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Pay invoices, view transaction history and 
much more with My Business Account.



What is My Business Account?
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The My Business Account (MBA) dashboard has been designed to give you a snapshot of your 
business credit account with Australia Post and will help you manage your account online. 

With the My Business Account dashboard, 
you can:

• View and download Australia Post tax invoices

online easily and securely

• Make payments (including advance payments)

via Credit Card or Direct Debit

• Check credit limits and usage

• View and download a copy of your pricing

statements in PDF or CSV format for your

transactions in one central place

• Lodge a dispute

• Access processed payment history and

transaction history.
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Hi John, welcome to Merchant Portal

Logging in

My Business Account User Guide    3

My Business Account is accessed by logging onto Merchant Portal via the Australia Post website.

1 Select Log in at the top-right of the website, 
then select Merchant Portal

2 Enter your Australia Post email address
and password, and click Log in

3 Select the Launch app button on the 
My Business Account tile.
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Dashboard
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The Dashboard provides an overview of the latest invoice, invoice history and the contact details of your 
Australia Post Credit Representative.   

auspost.com.au/my-business-account#/dashboard
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Invoices
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The Invoices tab shows all paid and unpaid invoices. From this screen, you can pay the invoice or 
download as a CSV/PDF.  If required, you can also dispute an invoice from this page.

auspost.com.au/my-business-account#/invoices
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Billing Extract
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The Billing Extract is a downloadable report accessed via the Invoices tab that captures manifest data for 
each transaction over a billing period. For more information, refer to Understanding your Billing Extract.

auspost.com.au/my-business-account#/invoices
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https://auspost.com.au/content/dam/auspost_corp/media/documents/ap-billing-extract-user-guide.pdf


Payment History
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In the Payment History tab, you can view all previous payments (processed and pending), including date 
paid, payment method and the amount paid. 

auspost.com.au/my-business-account#/payment-history
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Make Advanced Payment
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You can make an advanced payment anytime by entering a payment amount, then choosing a stored 
payment method.  New credit card details can be stored by selecting New Account.

auspost.com.au/my-business-account#/advanced-payment
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Transactions
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The Transactions tab shows transaction history and pricing statements.  To download, click the checkbox 
on the left side of the relevant transaction(s), then select CSV or PDF.

auspost.com.au/my-business-account#/transactions
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Help & Support

To enable My Business Account for your organisation, please contact
your Account Manager.

For any questions, please contact your Credit Representative.
Refer to Page 4 on how to locate your Credit Representative’s contact details.

Visit Australia Post Help & Support to read our frequently asked questions.
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https://auspost.com.au/help-and-support/answers?s=My+Business+Account
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