 4.2.3 above. To continue, the destination account holder’s name, the account number, BSB and the amount to be sent is required.
5.3 Manage…

This section includes Your Accounts and Your Details.
5.3.1 Your accounts

This section allows you to:

· Change statement options (e.g. receive statements online)

· Personalise your accounts (i.e. assign a new name to one or more of your accounts to make it easier to identify them in Internet Banking)

· Activate your Westpac Credit or Debit Card online

5.3.2 Your details

This section allows you to modify your contact details and change your password.
To change your password:

· Activate the Administration link.
· Press INSERT+F7, choose the Password change link and press ENTER.

· Press the Quick key of N to move to the password change text.

· Use the DOWN ARROW to read the instructions and to move to the keypad.
· Enter the current password using the numeric and alphabetic keypad buttons located on the webpage. Use the Quick key of B to move to the buttons (using SHIFT+B will move back through the buttons). Press SPACEBAR on each of the buttons that correspond to the required password.

· Activate the Next link (note there is also a clear and cancel link if required).

· After you activate the Next link the focus will be on the digit one button.
· Enter your new password using the numeric and alphabetic keypad buttons as above and activate the Next link. (Note there is also a Clear, Back and Cancel link.)
· Re-enter your new password using the buttons.

· Press CONTROL+END to move to the bottom of the page, press the Quick key of SHIFT+B to move to the Sign In button and press SPACEBAR. Note the webpage contains a Clear, Back and Cancel link if required.
· This will load a Successful Change Password webpage. Use the DOWN ARROW to read the information and move to the OK button and press SPACEBAR.

· This will load the Westpac online banking page.
6 Sign out
Instructions for navigating this section:

· Press INSERT+F7, choose the sign out link and press ENTER. You will be presented with a screen that says you are now signed out and you are safe to close the browser or go to another website.
7 Obtaining help with online banking

If you are experiencing difficulty conducting any online banking activities refer to the Online Help (see details below) or contact Westpac on 1300 655 505 during business hours or you can call the general Westpac number of 132 032 anytime. 
7.1 Online Help 

On every screen there is a text help page. To access this:

· Press INSERT+F7, choose the Help link and press ENTER. This will open a small information page that outlines how to use each section of the site.
· To close the help, press INSERT+F7, choose the Close link and press ENTER.  You will return to internet banking.
