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Overview 
MarketPay is a MarketWest project providing services for parties trading at Market City, Perth. Access is 
available for Buyers registered with Market West Credit Service and holding a current Market Code. 

Access to MarketPay is restricted by username (your email address) and password and controlled by Roles 
assigned to Users of Entities and Market Codes. Entities are individuals, trading partnerships or companies. 
Market Codes are assigned to the trading operations of Entities. Entities can have multiple Market Codes. 

There are two User Roles assigned to Buyers: Supervisor and User. Supervisors manage access to MarketPay 
for their Entity and Market Codes and can add and maintain Users within their organisation and allocate Roles 
for their Users. The Supervisor role also includes all functions available to those with user roles. 

The first user has Supervisor role and is established by MarketWest staff. Details required of first user are: 

• Surname and first name of first user 

• Name to display in MarketPay as the user – example: first name and initial of surname 

• Email address for first user 

• Password – min 8 characters containing at least one upper and lower case and number 

• Phone number for contact 

Two factor authentication is available and will be introduced after the systems go live. 

Access by other staff of the Entity or Market Code is controlled by Users with Supervisor role. There is no limit to 
the number of Users within a single Entity or Market Code nor the number holding any particular role including 
Supervisor. Users can be made inactive and re-activated at a later time if required but cannot be deleted. 

First Steps 
MarketPay is optimised for the Google Chrome browser, but Apple Safari and other browsers can be used. You 
can access on iPads, tablets or phones via a browser. MarketPay is a web application – access is via browsers. 

After having supplied details of your first Supervisor to Market West, you will receive an email from MarketPay 
which should appear in your Inbox. 

 

The email contains a request to confirm your email address by pushing the  button. 

 

 

 

 

After confirmation you will receive a success message for your registration. 
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You can now access MarketPay the first time by pushing the button or the  link at the bottom. 
Both options will bring you to the MarketPay website at the URL www.MarketPay.com.au which should be used 
to access MarketPay. Insert the Email and Password credentials provided to you by Market West and push the 

 button. 

 

MarketPay User Menu 
The menu provides access to dashboard, codes and users, sale documents, remittances, credit claims and a 
document viewer which contains current and past documents, notices and other information. 

 

http://www.marketpay.com.au/
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Users & Roles 
Users 

Access to User details and Roles, add new Users and assign Roles for them, is from the Manage menu item. 

  

The Users List page shows all Users within your Entity or Market Code and provides access to edit and  
users. To edit user details, first select the user and push the edit pencil  to open the details page. You must 
push the  button to save details of new user or any changes made. 

 

• Display Name is the name for the User in MarketPay and will be displayed at top right of all pages. 
• Email address is where first confirmation email will be sent, but could be a general address like admin. 
• Password must be minimum 8 characters with at least 1 each upper and lower case and a number. 
• Phone number will be an alternate contact for 2 factor authentication. 
• User is locked out when there have been 3 failed login attempts and can be unlocked by Supervisor. 
• If establishing a new user where a temporary password is used, this checkbox requires reset at login. 
• You can go directly to Roles using  button else using the link from the Users List page. 

 

Roles 

 

Existing roles for the entity of the current user are listed and can be made active or inactive using the  edit 

pencil which opens the detail page. Check or uncheck the Active box as required and push the  button. 
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New roles for existing or new users can be added by pushing the  button in the roles edit page. 

 

Entities & Market Codes 
Entities 

Every Market Code is related to an Entity. Entities are the owner of Market Codes. Entities can be individuals, 
partnerships or incorporated companies. 

If the roles assigned to you include your Entity, you can access the details using Codes & Users > Entities, 
otherwise you will need to contact Market West to obtain details. Only some panels are editable by you. 

 

Entity Details editable by you are: 

• Postal Address: the address of your corporate office, which may be different from your trading address. 
• Communications: normally your administration and head office 
• Contacts: Ownership and management contact details, some may not be editable. 

Market Codes 

 

Access to details of your Market Codes is available using the link and to Users using the link.  
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Not all details are able to be modified by Buyers. If details are incorrect and not editable, contact Market West. 

Market Code details editable by Buyers are: 

• Trading Address Details: The street address of your trading business. 
• Communications: Phone and email address for your trading business. 

• Contacts: The panel which is opened using the edit pencil is described below. 

Contacts 

Contacts are not required to be existing users; anyone can be a contact. However, only users with Supervisor 
role can access the menu item where contacts can be added and maintained. 

Buyers have a Contacts panel opened using the edit pencil located within the Market Codes menu item. 
Contacts for Entities are controlled by Market West, have already been established and changes should be 
requested directly with Market West. 
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Use the  button when required to add a new contact. Otherwise, use the Edit pencil to view or 
modify existing contact persons. 

• Name:   Provide the name of the contact person (Required) 
• Position: Select from the dropdown: Accounts, Admin, Director, Manager, Owner, Sales 
• Phone:  Direct business phone of the contact (Optional) 
• Mobile:  Mobile phone number of the contact 
• Email:  Direct email address of the contact 
• Fax:  Business fax number (Optional) 

Checkboxes are available to access or deny various functions: 

• Contact is Active: Checked by default. Uncheck when to be made inactive. 
• Is Default Contact: Check if this the primary contact person for the Entity, Member or Buyer code 
• Send as Attachment: Check if documents are to be attached – most are already sent as attachments 
• Email is Active:  Check for email address to be active. Documents cannot be sent if unchecked 
• Fax is Active:  Check for fax address to be active. Very few documents are available by fax 

User must push  button to save new or modified details of the contact. 

 

Statements & Invoices is default checked to receive statements and invoices. Buyer Statements are also sent 
by email through MailEnable and will follow the forwarding addresses currently registered there. Both Buyer 
Statements and Market West buyer fee invoices are available and retained in the MarketPay DocViewer menu. 

• Credit Claim Lodgements will email all claims lodged by this Buyer code against any market agent. 
Claims are visible in MarketPay menu but only for MarketPay users. So, this may be a method whereby 
salespersons could be advised of claims made by your Buyer code. 

• Credit Claim Settlements: Provide details of credit claim settlements (approval and denial) by market 
agents for claims made by this Buyer code. 

Delivery Details 

Details of where your produce is to be delivered are available for you to access and maintain. Push  
button in the Market Code Details page to open a panel to provide details. 

 

• Delivery Bay Type: Bay, Warehouse or other description of place within Market City 
• Bay Location: Location 1 is for normal trading days, location 2 for Sunday delivery 
• Time Slot: Preferred delivery time to your location, expressed in 24-hour clock terms 
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Sale Documents 
Documents from sales at Market City are available from Manage > Sale Documents menu item. 

 

Navigating Sale Documents 

Filters: 

• The Status filter is a radio button which refreshes the page with invoices not yet paid and paid. 
• The History filter defaults to Month which is 30 days, not calendar month, and Year for longer than that. 
• The Market Code is restricted to your Market Code as a Buyer – Select from dropdown if you hold roles 

for more than one Buyer code. 

Columns: 

The icon represents a filter which is available on many of the columns and is used to select specific values.  

 

Values are not case dependent, and you can either mouse click on  or use the Enter key on your 
keyboard. 

Mouse clicking on the actual column title initiates various sorts – the first  changes order to ascending, 
the second  changes order to descending and the third returns to default sort order. 

Multiple filters can be used simultaneously by holding the Ctrl key while clicking on the filter. For example, to 

find a claim against an Issuer of an invoice, first click on the for Issuer, enter the Issuer code and push 

button, then push the for Invoice Ref while holding the Ctrl key down, enter the reference and push 
while holding the Ctrl key down. These filters hold their values when you change the Claim Type filter to 

Settled Claims to check if there are any settled claims for this invoice. 

Buyers can select any open invoice document from Document List page. The Market Code filter is default filled 
to those in your role. Open invoice means to use the default filter Not Paid. 
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Pick the invoice from the Document List and push the edit pencil to open the document.  

 

Users can make a claim on this invoice from this page using  button. See later Credit Claims section. 

 

 

Remittances 
Buyer Statements are issued to all Buyers and sent by email via the MailEnable website. Statements are then 
forwarded to the addresses nominated by Buyers but are also available in MarketPay – see DocViewer section. 

Buyer Statements are also available in MarketPay as Remittances using the Manage > Remittances menu item. 

 

Each draft remittance is accessible using the edit pencil which opens a panel with options. 
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Review and Change this Remittance  

Pushing button lists the wholesalers and the total payable to each. Using the control on the left of the 
wholesaler, the whole total payable to that wholesaler is reduced from the Total Payable. 

 

Removal of the total payable to particular wholesalers is discouraged and will be logged by MarketPay to be 
listed for analysis by Market West. Reductions of this type may lead to Stop Credit action where repeated. 

All documents removed from Remittances by unchecking the wholesaler will remain payable and listed as 
overdue when included in the next Buyer Statement or Remittance document for payment. 

This is an important divergence from the past where wholesalers were required to pursue unpaid overdue 
invoices for payment. MarketPay will now include all past due unpaid invoices and present them on Buyer 
Statements each week going forward until paid. Also see Credit Claims section. 

Pushing the  expand control alongside any agent opens a further window providing details of the sales 
documents comprising the total payable. 
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From this sales document details list users may also lodge credit claims using the  control alongside 
each document. See later Credit Claims section. After lodging a credit claim using this method, an option is 
provided to only pay an amount on this invoice reduced by the amount claimed. The Nett Payable amount 
payable due to the wholesaler will be reduced accordingly. 

 

Options on returning to the remittance page:   saves the remittance document remaining in draft 

form.  button saves the document as final, provides the Payment Reference number to quote with the 

payment to Market West and provides to print the document using  button. 

 

 button returns to the remittance list without saving any of the changes made within this session. 

 

View this Remittance without change 

Pushing button lists the wholesalers and the total payable to each. Pushing the  expand control 
alongside any agent opens a further window providing details of the sales documents comprising the total 
payable. This is a View Only option and no changes can be made. 
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Finalise and Lodge this Remittance 

Pushing button opens a confirmation window and after further confirmation by pushing the button 
provides the Confirmation notice, together with the Payment Reference and option to print the final remittance 

by pushing the  button. 

  

Remittance Matching With Bank Payment 

The Market West Credit Service uses MarketPay to match payments made by Buyers to their Remittance 
documents. Buyers are strongly encouraged to use MarketPay to review sales documents, lodge credit claims, 
and finalise their remittance documents before making payment. Following these procedures will enable 
accurate recording and provide financial records in DocViewer section for later review. 

Crate Refunds 

Refunds from crate exchanges are automatically applied by MarketPay and are included in the Buyer 
Statements issued each Thursday. The crate exchanges now close each Wednesday and are now included in 
the statement. There is no longer any requirement or option to ‘claim’ refunds and deduct from payments. 

Details of each individual refund document are available in the detail page of your Remittance accessed at 

Manage > Remittances and after pushing the edit pencil and selecting  
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Adjustments Made by Market West 

If Buyers do not update their Remittance document prior to making payment to Market West and there are 
differences between the total payable and therefore the amounts payable to some wholesalers is changed, 
Market West will be required to adjust your remittance to balance with the amount paid. 

In the legacy systems, Buyers have simply written on their Buyer Statement and forwarded that document with 
hand-written adjustments. It is requested of all Buyers that they make these adjustments to their Remittance 
document and change the status to Final when making the payment to Market West. 

If there have been no changes made to the Remittance document and the payment amount does not balance 
with the Remittance total, the changes will be made by Market West Credit Service staff either from any details 
provided in writing or after contacting you. 

Adjustments to Amounts Payable to Wholesalers 

Where buyers have noted or advised that an amount has been deducted or increased from the amount listed 
on the Buyer Statement and that adjustment is reflected in the payment amount, Market West Credit Service 
staff will make an adjustment to the Remittance document. 

The result is that a contra transaction using a reference with prefix “MW” will be generated and included in the 
next buyer statement as payable to the specific wholesaler. 

This means that an underpayment will result in a new transaction to the amount of the underpayment 
appearing on the next Buyer Statement and in the draft Remittance with any notes provided by the buyer. 

This could then be handled appropriately by the wholesaler, for example issuing a credit note. Otherwise, this 
added document will remain payable and appear on statements going forward until resolved. 

Minor Amounts Underpaid or Overpaid 

Where Buyers have made a payment which is over or under the total payable on the Buyer Statement or 
Remittance document by a small amount, Market West may handle the difference by adding a transaction 
which may be negative (where the payment is less than the statement) or positive (where the payment exceeds 
the statement). 

These transactions will generate a contra transaction from MARKETWEST, have reference with prefix “MW” and 
will appear on your next Buyer Statement either as a negative value transaction (where the payment exceeded 
the statement balance due) or as a positive value transaction (where the payment was less than the statement. 

These new transactions could be for one cent or a few dollars and must be repaid to MARKETWEST or deducted 
from the next statement balance. 

Remittances With Credit Balance 

Where the value of crate refunds exceeds the value of invoices payable to wholesalers, it is possible that the 
Buyer Statement and Remittance document may present a credit balance, and the note “NO PAYMENT IS 
REQUIRED”. In this case, payments to wholesalers will be made by applying the crate refunds and the balance 
remaining on the crate refunds shown in the next statement. 
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Where there is no payment due to Members, the credit balance is carried forward to the next week and no 
action is required. 

 

Amounts Paid in Advance 

Some small volume Buyers may choose to pay a lump sum in advance and have the wholesaler invoices 
deducted from it rather than paying each week. 

An example would be if a Buyer were to pay $1,000 lump sum but only owe $200 for purchases that week, the 
next Buyer Statement would start with a credit balance of $800 and list the amounts owed to wholesalers, 
maybe still resulting in a negative balance. 

Negative balances will carry forward on Buyer Statements each week until exhausted. 

Credit Claims 
Buyers can lodge claims in MarketPay against sales invoices issued by wholesalers in the market. Claims 
should be lodged in MarketPay by Buyers challenging charges against sales invoices issued by wholesalers. 

• Claims are limited to invoice documents and cannot be lodged against credit documents.  
• Multiple claims can be lodged against any invoice providing the document is unpaid or partially paid. 
• The total value of all unsettled claims cannot exceed the unpaid value of the subject invoice. Therefore, the 

amount paid plus all claims, whether open or settled cannot exceed the value of any invoice document. 
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Once lodged in MarketPay, claims generate a notification on the dashboard of both the claimant and the issuer. 
There is also a dashboard panel where current, unresolved claims are listed and a link to the menu item 
opening the history of all credit claims; past and present. 

Claims may also be initiated by requesting Credit Service staff to lodge claims on behalf of Buyers and a 
notification will be sent to both the claimant and the document issuer by email. 

Users may also upload supporting documentation for the claim, whether providing notes on an invoice 
document or photos of produce condition when lodging claims, and wholesalers can upload evidence in 
support of refuting the claim where necessary. 

Lodging a Claim 

Claims are lodged within the MarketPay portal from Manage > Sale Documents > Document List, from the 
details page of Remittances or from Credit Claims menu item. 

Claims may be lodged directly by Buyers from a sales invoice or remittance, by wholesalers on behalf of Buyers 
(where a claim is lodged outside MarketPay) or by Market West Credit Service staff acting on request from 
Buyer or wholesaler. 

Claim From Sales Invoice 

When user has opened a sales invoice document from the Document List page (refer Sale Documents section) 

and pushed the  button in the Document Details page, a claim can be prepared if the amount paid on 
the invoice is nil or less than the claim that the Buyer is making. Otherwise, if the Total Value of the claim 
exceeds the unpaid balance of the invoice, the claim will not be permitted. 

Pushing the button provides access to the New Credit Claim page. If claims already exist, the Claim 
column in the Documents List page shows the claim number with a link to the Claim Details page. Otherwise, 

the Make a Claim button in the Documents Details page is replaced with  button and ability to pick 
from a list if there are multiple existing claims.  

Add Claim From Credit Claims Menu 

Access the Credit Claims List page from the Credit Claims menu item. The default is Claim Type = Open Claims 

 

The Claim Status column provides information of the level of settlement of each claim. Pending and Agreed are 
both statuses related to approved claims. The difference is where some Members have opted to authorise 
MarketPay to issue proforma credit documents immediately on the claim being agreed and settled. 

• Pending is where a credit note has not been issued immediately on settlement and is awaiting the 
negative value transaction being uploaded by the Member and matched to the credit. When it is 
matched, the status is changed to Agreed. 
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• Agreed is where a proforma credit is issued when the claim is settled and is not waiting for the Member 
to upload the negative value transaction. Credits issued on a proforma basis by MarketPay have a CR 
prefix and are replaced by the reference number from the Member’s accounting system when uploading 
and being matched to the credit claim. 

Existing claims can be viewed by pushing the edit pencil  to open the Claim Details page. 

MarketPay permits multiple credit claims to be lodged against individual invoices up to the unpaid value of the 
invoice. This may occur when salespeople are able to lodge claims on product from their department which are 
on the same invoice document, or many other reasons. 

To lodge a new claim or an additional claim from within the open Claim Details page, push the  
button at bottom left of the page. Otherwise, claims can be lodged directly from the Credit Claims List page by 

pushing the  bottom right of the list page. 

If the current user has roles for multiple Buyer codes, it is necessary to select one code to make the claim. 

 

Otherwise, the first step is to select the Member who is the issuer of the invoice on which you want to claim. A 
list of open invoices for each Member is presented below as you change the Member selected. The invoice list 
may include those with existing claims, but not those which have been paid. 

 

Either select from the list of open invoices or use the Enter Invoice Ref cell and push Go button. If there are 

existing claims against the selected invoice, a warning will show and you can either  or . 
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• If there are claims found, a list of the claims is displayed with a checkbox alongside each claim. To view 

a claim, first check the box and push button. To add a new claim, push button. 
• Note that the total of all claims cannot exceed the unpaid portion of any invoice. 

Details of the selected invoice for the claim are shown in the panel below on left side of the Claim Details page. 

 

The icon indicates that the invoice date has passed the number of days set to allow claims, and that the 
claim may be rejected solely on time basis. This value is set system wide by the Credit Service and is initially 
set at 10 days. 

Claim Form 

When the claim is commenced by selecting the invoice document from Sales Documents, the details of 
selected Member (Issuer) and Buyer (Claimant) are prefilled. When the claim is commenced by pushing 

from Claims List, the details of Issuer and invoice document must be selected as described above. 

 

You must now provide details of the claim by providing the Produce, Containers and GST amounts claimed. As 
the claim components are entered, the Total Claim Value cell is calculated.  

• The value of each component of the claim is not permitted to exceed that of the original invoice 
document, 

• Containers cannot be claimed if there are none in the invoice,  
• Produce cannot be claimed above that of the invoice,  
• Claim total cannot exceed the unpaid balance due. 
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The reason for the claim must be selected. If the Other Reason is selected, the Reason Comment must be filled 
– user can write a descriptive comment here. 

Having completed the claim details, push button. If the value of all claims exceed the unpaid 
balance of the invoice, a warning message is shown, and the claim cannot be lodged. 

If the claim parameters have been met, a confirmation message is shown and, after confirming, the green 
success message is shown and the claim is lodged. The claim is now visible as the top record in the Claims List 

 

Upload Supporting Documentation 

When a new credit claim is being lodged, supporting documents can be also uploaded. The current procedure 
adopted by many Buyers is to send a copy of the original invoice on which claim details are written. 

When the user pushes button, there is provision to upload one or more documents to attach to 
the claim. 

 

If Yes is chosen, the file selection utility is provided. If not using a mobile device (phone or tablet) there is a drop 
area for attachments. However, for users of mobile devices, the drop area is not available, and users must 
select from the files or gallery or take a photo with the camera, in which case the drag & Drop area is not shown. 
Up to 3 files per claim may be uploaded. 

 

The ability to upload supporting documents is also available for Members during the resolution process; for 
example, there may be supporting documentation like Proof of Delivery to deny a claim. 

 

Claim attachments are reported and made accessible from the Claim Details page by clicking on the links. 
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Multiple Credit Claims Against One Invoice 

Where separate claims are required to be lodged on the same invoice usually arising by different salespersons 
lodging claims against a single invoice. 

When user pushes the Lodge New Claim button and after user has selected the Claimant Code and the Issuer, 
a list of invoices between the issuer and claimant is shown. This list does not include invoices that are either 
paid or have an existing credit claim against them.  

In the Select Invoice panel of the Issuer, use the Enter Invoice Ref box with the required invoice reference. 

 

Apart from the conditions which may exist if the invoice reference entered either does not exist or is not 
between the selected parties, if there are existing claims against the invoice, a message “There is an existing 
claim lodged against this document” with buttons to View Existing Claim.  

After viewing the claim, user can push  button and proceed with the next claim on this document. 

When there are multiple claims against one document there is a  page control to move 
between the claims. 

The bottom right-side panel lists the details of all existing claims together with their status. 

 

Notify & Display Claims 

When a Buyer lodges a credit claim against a Member, the Member is notified by email and there is also a 
widget displayed on the dashboard showing the claim amount, date of the claim and providing a link to open 
the Claim Details page. 

• for Buyers showing the claims made and the current status of their claims.  
• for Members advising claims made by Buyers and the status of those claims.  

 

The dashboard widget is updated as resolution of the claim proceeds. 
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Email Notifications 

Claim document issued by Buyer and emailed to Member when claim is lodged: 

 

Other documents are issued by wholesalers and emailed to Buyers when claims are updated or when claims 
are denied. In each case, if there are attachments to the claim lodgement or to the claim settlement, a note is 
added under the reason stating the number of attachments and that they are available from the Claims Details 
page in the portal. 

Claim attachments are not included in the email notifications and, while all emails are filed and available using 
Doc Viewer, the attachments are not stored, and users need to access the MarketPay portal to see 
attachments. 

Delete the Claim 

If the role of the current user includes the Market Code of the Claimant, and the ClaimStatus = “Claim Filed” 
(Not yet resolved), the user has the ability to delete the claim. This is achieved by first using the edit pencil  

to open the claim and the push the  button which will make the Delete Claim checkbox active at 
bottom right of Claimant panel. 

 

The user can then check the Delete Claim checkbox which is made active only for this user. The action of 
checking the box pops up a confirmation message and when Proceed button is pushed the Delete Claim box is 
shown checked. 

 

It is then necessary to select a reason for the deletion before pushing the  or buttons to 
finalise the deletion. 
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Doc Viewer 
A document repository is provided and accessed from the DocViewer menu item. 

 

Documents are stored by type – remittances, statements, fee invoices, credit claims and more will be added. 

1. Select a date range or accept the default range to display the documents of the type selected in #2. 
2. Select the document type 
3. Optionally select a single date which will supersede the date range selected in #1. 
4. Select a document by reference number. If left blank, all documents of the type selected in #2 will be 

displayed for the date range or single date. 

 

The button, top left after making selection, provides a list of the selected documents from which any 
document can be selected by mouse-click to be displayed. 

 

The button bottom left provides the ability to email the document and the controls 
provide for printing and downloading (to your downloads folder). 
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Market West Fee Invoices 
MarketPay will generate an invoice for the Buyer Statement Fee when the amount of the statement exceeds the 
minimum value prescribed.  

 

These invoices are sent to the nominated Contact person by email where nominated and checked in the 
Contacts panel of the Market Code Details page. They are also stored in DocViewer from where they can be 
viewed and printed. 

 

Please note that each fee invoice is subject to GST and should be processed separately in your accounts in 
order to claim back the GST where appropriate. 


