
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Logging in   

To log in you will need to enter your Client ID, User Name, and Password. 
These will be provided to you by the NAB Transact Service Centre when you 
are first set up. You have the option to click “Remember me” when logging 
in. This enables you to simply log back in using your “unlock code”. 

An Unlock Code is a way that you can log back into NAB Transact without 
the need for entering all of the general login fields. You can set this 4-6 
digit code up in preferences once you log into NAB Transact on your 
mobile. 

If you forget your Unlock Code, click “Forgot Unlock Code” and you will be 
prompted to sign in on the standard login page. 

 

 

Processing a payment 

 

To make payment processing quicker, you can set up the Payment page as 
your “Home Screen” in the Preferences – this will then be the first page you 
see when you log in to NAB Transact on your mobile.  

If you have multiple NAB Transact merchant accounts, select the account 
(Client ID) you wish to process with  and input all relevant customer 
payment details (the asterisk shows mandatory fields).  

 

 

 

It is important to provide your customers with a transaction receipt. Enter 
their email address in the payment details to send them confirmation of 
their payment (similar to a receipt from an EFTPOS terminal). 

The Transaction Reference Field is the ideal place to include anything that 
relates to that specific sale (eg. job/invoice number). This field is carried 
right through into your NAB Transact reporting – both in your mobile and 
desktop logins. 
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Transaction History  

You can touch Summary under Transaction History to display a list of 
accounts and the value of payments processed. You can modify the 
selection criteria (eg. Today or Last 7 days, and Approved transactions only 
or All transactions) to change the outcome of your search. 

To display details of transaction types processed, touch the name of the 
account. You can view up 14 days history.  

To display the individual transactions that have been processed, touch the 
amount in the total column.  

 

 

 

Full details of a transaction can be shown by tapping on the Transaction 
Reference in the Search Results. 

 

  

Processing a refund  

To process a refund, first locate the relevant payment in the Transaction 
History. Refer to “Help with Transaction History” for locating the 
transaction details. 

Once you have the transaction details displayed, touch the Refund button 
to start. The first step is to confirm the amount of the refund – this can be 
the full amount of the original payment or a partial amount. Once the 
amount is confirmed, tap the Continue button to complete the process. 

You must have specific user privileges for refund. Speak with your 
Administrator if your privileges need amending. 

 

  

Preferences  

This is where you can activate your Unlock Code, and also choose what you 
would like your Home Screen set to. If you do not set your Home Screen 
the default will be the Menu page. 

 
 


