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ADDRESS BOOK

Data from address book are used when entering creditor data into payment orders.

I address book
(@ Payment order UPN/SEPA 2 :ﬁ:'tm:&rﬁ;?%&_ﬁ: 5{';'::"';\{'.;.&\’.& o
HYFD ALPE ADRIS-BANE D.D 1000 LAUBLIANA
Debior
BRAN: [S156 3300 0546 4583 156 ]
Reference: [MAC =] [ ] Business partnes accounts
M";aMB EBE‘SL.LUBL.MB.DD Na of sccounts: 1 et o thee bark whese the
ress: [TRZAGKA 118 seleciad actount .
ity: 1000 LIUBLIANA T o a Add account
Couniny: [SLOVENLA | S Ed
Puposa code  Purpoge f payment dedaits
Lo Lot
BBAN ko IBAN
Creditor
Amount Payment date Bank Bt
EUR | | azmz 3= - I @?«lwt-l oo
IHAN: 1b) |
Reference: [51 [ ]
Naimg: ] {A) 7
Address 1a \1(
Cn il
CQLIIT:N :]
o r
Pi | ok | Ea
:J-!!l -|] Page | from 2 ﬂ"‘l
1 From the payment order, the address selected business partner is not in the
book opens up when entering the first address book yet (4), save it following
letter of the name (1a), when entering the instructions on page 7.
the first number of the business 4 Select the appropriate account.
partner’s account number (1b) or when 5 By clicking the Select button, the
clicking »?« (1c). address book closes; the data on
2 By completing the search fields (name, selected business partner is transferred
account and tax number), the list of into the payment order.

displayed business partners from the
address book is reduced (3). If a
business partner is not in the address
book yet, save it following the
instructions on page 6.

TIP
Data on partner can be entered into the payment
order even without using the address book (data

3 Select the appropriate business partner

) are not saved in the address book). For more
from the list. If the account of the

information, see chapter Address book settings.




ADDRESS BOOK

EE address book

1. List of buzinesz partners and their accounts
2. Businezs partner and account

Business paitnet | | dentibers |

Selecton,
ADDITION

Harme IE—B-E — New buz. partner
Addes [TREaSKACESTATIE (3 ) Edi bus. paster |
City LIUBLIANA e Dablubu-s.DMrﬂI
T2 b =
e — B Hj
Moke o business parine I

Arcount Sel ax defaul for einvoices [

= Desnestic sceount 15833’;000030'2'330‘38 ( 3
ence

Qn ————— C Fw-‘! Refeence

Business patner
== Bank: Bank's Swift BIC:  HaABSIZ2
IBAMN: [B56 330 Bank name: WP ALPE-ADRIABANK .0
Reference: [NRC = Bank addiess: DUNAJSEAT17
Mam: [E85 LIL Bank ity 1000 LIUBLIANA
Address: K
City: [1000 LI Bankid  1000-0003200023
Uty N

Bank counl. 1 ovENI,

Purpase

e (5ox | _conu |

Add account
SLOVEHKE
NSKA 35 Edit account
LIBLIANA
[N Delete account
Coionpooooionoss _BBAN imolBAN

@sm | Close

Creditor
Am
LT A
1BAM: 1 b] 2]
Refarane: [51 I ]
o = D) (199
City. | ]
Country. | =l

Pt | ok | Bt

J« | Pagelifrom? _»':l

1 From the payment order, the address book
opens up when entering the first letter of
the name (1a), when entering the first
number of the business partner’s account
number (1b) or when clicking »?« (1c).

2 Click the New bus. partner button.

3 In the new window, enter business
partner’s data.

4 In the Acc. number field, enter the account
number and confirm the entry by clicking
the Enter button' (see tip). After
confirmation of the Acc. number entry, a
field appears to set the
reference type and enter

the reference (4a). (For reference type RF,
enter the control numbers in the Model
field and the rest of the data in the
Reference field.

If you are entering an account open with a
bank outside of Slovenia (»foreign
account«), follow the steps as described on
page 6.

Confirm the entry of a new business partner
and account by clicking the OK button.

By clicking the Select button, the address
book closes; the data on selected business
partner is transferred into the payment

order.
TIP

For entering domestic account, see also chapter Entering new

business partner and account into address book, while for
entering foreign account see the chapter Entering business

partner’s account with a foreign account

" For domestic accounts, upon exiting the field Acc. number, data
on the bank where the account is open, will be written. If banks

data do not appear and the account number is written correctly,
contact Help desk.
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ADDRESS BOOK

In order to make a payment, apart from the business partner’s account number the data on the bank
where the account is open is also required. If you are adding a business partner having an account
with the foreign bank, which has not yet been saved into the address book, it is necessary to add data

on the bank as well.

:-I:::;‘:Tut:‘:::s partners and their al:.l;:l:l-le :
2. Businezs partner and account . x|
Business partner | Identiiers |
City 2340 BEERSE Edit bus. partrisr
;x,:;m BELGIUM =] feoumber - L
Naote to buzsiness paitner ]
|® Pay : Dm.wic o EEW@ Reference
* Foreign account ’m ] 123
@ Nulswbwi\essacm | =l
_ e
Debilon E:,i.?“'m Bark's Swit BIC:  [GEBABEBE | o Dok et e
S ) (e " e
Ju Bark oty [BRUSSELS Rl ?‘;"‘”‘“
NLI&, elete account
cou Bﬂ::t:: [m | 00 001 SOa o 1A
o Add 1o address book of barks @ . | |
OX = _ o |
EUR Tao201z =] [
iean: (1 1h) 12)
Reference: |81 = | J
e (2) (1o
coug:r =l
1 From the payment order, the address book 6 Already saved banks will open upon
opens up when entering the first letter of entering SWIFT or Bank name in the drop-
the name (1a) or when entering the first down menu. When you select SWIFT or
number of the business partner’s account Name from the drop-down menu, the
number (1b). If you have deactivated a other data on bank will be completed as
mandatory entry into the address book or well. Continue with step 9.
if you are completing the UPN/SEPA 7 If a bank is not found in the drop-down
payment order, you can open the address menu, complete the data in entry fields.
1 i »?« . .
bO_Ok by clicking »?« (1c). 8 Select the option »Add bank into the
2 Click the button New bus. partner. address book of banks«. The bank’s data
3 In the new window, enter the business will be saved and upon next use they will
partner’s data. be available from the drop-down menu in
4 In the Acc. number field, enter the step 6.
account number. 9 Confirm the entry of data by clicking the
5 Mark »Foreign account«. The fields for Confirm button.
entering data on a bank, where the 10 By clicking the Select button, the address

partner has the account open, will pop up.

book closes; the data on selected business
partner is transferred into the payment

order.
-6-



ADDRESS BOOK

Multiple bank accounts can be attributed to a business partner saved in the address book.

2 Address book

Debsbon

=8 address book
1. List of business pailness and theis accounts
2. Account of selected business partrer

S edeclion|
ADDITION

HALCOM 0.0,
TRZASKA CESTA 118,
1000 LIUBLIANA
SLOVENLA
& ’ ; —~ Set ax delault for eineoices [
o [5156 020z o esesean | §
Fiefeence Hodel 5
] sl e fpd \24
Mote: bo business paitner |—O
AcsouRl ?
8 Bork ks Switpie  LIBASIZC
Bank name;  HOWVA LIVBLIMNSEA BANKA 0.0
Bank address: TG AEPUBLIKE 2
Bark cly: 1520 LIUBLIANA
Bark [d  01000-0000200057
Bark county:  SLOVENIA

(8)x | _cwen |

L 007 0075 8361 Tk A
s r_ﬂl | A — w — |
a1 T LT <
« ﬂ*;iﬁ‘:“ L1 i Biusinass pariner account Ed buit. partre I
Gty [TRETARacn 110 -
eo [ | | Business partres tax romber. [ Disbete buss. pastres
Pupoie tode  Pupide (Sarnent detuli Urgenn Mo Ciby rigvber
reeT mr 0 T00 LIBLIA o e
HRANILNICA IN POSCUILMICA ., 5271 VIPAVA
Cosdbiion HAANILNICA LOM DD, KRAN) 4000 KRAH)
Arrire Pt dils Basa o HvPO ALPEADRLABANE DD, 1000 LIUBLISHA

Dietads of the bank whese the
sekcted accourt is open A
NM&JUM;&W&._ 1

Ig’ugmm Edi accourt

SLOVEMLL Dimiete acenurt

SWAFT BIC : LIBASEZ N

Bark I 01 000-0000200057 BEAM it BIAN
o Select Close:

1 From the payment order, the address book
opens up when entering the first letter of
the name (1a), when entering the first
number of the business partner’s account
number (1b) or when clicking »?« (1c).

By completing the search fields (name,
account and tax number), the list of
displayed business partners from the
address book is reduced (3).

Mark the selected business partner from
the list.
Click the Add account button.

In the Account number field, enter the
account number. Select a reference type
and enter the reference data (5a).

Ul

Select the account type (domestic or
foreign account).

In the Notes field, you can enter optional
notes (e.g. in which currency you pay to
the account). The note is later written on
the basic list of accounts for a selected
business partner (€) and it can simplify
the selection among multiple accounts.

Confirm the data by clicking the OK
button.

By clicking the Select button, the address
book closes; the data on selected business
partner together with the account is
transferred into the payment order.



ADDRESS BOOK

Data on business partners and their accounts can be imported from other programs (e.g. accounting
programs) or from existing transaction items from the e-bank.

Procedure of importing data into the address book

58! Address book

1. List of business partners and ther accounts

x|
e
Business partner name: | IV Seal | ook in:l - TESTNIPODATE (3@ ~| & & cf E-
. Name = |-| Date modfied || Type =]
Buziness partner account; I

| etiUPNPPDwpF0.ExE

£.1.201215:23  Text Doc
26.11.2003 6:06

4,10.2010 135:14

22! Importing data on business partners, accounts and ban

1. Data import into Address book

Texk Doc

a.kxk 16.5.2012 10113 Text Doc
30D promet priliv.kxt 6.9.2011 14:00 Text Doc
IF you want to import data on business partners, their accounts and banks into the za SO0 nalog priiv.bxt £.9.2011 1558 Text DOC -
addresz book pou heed to select the corect ASCH file [e.g. ADDRESSBOOE. tat). | _’I—I
Wwihen you zelect the input file, click. on the Import button to import data -
nenik. txt 3( Open

ile waith best [* bt - Cancel
Inzaming file: 2 ile with temt [*.tnt] J |‘é

I |E:\U serghdarjabhDocumentsh TESTHI PODATE]\Imenik. bt

2% Importing data on business partners, accounts and b
2. Report on data import

Mumber of rowes with emmnoes iz sated & the end of the 1epoit.

@ Import>> | Cloge | Address book import from fle - diagnoshes ﬂ

O B S Input file: name: C:h seshdanab\Docurnentz\TESTHI PODAT EINR eqgister bt
| gtﬁg%'élldcﬁ . Stamt of import 11, 12 2012, at 101851
Bank 1d: 01 tlEIEI-DE Fow 421 Bank with BIC code " GEBABEBE . akeady exists,
[T Set as default for e-dnvoices Row 11 account 122456789 23456 of busness partner A at bark ALPHA BANE S1
Row 21 sccount SISE0T0000000500021 of busrness parner ABANEAVIPADD. o
=1 AN At SIRROAT INMIRINNZAS of hagsiness: nactmer AIRBIIS D ON At hj:l
4 I 3
@ Irmpart | Export | Address book of banks |
L (Ebank ¢cBack| § ) Cloze
"

Open the address book using the menu selection Tools > Address book by clicking the book icon

on the toolbar or by pressing Alt + A.

1 Click the Import button. 4 Confirm import by clicking the Import

2 A new window will open, where you button.
click the Open button. 5 A new window will open, showing a

3 In the new window, select the location report on successful import of address
of file (3a) and file (3b), which you book from a file. Close the window by
would like to import. Then, click the clicking the Close button. The data on
Open button (3c). new business partners and their

accounts are saved in the address book.




ADDRESS BOOK

Procedure of importing data into the address book from transaction items

File Wiew Communication Tools Help

= 8 Statements

Freparation Marked records No: 1/2
= S - £~

| Staternent no.l Statement ... © | Curre... | Opening bal... |

;r|&'||@||Uolgl|%||@E|§|$ﬁ|?||@|@|$§|IDDmesticpayments ﬂ
7 TRZASKA 116 1000 LIUBLIANA hal IR j
MONTH R = | CEEE ERRd  EREEEER

Mo. of debit orders |

Tatal in debitl Mo, of credit orders

Delr

1063 EUR

mniz2z2ma2

partners into the addrezz book?

G |10 ]

Q-
Import of data into the address book from the SE

Are vou sure you would like to impart the zelected business

1.000.00

Infa

Errors at import

_ , Impart of datainto address book was carried ouk with | mistakes.
Error description is locsted in .\ TemphCONTESE  err File

|

Report on success of importing data into the address book:

1] 0.0 1

Murnbes of rows with srmors iz stabed 81 the end of the repod.

Address book mpest from fle - dagnostics

Irguat file: name: AT empCOMN 76EE tmp

Starkof mport 17,12, 2012, at 10:3248

Fow 111 account SISEN 0000000200097 of business partner NOWA LIUBLIANSKA BANKA

End of mpoet 11,72 2012 a1 10-32:48
Murbes of rows tead: 1
Muarbes of rows segected: 1

T IS |

(=1

[Marked records Ma: 12

|Surn: - -

ftizenizinar [ W2

1 In the Review> statements folder,
select statement (1a) (or more
statements) from which you would like
to import data on business partners into
the address book.

Select the command Other> Update of
address book of business partners.

In the window "Import data into address
book from statement”, confirm the
selection. Data on debtors and creditors
from debit and credit transaction orders
is imported into the address book
(name, address and account (no
reference data).

4

In case the data on a business partner
already exists, the "Errors at import”
window opens, which specifies the
number of errors (business partners who
already exist in the address book). The
program will only add data on new
business partners into the address book.
Close the window.

The program will display a report on the
successful import of data into the
address book. Close the window. The
data on new business partners and their
accounts is stored into the address
book.



DDRESSBOOK
Working with Data in Address Book

You can open the address book by clicking the menu selection Tools > Address book (A) and the book
icon (B) on the toolbar or by pressing Alt + A. In that case, you can only save and edit data on
business partners, while for entering into the payment order they are only available from the address
book, which opens up during the completion of payment order.

File Wiew Communication | Tools Help
Personal number (PIN) change E | 2 | ° | XS | IDnmastIc payments x|
Settings (Al +O)
SI5E 3300 0846 4883 168
Smart card or USB key test Itﬂﬂ@banﬁ EEELJUBLJANA DO, j
ot e e [MoNTH = | EEE R | X |
Dabtoe ideniifiers. o
SO creditor identifiers 0 Search
Database cleanup
- b | Amourt | Cure... | P details Status
sbase bacup KO0 20000 EUR  OBV.JULW 2013 PREFARED
el ol iX oo, 20000 EUR  OBV.AVGUST 2013 PREPARED
Currency conversion ' 520000 EUR OBV 5678 FREPARED
Sarvice programs =3900000 EUR  DPFL PREPARED
i
Aichive
)
Infa
|
Mz I iztein rito AR Daich 3 Dizfare ez Fririt Oz, —

|Address book

|Marked records Mo 05 |Sum; - /=104.800,00 EUR,

[23.08.2013 10:23 }
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ADDRESS BOOK

dress book B
1. List of business pastners and their accounts

Buziness partner name: H 1

Business paiiner account
Business paitner tax numbes: |

Mamme Iy Tax numbet
HALCOM D.D o
HRANILMICA [N POSOUILMICA ., 5271 VIPAVA HALCOM 0.0,
HRAMILMICA LOM 0.0, KRAN 4000 KRAM TREASKA CESTA 118,
HYPO ALPE-ADRIA-BANK.D.D, 1000 LIUBLIANA : AOLRMLIAA
Ef Address book :
1. List of business partners and their accounts {5 Demetio secount  Account Sel s defioult fon Erwvoices [
2. Business partner | Feraign aces [5156 0203 001 B5es 620
@ Fieterenca Hodel  Felerance
[s1 =l [
m Business partner ] Ident'fnwl Wote to business patrer |
Mo [RaLcoM DD, et
| Addess [T 4 CESTAT18, Bubmapurabik L LB
City 1 BLIAME Bankname:  HOWA LIUBLIANSEA BANKA D.D.
S T [EEEES Bark addess  THG REPUBLIKE 2
Countiy [sLovEma Bark chy 1520 LIUBLIANA
Hote bo business partries | Bankld  01000:0000200057
. Bank couthy:  SLOVENLA

Dietails on the bank where the:

. 0K Cancel
selected account iz operc | -

MOVA LILBLIANSEA

. Edit account I Add account |
::;ﬁ;::;ﬁi? H MOWa LIUBLJANSES BaMkA -
SLOVEMIA Delate account TRG REFUBLIKE 2 Edit account |

SWIFT BIC : LIBASIZY 1520 LIUBLIAMNA
Barik Id 01000-0000200057

SLOWEMIA Delete account
@UK | Concel |

SwlFT BIC: LIBASIZ .
Bank |d: 0 000-0000200097 BBAN into IBAN

2z book. of banks | . Cloze |

Open the address book using the menu selection Tools > Address book by clicking the book icon

on the toolbar or by pressing Alt + A.

1 The search of a business partner in the account (5a) and click the Edit account
address book can be simplified by button (5b).
entering name, account or tax number 6 In the new window, change the data on
in the search fields. Only business the business partner’s account (6a).
partners corresponding to the strings Confirm the corrections by clicking the
entered in the search fields will be OK button (6b).
written on the list (2). 7 In the window containing business

2 From the list, select the business partner’s data, confirm the corrections
partner for whom you want to correct again by using the OK button.
data. 8 In the List of business partners and their

3 Click the Edit bus. partner button; the accounts window, close the window by
new window with the business partner’s using the Close command.

data will open (see tip).
4 Correct the content of data on business

; TIP
rtner rdingly.
partner acco sty ) You can access editing or deleting of a selected
5 If you want to correct the business account faster by clicking the Edit account or Delete

patner’s account, select the appropriate account button in the first window of the address
book in the right bottom corner.




ADDRESS BOOK

28! Address book

1. List of business partners and their accounts

Buziness partner name:;

I_O ¥ Search by name beginring
AT

Buziness parther account: I

Mew bus. parther |

Edit buz. partrer |

@ Delete bus. partner |

Buziness partner tax number: I

T ax number

Question | x|

Add account |
Edit account |

0 Data on selected business partner:
[ |

Buzinezz partner

- ABANEA VIPA DD,

Mo, of accountz: 1

Business partner accounks:

5156 0100 0000 0500 021

0700 0000 |

Are you sure you want to delete the business partner and 2l his

acoounks?
Delete account
BBAN inta |BAM
V¥ Set as default f 4 ) ves No |
Irnpart Export Address book of banks | Cloze |

Open the address book using the menu selection Tools > Address book by clicking the book icon
on the toolbar or by pressing Alt + A.

1 The search of a business partner in the 3 Click the Delete bus. partner button;

address book can be simplified by
entering name, account or tax number
in the search fields. Only business
partners corresponding to the strings

the data on business partner you want
to delete will be written in the new
window (see tip).

Confirm the deletion of data; the

entered in search fields will be written
on the list (2).

2 From the list, select a business partner
you want to delete.

selected business partner and all its
accounts are deleted.

TIP
If you want to delete only one account for the
selected business partner, you can in the first
window of address book select the business

partner and the appropriate account and click the
Delete account button (marked with in the
picture).




ADDRESS BOOK

Data on business partners and their accounts can be exported from the address book and used in
other programs.

Procedure of exporting data from address book

Address book

1. List of business partners and their accounts

v Search by name beginring

Buzineszs partner name: IH Mew bus. parther |

Buginess partner account; I Foll s emer

Business partner tas rumber. | KRt e x|
Save in:l . TESTNI PODATKI @ ~| = & cf E-

Mame = I"I Date modified I"I Tvpe AI
HRAMILMICA LOM 0.0, ER&M] | RCCERTED 86,2012 13:39 File: FDldEJ
HvPO &ALPE-2DR1&-BANE D0 | BZ6 21.6,2012 14139 File Folde
| ERACUMI 6.12.2011 746 File: Folde
|PPT 3.12.2011 14:40 File: Folde
J EB5 IS0 T 9.2, 2012 5B:45 File Folde
| aaTkDIS TRT 11.1.2012 10:21 Tewk DOC -
. | N

File name:

Business partner accounts 3 g
£ I: :l ave I
Mo, of accounts: 2
Save as typer | Textual file [* k=t j Cancel |
A

Account no Fe

el 2 NOVE LIUBLIANSKA BANKA, :
5156 02073 G001 ER6S 6 TRG REFLELIKE 2 Edit account |
1520 LIJBLJAMNA
SLOYVEMIA Delete account
SwIFT BIC : LJEASIZ —
Bank Id: 01000-0000200037 BEAN inta [BAM

[T Set as default for E-invoices

Irnpork | @ E wport | Address book of banks Cloze |

Open the address book using the menu selection Tools > Address book by clicking the book icon

on the toolbar or by pressing Alt + A.

1 Click the Export button.

2 A new window will open, where you specify the
location (2a) and file name (2b), where the
exported data will be saved.

3 Confirm the export by clicking the Save button.
(If additional warnings show up, close them.)
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ADDRESS BOOK

Partners' transaction accounts can be written in the Slovenian BBAN or in the international IBAN
format:

e an example of a transaction account in the Slovenian BBAN format is 05100-8000081860,

e an example of a transaction account in the international IBAN structure is SI56 0510 0800 0081
860.

In the UPN/SEPA order, you can only write accounts in the IBAN format. We recommend you to simply
convert all or the selected accounts, which are saved in the address book in the BBAN format, into the
newer IBAN format.

File Wiew Commurication | Tools Help

ye | EI | | & | o Persanal number (PIN) change | ) | T | = | I Domestic payments ﬂ
Settings (alk + O
. SI5E 3300 0346 4653 166
Smart card or 1ISE key best [TE)bank Eop) uBLIANA DD, j
Exchange of smart card or USE key IMDNTH j j |E” TR LI I31 TR LI
AT A
Debtar identifiers
30D creditor identifiers ) Search
55 o Database cleanu
.b HISEE I i Database backup | .-’-'n.mc:untl Curre... | Fayment detailz | Status
H¥ batches 1 ? K.D.D. =200,00 EUR OB, JULL 2013 PREPARED
54 SDD orders ool {Ctrl + F) K.D.D. =200,00 EUR OB, JULL 2013 FREFARED
1 ' K DD, =200,00 EUR OB, aWGUST 2013 FREFPARED
fedl SDD batches | e 520000 EUR OBV, 5678 PREPARED
o files : Service programs Repair database L FREPARED
& fams Collect syskem information
-i% messages Delete client profiles

1. Conversion of accounts inbo 1BAN form x| Update bookmarks

1. Conversion of accounts into IBAN form Import bank direckory

- : : : Update bank reqgister
Business pariner domeslic accounis can be defined in the old BRAN foem of in the new
IBLAM Form in the addeess book. Comversion ol sccounts o BAN enables smple Unblack personal number (PIM code)
conyesion of accounts in the old BEAM into the 1BAN Form, zion From EB4AM bo TBAMN

Account number conw

IF o want 1o cOnveit bueriness partrest domestic accounts into the IBAM fom, cick on Reimport of E-Forms
il the et of e e Import defaulk account data into address baok.

Import MPI mandates data

Clase Migrate E-Bank data

Certificate export
Datsbase upgrade

| 2
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1 In the menu line, select Tools > Service programs.
From the range of options, select
Account number conversion from BBAN to IBAN.

2 A new window opens with a short description of the
function. Continue by clicking the Next button.

Continued on next page ...
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3

List of business partner domestic accounts that can be corwerted into IBAM fom i located in the kst bebow.

I thiiz list pou can select sccounts pou wank b cormet to [BAM form. IF pou want b convert all accaunts, click Select All button. After
you have selected the sccounts to be corvered, chick Mext to corvert and eontinue,

IF youe weant to view the remaining business patner domestic accounts that cannct be converted chck the Remaining accounts button.

3a) select al | Uns:sladail Remaining accounts

I Business partner name | Business patnet account in old form | Business patner account reference | Business partner accourt in new
@ [¥] HALCOM D.D. 02045001961 8229 SI56 0204 5001 9618 829

(2 3. Report on accounts converted into TBAN form 3 x|
3. Report on accounts converted into IBAN form

The rezult of account converzion iz located below, |

Account canverson dagrashcs
Stating corression of 11,12 2012 ob 141508
End of corversion 11,12.2012 ob 14:15:08 4 Mext Close |
Mumbes of accounts for conversion 1

Humbes of comverted accounts 1

Mumbes of etroes conmverling 0

Mumbes of accounts excluded from conversion 30

(5 ) ceee |

In the new window, a list of accounts is written, which
are saved in your address book in the BBAN format. On
the list, at the beginning of each row you can mark
individual accounts (3a) for conversion to IBAN, or you
can mark all accounts by clicking the button Select all
(3b).

By clicking the Next button, all marked accounts are
converted into the IBAN format.

A new window opens with a report on success of
conversion for marked accounts. All accounts which
were already written in the IBAN format are excluded
from the conversion. Close the window.
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You can set and adjust some functionalities of the address book according to your needs:

e Entry of business partner’s data without the use of address book (also in payment orders),
e Search in the address book by partial name, and
e Use of capital and small letters.

Business partner’s data can be entered into the payment order without using the address book. If you
only enter data into the payment order, they are not saved in the address book. When making a
payment to the same business partner again, instead of using the address book you can duplicate the
payment order from the archive or save the payment order as a template.

File Wiew Communication |Touh Help
;‘. | &I | | % | o Perzonal number (PINY change o | 2 | @ | X1 | IDomestic payments j
195 (Al + 0) . IS 3300 0345 4623 168
@ b k amart card ar 36 kew kest I bﬂ“k EEE LJUELJAMA D.O. j
ﬁ ] poan =
L a = Exchange of smart card or USE key IMDNTH ﬂ Z’ Im R LI I31 R ;I
= Address book {alk + A% e
= Debtor identifiers e | | |
Freparation P " TCRAP | Payment details | E-F Impoet/Export | Balance overview |
. S SDD creditor identifiers = RS = I TR
ieE  orders 3 Database cleanup | SRR LR e
—I— Database backup ety
#  batches ' K.D.D. Dot [N_PERSONALEBANK: ED
Z 50D orders © Search (Cirl+F) Lo Database archiving eminer e = e
G# SDD batches - Currency conversion o P Displaying nolic tiors o cetéicate expivaton En
. 1 Ceitilicals expration nolilicstion [no. of days ure exp.) |14— ED
o files < Service programs * Mesimal rumber of deplayed documents: — [5000
& foms ._. Max ro. of ordersinthe MP SEPAbaick:  [5000
£ (B Payment order LIPS, SLPA Bl
= . Dl acoount number al program starbup:
[ Last selected sccount =l
Dhebios
MAN: [5156 3300 0245 4683 166 1 Dafaslt puspoze code ior the order:
Feeterence: [FIEM =1 ] [cMDT - TRANSFER OF COMMODITIES |
M’;:‘E’: Irf:;;;'l':f";‘;’““ Defah type of debit refesence on UPH SEPADPS oder  [HRC =
w_fn'!: ‘”3:,;;;{:“"“ Dt type of debit refeszrice on UPN SEPA FFS order; [NRC =)
Pumpose code  Purpose §paymert details Urgend ¥ Displagirg notification oo diferart lime zone
[ewer =izl FJ r ¥ Check of adustmeni of time between local computes and serves
[ Review of uneesd messages when indiaslong program
Credior ® W Papmmra coderz
s Paymesd datg R Erity of cieditor/deblor data without the use of address book.
] IS T I % Upon import of MPS balchies, show the naotfication for baich type selec
B | 171 Dedouk ype of SEPA MP batches 1
Reterence: [0 =1 | ] % Open [with a passibilty o preview] =
5} it " Closed [withaut a possibibly to revies)
Pl 4 ' ¥ Displaying nolification on exceaded size of detsbase —
Set set e - 300 M apirnm lloweed size of database in MB: oo
Pink | ok | Em =
R Cancel I
1 The entry of data without the use of 4 Confirm the change.
address book can be activated in the menu 5 When entering a beneficiary data into the
selection Tools > Settings. payment order, the address book doesn’t
2 In the »Settings« window, click the open automatically. If you want to open
Miscellaneous tab. the address book during the completion of
3 Select »Payment Orders - entry of a payment Ordel’, Cl]Ck the »?« button
creditor/debtor data without the use of next to the »Name« field.

address book«.
_1 6_
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Search by the name of business partner or bank is possible by name beginning or by any pattern in the
name.

An example: When search by any pattern in a name is activated, the result of search for »Lj« is also
EBB Ljubljana, while in case of search by hame beginning EBB Ljubljana is a result only for »EB...«.
The default setting is the search by name beginning.

File  Vigw Communicatinannols Help

o | & | | & | on  Personal number (PIN) change o | 2 | @ | 53 | Settings [ 2
{ 1E < (Al + 0 TCPAP | Paymend detsds | EFoms | ImpwlE sance avervew |
R , 515633 seoounts and descriptive M Address book
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1 The search by any pattern in name can be
activated in the menu selection
Tools > Settings.

2 In the »Settings« window, click the
Address book tab.

Select »Search by any pattern in name-«.

w

4 Confirm the change.

TIP
The search by the name beginning can be activated or
deactivated also in the address book, by clicking the

checkmark in the address book window in the upper
middle part (Search by the name beginning).
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Using Capital and Small Letters

Use of capital letters is set as a default option in the address book, while you can activate the use of
capital and small letters in the settings.

File View Communicatinanools Help

Persanal number (PIN) change

Settings (Alk + O)
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Address book (Alk + 03
Debtor identifiers
SDD creditor identifiers
Database cleanup
Database backup

TCPAP | Pagment detsis | Eoms |

IMDNTH My accounts and descriptive names |

E|
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Search (Chrl + F)
Currency conversion

Service programs
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o
_ . Seach by name begnning
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1 The use of capital and small letters can be activated in the menu

selection Tools > Settings.

2 In the »Settings« window, click the Address book tab.

w

4 Confirm the change.

Select »Use of small and capital letters«.
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