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PAYMENTS - HOW TO PAY?

Payments in the Hal E-Bank program are made in three steps. Firstly, orders have to be prepared.
Then, orders have to be combined into batches (if the batch mode’ is used) and signed. Finally, a
batch or orders are sent to a bank or delivered. The image below illustrates the payment procedure.

STEP 1 STEP 2 (BATCH MODE1) STEP 3
PREPARATION SIGNATURE DELIVERY

Prepare a batch and sign it. or
(multiple orders can be combined

into one batch )

Prepare a payment order. Preparation > Orders > Into batch
Preparation > Orders > Enter

Send batch or payment order
STEP 2 (NON-BATCH MODE") to the bank.
SIGNATURE Delivery > Send

) =—=7 )

Sign payment order.
Preparation > Orders > Sign

Payment procedure with Hal E-Bank is practically the same for all payment orders. There are some
specific issues only with SEPA mass payments (MP SEPA). Work with SEPA mass payments is described
in the chapter SEPA mass payments.

In this content section, the UPN/SEPA payment order is used when describing the payment procedure.

Payment orders which are supported in Hal E-Bank are the following:

for domestic payments:

o UPN/SEPA payment order,

o compensation payment order;
for cross-border payments:

o UPN/SEPA payment order,

o VP70 payment order;
for international payments:

o MT101 payment order.



PAYMENTS - HOW TO PAY?

In the first step, you prepare a payment order. You can choose among the following options:

Manual preparation of order: when you are paying to a specific creditor for the first time

and/or in case of one-time payment (page 6),

Duplicating order from archive: for payments already made in the past (page 12),

Importing an order: for orders prepared in other programs (page 13)’,

Payment order from template: for repeating payments (e.g. monthly) (page 14).
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1 Select a debit account.

2 Select a type of payment transaction.? :

. If you want to enter creditor

3 Enter the folder Preparation > Orders. :

4 data into the payment order
Select the Enter command. without the use of address
Select an adequate form.

book, close the payment order
5 Complete the payment order.

When entering creditor name 5a or account number 5b, by
default settings the address book will open, where you (enter and)
select data on creditor.

See tip on use of address book and on possibilities of entry
without the use of address book.

When required data are entered, confirm the order by
clicking OK.
a. (You can proceed with the completion of a new order.)

Finish by clicking Exit.

and deactivate the address
book in the menu selection
Tools > Settings >

Miscellaneous and mark the
option »Payment orders -
entry creditor/debtor data
without the use of address
book«). For more information
on address book, see chapter
ADDRESS BOOK.




PAYMENTS - HOW TO PAY?

Step 2: Sign Order(s)

The signing procedure depends on whether you are using the batch or the non-batch mode. If you can
click Batches on the left menu in the Preparation folder (Preparation > Batches) (A), you are using
the batch mode. Otherwise, you are in the non-batch mode. If you are using the batch mode, you
must put even one order in a batch.
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PAYMENTS - HOW TO PAY?

Batch Mode

In the batch mode, prepared payment orders must be combined into a batch. The latter must be
signed prior to sending to a bank. In case of multi-level signing, a batch has to be signed by one or
more responsible persons with adequate authorizations* prior to sending to a bank.
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1 Select a debit account. b. Ionehordljr, atch
i n the »New batch creation«
2 Select a type of payment '.cransact1on . window, click OK (6b).
3 Enter the folder Preparation > Orders. . .
4 7 Signed batches are located in the folder
Select one or more orders to send to the Preparation > Batches (7a).
5 bank (see tip). If you are the only signatory, the signed

Select the Into batch command. batch is located in the Delivery folder.
If the Into batch command is not activated, (7b).

continue with step 5 on page 8.
6 If you have selected:
a. Multiple orders, TIP
In the »Group signing of selected
orders« window, sign all orders

How can you select multiple orders? While

(button All) or an individual .4 pressing CTRL on the keyboard (for
order (button Individually). individual selection) or SHIFT (for a
Then, in the »New batch group), select orders by using the left
creation« window click OK (6a, mouse key. The selected orders are

6b); highlighted.




PAYMENTS - HOW TO PAY?

Non-batch Mode

Prior to sending to the bank, prepared orders have to be signed. If the Sigh command is visible in the
bottom row (see Figure, step 5), you are using the non-batch mode.
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a. Multiple orders,
In the »Group signing of selected
orders« window, sign
all orders (button All) or an
individual order (button
Individually), then click OK (6a);

[Prepared . |Sum: =5.344,00 EUR=5.574,00 ELIR: [z0.11.200 j
1 Select a debit account. a. One order, click OK (6b).
2 Select a type of payment transaction. ' )
7 Signed orders can be sent to the bank.
. They are located in the folder
3 Enter the folder Preparation > Orders. Preparation > Delivery.
4 Select one or more orders to send to the
bank (see tip).
5 Select the Sign* command. P
6 If you have selected:

How can you select multiple orders? While
pressing CTRL on the keyboard (for individual

selection) or SHIFT (for a group), select orders
by using left mouse key. The selected orders
are highlighted.




PAYMENTS - HOW TO PAY?

Batches (batch mode) or orders (non-batch mode) in the Delivery folder can be sent to the bank. If a
batch or orders are not in the Delivery folder, they probably have to be signed first (»Preparation >
Batches > Sign« or »Preparation > Orders > Sign«).
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1 Select a debit account. receive all latest data on balances and
. rocessed documents (transaction items,
2 Selectatype _Of payment transaction.’ .Etatements and notice(s). Then click Close.
3 Enter the Delivery folder. (If additional warnings show up, close them.)
4 Select a batch (batch mode) or orders (non- 9 Sent orders are located in the archive of
batch mode), which you want to send. orders (Archive > Orders) and they have
5 Select the Send command (Alt + S). the status SENT. Once they are booked,
6 In the »Send« window, confirm that you their status changes to BOOKED (more on
want to send a batch or orders. page 27).
7 In the »Personal identification number (PIN WARNING

code)« window, enter your PIN code and
click OK.

The »Data refreshing« window appears.
Wait until sending of documents and
refreshing is completed. You will also

In order to have your transactions information
updated, we recommend that you refresh them
prior to each review by clicking the £ jcon
(marked with arrow €— in the Figure).

TIP
You can send multiple batches or orders to a bank

at the same time. Select orders or batches, which

you want to send and click Send.




PAYMENTS - OTHER WAYS OF PREPARING PAYMENT ORDERS

You can make preparation of payment orders easier in different ways. In continuation, we will present
how you can duplicate payment orders when completing frequent payments (you can use old orders
from the archive), how you can import them from a file' (for instance, from accounting applications),
and how you can prepare orders by using templates (for monthly payments).

Order can be prepared:

MANUALLY
(entry)
Preparation > Orders > Enter
Complete the order.

BY DUPLICATING
(from an old order)
Archive > Orders > Duplicate
Orders are duplicated into the
Preparation folder > Orders.

BY IMPORTING
(from file)
Preparation > Orders >
Import/Export > Import
Orders are imported
into the folder
Preparation > Orders.

FROM TEMPLATE
Preparation > Orders >
Import/Export > Templates >
Open template
Data is already entered.

-11-



PAYMENTS - OTHER WAYS OF PREPARING PAYMENT ORDERS

You can use an order already sent to the bank once more and avoid entering the same data again.
Look for the order in the archive and duplicate it.
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1 Select a debit account.
2 Select a type of payment transaction.'
3 Enter the folder Archive > Orders.

(You have to make sure that you have set the adequate time period for displaying data -
marked with €= in the Figure.)

Find and select order(s).
Select the Duplicate command.

More accounts: In the “Duplicate” window, select the account to which you wish
to duplicate the order(s) to. The selection is confirmed by clicking the OK button.
One account: When you select the Duplicate command you receive a message
about the successful duplication of an order on your account.

7 A notification on the number of duplicated documents and the account, where the
documents are duplicated. Close the notification.

8 The duplicated order is located in the folder Preparation > Orders below the
debit account selected in step 6. If you have duplicated an order that is no longer
valid (e.g. a special payment slip or BNO2 payment order), the data from such
order are copied to the UPN/SEPA order. Of course, you can correct data.

oy U1 A

-12-



PAYMENTS - OTHER WAYS OF PREPARING PAYMENT ORDERS

Payment orders can be prepared in other programs and then imported into Hal E-Bank. For more

information on import/export formats visit:
payments, see the chapter SEPA mass payments.

For import of SEPA mass
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window, find and select a file and click
Open. A notification about the number

of documents read opens. Close the

window.

If you want to correct orders, mark them and
click Open or double-click the order (see
page 6).

|Prepared ... [Marked records Mo: 02 [Sum: - [=574,00 ELR
1 Select a debit account.
2 Select a type of payment transaction.'
3 Enter the folder Preparation > Orders. TIP
4 ISelecttthe command Import/Export > By right-clicking the field
5 mport. ) ) containing a list of orders, you
In the ~Select import file name« can access the menu located in

the grey row at the bottom
border of the application faster

(marked with arrow on the

Figure).

13-


http://wwweng.halcom.si/index.php?section=33

PAYMENTS - OTHER WAYS OF PREPARING PAYMENT ORDERS

Additional option of setting import/export converters

Import/export converters can be set also during data import/export itself in the folder Preparation

(in addition to converter settings via the menu Tools > Settings or by using the Alt + O command). In
Preparation of orders/batches in the bottom toolbar, select the command (Im/Ex)port >
Import/Export settings (1). The same window for settings opens up as if you are accessing the window
via the menu Tools > Settings (Alt + O) (2). For the Export option, the data on default export
converter (3) is also displayed, which you can reset via Import/Export settings. The program

automatically recognizes the import format as the orders are imported. If you do not wish the program
to do that, deselect the option of automatic recognition of import file formats (4).
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PAYMENTS - OTHER WAYS OF PREPARING PAYMENT ORDERS

Hal E-Bank enables the use of template orders prepared in advancel. Templates can make entry of
repeated orders easier, as for instance in case of payments of regular monthly obligations. Only
previously saved templates can be used.

How to Use a Template?

File “iews Communicakion  Tools  Help

# & me Wi B

‘E?Bf. | @ﬁ| i ‘ ‘ 7 ‘ o ‘ =32 | IDDmesticpayments (2) j

* EBB LJUBLJANA D_.0.0. , SIS 3300 0000 0000 055
TRZASKA 118 1000 LIUBLJANA I (FBbank Eee e jons D00 @ j
[FReE R b= | TR | SR

t# Order preparation

Marked records Ma: 1/2
Sum: =344 00 ELIR/=574.00 EUR 4 Search

| Yaluedpaym.., | Credit | ﬁl‘-.mountl Curre... | FPayment detailz | Statuz | Our reference | Fartrer's refere
e T S (D
DEZEL.. R con Cpenthe template x|

Template name . |
Inovice 1

Salan 1

Irnpott
Expart (DPS arder, XML SEPA)
Importfexport settings., ..

1 5 il:lpen I Cancel

Open template

W Templates
Save kemplate

Prepared ... Marke___Edit template Sum: =344,00 ELR{=574,00 ELUR:

1 Select a debit account. A notification on numbgr of

2 Select a type of payment transaction.? ggﬁ?i?ne;nits read from file opens.

3 Enter the folder Preparation > Orders. ) .

4 6 Orders from a template will be created
_Srelectl t?e csnamanc: Imp?rtt/ Export > with the status TEMPLATE. If after the
(/}?L"so‘;, f(ie:ationlﬁlr; tﬁrr:;\ppl;eeéxists 5 cancellation of the forms special payment
appears, two procedures for preparing slip and BNO2 F’ayme.“t OLder youlhave ith
templates from prepared orders and for used as a starting point the template W,]t
preparing templates from archived orders thos? two form types, the new order will
are described in Continuation.) be dlSplayed mn the fOf'm Of the UPN/SEPA

5 In the »Open template« window, form.

select a template (or several
templates with the Ctrl + A, Ctrl or
Shift command) which you want to
use and click Open.

Open orders. If necessary, correct them
(e.g. amount and reference) and confirm
them. The rest of the process is the same
as for manual entry of orders (page 6).
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PAYMENTS - OTHER WAYS OF PREPARING PAYMENT ORDERS

How to Prepare a Template from Prepared Orders?

File Wiew Communication Tools Help

# B ms W aB

= | £ﬁ| i ‘ ‘ 7 ‘ T ‘ Dy | IDomesticpayments (2) j

* EBB LJUBLJANA D.0.0. . SIBE 3300 0000 0000 052
TRZASKA 118 1000 LJUBLJANA (F@bank  Ege LiuBLIANA D.OD. j
|FREE R b | ST | R
= % Order preparation
Preparation Marked records Ma: 1/2
Sum; 344,00 EUR/=574,00 EUR L Search
| Yaluedpaym.., | Credit | .i‘-.mountl Curre... | Fayment detailz | Statuz | Our reference I Fartrer's refere
0512202 HvPO .. =230.00 EUR [iELLOCT i FEFEARET =159 S100 230
(4 R TN x

b
- 6 " Create new template

Template name

|Invu:uiu:e 3

= Select and overwrite existing b _ x|

Template name
Drelivery Ihovice 1
Invoice 2
Salam 1

o

:l Mo, of exported documents: 1.

(6a)or |

Impoart

Expart (DPS arder, XML SEPA)

Importfexport settings. .. [TE bank ': 6 :-ISave I Cancel |
ﬂi%

[Prepared .. Marke

Edit template [Sum: =344,00 ELR/=574,00 ELR:

Select a debit account.
Select a type of payment transaction.'
Enter the folder Preparation > Orders.

Select prepared order(s) (see tip).

(You can save an individual order or multiple orders in a template.)
Select the command Import/Export > Templates > Save
template.

In the »Save template« window, enter the template’s name in the
field »Name of template« and click Save.

A notification on number of exported documents will appear.
Confirm it (6a).

o Ul A WN =

© TIP
How can you select multiple orders? While pressing
CTRL on the keyboard (for individual selection) or

SHIFT (for a group), select orders by using the left
mouse key. The selected orders are highlighted.
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PAYMENTS - OTHER WAYS OF PREPARING PAYMENT ORDERS

How to Prepare a Template from Archived Orders?

ﬁ|&‘|||@|ﬁ:’3l|%|§|£ﬁ|?||?|@|$§||Domesticpayments (z) j
v ERE LIUBLIANA DO |bank‘ EEE LIUBLIANA DO @ j

W@ bank TRZASKA 118 1000 LIUBLJANA

[FREE b= | S | XY
= # Orders archive
Preparation Marked records Ma: 1/23
. = Sum: =5.000,00 EUR/=90.039.825,20 EUR Q4 Search
Delive | Value/paym... T | Credit | ﬁmnuntl Curre... | Paprment details | Status | Qur reference | Parther's refer 4
- ElIvery A011.2012 DEZEL... =344 00 ELl e RS
(4 IS I x|
26.09.2012 DEZEL... =EEE.00  ELIF
2e09.2012 KDD-K... —45R,00 ELIF @ Create new template
2R09.z2mz2 KD BA. =4 BR300 ELF Template name
2e.09.2012 HYPO ... =8.523.00 EUF -
2h.09.2012 MO, =4.444.00 ELIF Ilm“”CE 3
209202 DELAY... =789.00 ELIF
2509201 2 ABAME. =72900 ELF  Select and ovenarite existing te=tots
2e.09.2012 DEZEL... =444.00 ELIF Template name _ x|
2h.09.2012 DEL&Y... =245,00 ELIF Travios |
24.09.202 GORE... =458,00 ELIF rvoioe 2 .
24.09.20012 GORE... =25.00 ELF Imvice 3 I | Mo. of exported documents: 1,
24092012 DEL&Y. . =4500 ELIF S alar | .
13122011 ABAME... =3.001.00 EUF ¥
13122011 MO, . =800,00 ELF
12122011 NOWA, .. =2000,00 ELI @
o 25.11.2011 ABAME. =3.001.00 EUF e
L 25‘]12|:|‘|‘| [N Imivry =2E 20 __FILIF T r

Infa 25.11.2011 Exzport (DRS order, XML SERA) 5199
25.11.2011 Export settings... LTI bank ( 6 )5ave | Cancel | 5105 1236
25.11.2011

Export kemplates

THET. JXIT T . quul T SI00 333 7

[Prepared ... [Marked records Mo: 123 [Surn: =5,000,00 ELR=20.039.528,20 ELR

Select a debit account.
Select a type of payment transaction.’
Enter the folder Archive > Orders.

Select prepared order(s). (You can save an individual order or
multiple orders in a template.)

Select the command Export > Export templates.

In the »Save template« window, enter the template’s name in the
field »Name of template« and click Save.

A notification on nhumber of exported documents will appear.
Confirm it (6a).

oUl AWN-=

© TIP

How can you select multiple orders? While pressing
CTRL on the keyboard (for individual selection) or

SHIFT (for a group), select orders by using the left
mouse key. The selected orders are highlighted.




PAYMENTS - WORKING WITH ORDERS

In this chapter, you will learn how to correct, delete or exclude already prepared payment orders
from a batch. The procedures for these tasks differ depending on the mode of work (batch mode/non-
batch mode). Procedures for working with orders in the MP SEPA batch are described in the chapter

SEPA Mass Payments.

Prepared orders can be:
in batch mode:

CORRECTED'
Preparation > Batches > Open > Open >
Orders in the batch > Open
The corrected order remains in the
batch.

EXCLUDED'
Preparation > Batches > Open > Open >
Orders in the batch > Exclude
The order returns to the Preparation
folder.

DELETED'
Preparation > Batches > Open > Open >
Orders in the batch > Delete
The order is permanently deleted.

in non-batch mode:

CORRECTED?
Preparation > Orders > Open
The corrected order must be signed
(Preparation>Orders>Sign).
DELETED?

Preparation > Orders > Delete
The order is permanently deleted.

-18-



PAYMENTS - WORKING WITH ORDERS

Payment orders can be corrected. The procedure depends on the status of an order.

File Wiew Communication Tools  Help
#Bmle Ma e ® e g v B 9 R [oomstpmmens (5

* EBB LIUBLJANA D.0.0O. . SISE 3300 0000 0000 055
— . TRZASKA 118 1000 LIUBLJANA I "-‘ﬂ"k EEE LJUELJAMNA OLOU0, j
(hal@bank

[Free B = | A | EXEEF R
= % QOrder preparation e

Preparation tarked records Mo 1/2
Sum: =1.250.00 ELIR/=1.534 00 ELIR

.4 | Credit | .&mountl [} | D v fiemen
DEZEL... =34400 EL EAio0 3300 0800 0008 834 ]
120000 E L ) -

Mam: [EEE LIUBLIANA D00
Address: [TREAEA 118

ity [1000 LIUGLIANA
Coundry: [ELOVENR ]

Purpase codé  Purpose § payment details Urgest

cwor =3 [urn F' r

Canditor
Mmount FPayment date Banik BIC

ELR 13a000] [os127012 3= [ReeEsad

1AM [E556 0100 0000 3300 023 1]

Faference: [ 51 =] 50 | ]

Nare: [P0 ALPE-ADRIABANE D T t
Addredss IDUBAJSHA 117

Cit: [1000 LJUSLIANA
Courery. | SLOVENIA =

Infa Pr ﬁm o EM
I jﬂ Page L from 2 ﬂ:l

[Prepared .. [Marked records No: 12 |Sum: =1,250,00 ELIR=1.534,00 ELIR

Select a debit account.

Select a type of payment transaction.’

Enter the folder Preparation > Orders.

Select the order (4a). If the order has the status PREPARED (it is not
signed yet), continue with step 5.

If the order has the status VERIFIED (the order is already signed), it has
to be unsigned first.

Select the Unsign command (4b).

(If the Unsign command is not on the list of commands, you are using
the batch mode; you can continue with step 5.)

AWN =

Select the Open command (see tip).
Correct the order and click OK.

o Ul

TIP

How can you open an order faster?

. _Place your mouse on the order and

double-click it.
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PAYMENTS - WORKING WITH ORDERS

Payment orders can be deleted. The procedure depends on the status of an order.

File Wiew Communication Tools  Help

ﬁ|&.||$|%3l|%|‘@=§|£ﬁ|'ﬁ?||?|@|3§||Domesticpayments (2) =l
w EBBE LJUBLJAMA D.0O.0. . SI5E 3300 0000 D000 028

TREZASKA 118 1000 LJUBLJAMA I b‘mk EEE LJUELJAMA D.O.O. @ j
[FREE R b | SR | TR

= # Order preparation

Preparation Marked records Mo: 143
. Sum: =800,00 EUR/=2.334,00 ELUR Q Search
| Walue/paym.., 7 | Credit | .t’-‘-.mountl Curre... | Fayment details | Status | Our reference | Fartrer's refere
03122012 DEZEL. .. =34400 EUR JPM FREFPARED 5199
06122012 HYPO ... =1.260,00 EUR LUPM PREPARED 5[99
@[IE. 2 MO, =800.00 EUR MY TEMP 1236 PREFPARED SI05 1236 SI05 1236
LY
£

./'-_-'\.
I | Do vou really want o delete selected no, of docurents [ 1 )7

B b
1 6 i‘fes I ]

Ifo

4b 5
[Prepared .. [Marked records Mo: 13 |[5um: =500, 00 EURf=2.394,00 ELR 30

1 Select a debit account.

2 Select a type of payment transaction.'

3 Enter the folder Preparation > Orders.

4 Select the order (4a). If the order has the status PREPARED (it is not
signed yet) or the status TEMPLATE, continue with step 5.
If the order has the status VERIFIED (it is already signed), it has to be
unsigned first.
Select the command Unsign (Alt + D) (4b).
(If the Unsign command is not on the list of commands, you are using the
batch mode, you can continue with step 5.)

5 Select the Delete command (see tip).

6 Confirm order deletion.

Selected orders can be deleted by using the

»Delete« button. The Delete command is also
available by right-clicking the order, which you
want to delete.
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PAYMENTS - WORKING WITH ORDERS

Payment orders in batches can be corrected, excluded, deleted or you can add new orders into the
batch. The procedure depends on the status of an order.
A batch has to be opened first; then, you can correct, exclude, delete or add individual orders.

Batch Opening

File “iew Communication Tools Help

Zeale ® e s|®

%|£&|?|| 7] |@|8§| IDumesticpayments @ j

* EBB LJUBLJANA D.O.O. . SI56 3300 0000 0000 08
(T[c P TRZASKA 118 1000 LIUBLIANA (T©bank  gepLaBLIaNADOD v
Jban
e [FREE R I | EEST R | EEEEERd
= 7 Batches preparation

Preparation tarked records Mo 1/7
Surn: =1.500.00 ELR/=3.637 00 ELIR

ayment orders
SEPRA batch - open 3
P SEPS batch - closed 3 Batch elsiance: [2511°2011 128006 Dars Biodna
MF SERA batch - apen 3 )
MP SEP4 batch - apen 3 faclt JSEHORAERTEER
P SEPA batch - open 10 e pos SN N D
DPS Payment orders 1 e e eders in batch:

1
(Dieketiry datecoarsry: 25112001

Checksum: 1.500,00 EUR
Batch prepared Daja Brodik.
w7 Bokch eaion s 25112011 1240
Baich shahus: WAITING FOR SIGNATURE
Delivery Baich siahus change date:  25.11.2011 1238

S @ Eonlucla Ll rimsirye] INETETES

[Prepared ... [Marked records Mo: 17 |Sum: =1,500,00 EUR/=3.637,00 ELIR.

1 Select a debit account.

2 Select a type of payment transaction.'

3 Enter the folder Preparation > Batches. TiP

4 Select a batch (4a). If the batch has the status How can you open a batch faster?
PREPARED (it is not signed yet), continue with step 5. Place your mouse on the batch and
If the batch has the status VERIFIED (it is already double-click it.
signed) or the status IN SIGNING, it has to be unsigned
first.

Select the Unsign command (4b).

5 Double-click the batch or select the command Open >
Open (Ctrl + O) (see tip).

6 In the »Batch opening« window, click Orders in the
batch.
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Correcting Orders in Batch

The corrected orders remain in the batch.

File Wiew Communicakion  Tools  Help

a8 m 8

alal
100l

2| v | =

* EBB LIUBLJANA D.0.0.
TRZASKA 118 1000 LIUBLJANA

r.fﬂ@ bank

| 7] | o | Dy | IDu:umestiu: payrnents j
| m@sank 255 iR 552 -
[FREE R b= | TR | SR

=

Preparation

7 Batches preparation CEETT

Marked records Moz 1410 [P [12 12 13 2416 Doarin Brccivi: n—hﬁ-l

Sum: =2.050,00 ELIR/=27 477, 00 ELIR: T T
Documents bype | Wumber of d. our LR
DPS Payment orders 1 i
MP SEPA batch -
MP SEPA batch -
P SER& batch - o s
P SEPA batch -
MP SEPA hatch -

papmeent orders ]

" Usgert
DFS Payment Iﬂ L
MF SERP batch
P SEPS batch - of seresart Barsiee
— R G L — I '
DFS Papment arders o i —

Infia

Cpen
Reference

Uiz

[Prepared ... [Marked records No: 1710 Sum: =2.050,00 ELIR/=27.477,00 ELR.

(1-6 Batch opening - see page 21.)

7 Select the order to correct.

8 Double-click the order or select the Open command.

9 Correct the order and click OK.

10 In the »Batch editing/Batch payments orders« window, select the OK command.
11 In the »Batch editing« window, click OK once again.

-22-



PAYMENTS - WORKING WITH ORDERS

Excluding Orders from Batch

You should use exclusion of orders from a batch wh

en you want to exclude specific orders from a

batch but not delete them permanently. The excluded orders will then wait for you in the folder

Preparation > Orders.

File Wiew Communication Tools  Help

algl
{00]]

2g v 8|7

slelmlsw el o

T | =2 | IDomestic payments

* EBB LIUBLJANA D.0O.0.
TRZASKA 118 1000 LIUBLJANA

lFlEbank Egg) uBLIANA DO

SI5E 3300 0000 0000 022

1 er kst ol prasest prders deoen sk

meszagdes

[FREE [
- Fagh i RBIRIGRIEPEG S (el ] P G |
= 7 Batches preparation Bumen g BawiceD e sruens
Preparation Marked records No: 1410 e ® s
e Sum: =2.394,00 EUR/<27.821,00 EUR T, S
D SISEE Documents type | Mumber of d... | Checksum | Status ﬁrm«“‘ﬂ:m ;:::ﬁ:: B
@d batches MP SEF batch - open 10 7.89500 WERIFIED . o]
o DPS Payment orders 1 230,00 PREPARED
=4 300 ord
tﬁ' SN (4P SEPA batch - open 789500 PREPARED R R
g SDD batehes | 1P SEPA batch - open 7.895.00 PREPARED : . ) .
: 5 239400 PREPARED 3 " .
i fles PREFARED ; % . X
& foms FREPARED
VERIFIED x| o

[T pee—— % 0 05 0000 8 i CH P e e n
R sy St e 28.11.2011 08:28:12 Darja Brodnik.
e T =] emre] ey | IF]
[P pe——— Damn B h
W SR e muaarm
LTy Pa O
Boh i chawge duis maEAre
or d e M i g DR
Lt st e ey e gk ke
M 1 4
L4 ] =
X ] Hd
= = | E
c [ P Pt
O==
Open & Import & Sign AN 8 Exclude Unbind Delete Prewiem Frint Other., &
[Prepared ... [Marked records Mo: 1/10 [Sum: =2.294,00 EURJ=27.821,00 ELR [ao.11.2

(1-6 Batch opening - see page 21.)

7 Select the batch from which you want to exclude orders.

8 Select the Exclude command.

9 The window “Exclusion of payment orders from batch” opens. Select the command List of
orders in batch (a).

10The window "Exclusion of payments orders from batch/Batch payment orders" opens. Select
the order that you want to exclude (b) and select the Exclude (c) command. The order that
you excluded is no longer displayed. You can view it by opening the tab Excluded payment
orders. Confirm the exclusion (d).

11 The window "Exclusion of payment orders from batch" opens. In the upper right part of the
window, you can view the statistics on the exclusion of orders (e). Using the OK command (f),

you can confirm the exclusion of the order from the batch.
(Excluded orders are located in the folder Preparation > Orders.)

TIP

How can you select multiple orders? While pressing
CTRL on the keyboard (for individual selection) or

SHIFT (for a group), select orders by using the left
mouse key. The selected orders are highlighted.




PAYMENTS - WORKING WITH ORDERS

Deleting Orders from Batch

You should use deletion of orders from a batch when you want to permanently delete selected orders.

File “Wiew Communicakion  Tools  Help

#| & @ & e 7w B 2| 8| R [conescpmmmens =
v EEBZAL'SIEE?%NFU&DUDUBUANA I-""""' BB LIUBLIANA, 0.0.0. j

[FREE B = | EE TR | R
# Batches preparation

Marked records Mo: 110
Surn; =2,334,00 EUR/=27.821,00 ELR

Documents bype | Mumber of d... | Checkzum | Statuz I Creation date | Reference . |
P SEPA batch - open 10 7839500 ERIFIED 02042012 02.04. 2012 171:05:41 D arja Bradnik
DFS Papment orders 1 230,00 PREF&RED 0312202 03122012 12:10:43 Darja Brodnik,

MP SEP batch - open 10 783500 PREPARED na1z.zmaz 03122012 1:3:25:02 D arja Brodnik,
bdE' SEP batch - Dpen 10 ?895 EII:I FREFARED D3122D12 0312 201213 29:35 Darja Brodnik

i F'a 3 i 'REFARED 03.12. 312 20012 13:35:16 Darja Brodnik
FREFARED 13122011 1312 2011 08:43:10 Darja Brodnik
FARED 1312201 1312 2017 08:45:11 D arja Brodnik
IFIED 13122011 13.12.2017 08:55:49 D arja Erodnik

TIkI= COD I OE 11 N1 AR 11 W1 10 ANOC T == DemAenil

.._-Im | mnm Ipq_-mm |~§

LIFH

Diawya Brodedc.
mizanzea
FREPARED
LRFF FRTE A

petete =

'9 Do you really wank to delete selected no. of documents [ 1 17

(@)=

Infia

4l | L]
L rizizin d ‘j Dot | Exchde Al | Ohorgevdmpamentdde | Preiew | P |
[Prepared .. [Marked records b =S 1 |
Bl

(1-6 Batch opening - see page 21.)

7 Select the batch, from which you would like to delete orders.

8 If you double-click or use the Open command (a) the "Batch editing" window opens. Select the
command List of orders in the batch (b).

9 The window "Batch editing/Batch payment orders" opens. Select the order you would like to
delete (c) and select Delete (d).

10 Confirm the deletion of the order. The data of the deleted order disappear from the screen.
11 To confirm orders in the batch, select OK.
12 To confirm the general data of the batch, select OK.

(Orders are permanently deleted. Batch data are changed.)

TIP

Selected orders can be deleted by using the »Delete«

button. The Delete command is also available by right-
clicking the order you want to delete.




PAYMENTS - CANCELLATION AND ORDER STATUSES
Cancellation and Order Statuses

In this chapter, you will learn how to cancel orders that have already been sent to the bank and how
to check whether sent orders were booked, cancelled or rejected.

Order can be prepared:

MANUALLY
(entry)
Preparation > Orders > Enter
Complete the order.

BY DUPLICATING
(from an old order)
Archive > Orders > Duplicate
Orders are duplicated into the
folder
Preparation > Orders.

BY IMPORTING
(from file)
Preparation > Orders >
Import/Export > Import
Orders are imported into the
Preparation folder > Orders.

FROM TEMPLATE
Preparation > Orders >
Import/Export > Templates >
Open template
Data is already entered.

Prepared orders can be:

in batch mode:

CORRECTED'
Preparation > Batches > Open > Open
Orders in the batch > Open
The corrected order remains in the
batch.

EXCLUDED?
Preparation > Batches > Open > Open
Orders in the batch > Exclude
The order returns to the Preparation
folder.

DELETED?
Preparation > Batches > Open > Open
Orders in the batch > Delete
Order is permanently deleted.

in non-batch mode:
CORRECTED?
Preparation > Orders > Open
The corrected order must be signed
(Preparation>QOrders>Sign).

DELETED?
Preparation > Orders > Delete
Order is permanently deleted.

Sent order can be:

CANCELLED
Archive > Orders > Cancellation
It can be cancelled as long as it
doesn’t have the »BOOKED«
status.

VERIFY STATUS IN ARCHIVE
OF ORDERS
Archive > Orders
Search the list of orders
(pay attention to the selected
time period).

1 A batch should not be signed. If it is signed (having the status VERIFIED), it has to be unsigned first (Preparation > Batches > Unsign).
2 If the order has the status VERIFIED, you have to unsign it (Preparation > Orders > Unsign). -25-



PAYMENTS - CANCELLATION AND ORDER STATUSES

Payment orders with the value/payment date in the future can be successfully cancelled. On the
other hand, a bank can ensure a successful cancellation of orders having a current value/payment
date only if the cancellation is required on time.

File Wiew Communication Tools Help

# Blme Wia B

‘@=§|$e|?|| 7 | @|3§| IDDmesticpavments (2) j

* EBB LJUBLJANA D.D.O. . SI5E 3300 0000 0000 028
(hal®bank TRZASKA 118 1000 LIUBLJANA (Bbank e LiueLiens D00 v
ﬁ ] yoan =
- [FReE R i | CEE R | CREE S Y

=2

-

Dielivery

# Orders archive

Marked records No: 1414
Sum: =5.000,00 EUR/=27.391.00 ELUR

C} Search

DEZELMA B,

0
=BRE,00

26.09.2012 DEZELMA BANK.:: IM CAMCELLATION
26.09.202 KDD-KLIRINGKD =456.00 EUR D5A IN CANMCELLATION
26.09.202 KD BaMEAD.D. =45E3.00 EUR F5 SENT
25.03.2M2 HYPO &ALPE-ADR.. =8.523.00 EUR GRS SENT
25.09.2012 MO KREDITH... =4.44400 EUR FDS SENT
B arders 25.09.2012 DELAVSKA HRA.. =783.00 EUR HJFK. SENT
2T personal number (PINcode) Bl ootoreiceso -
8 5DD orders Sent ordens cancellation
£ S beihes bank Ho. of cedes cancelation requedts tent 1 |
& files mmm;ﬁf&w&%ﬁﬁim
Dighal certificate
& foms et Darja Brodrik, HALCOM D.0.
1% Messages er. no; 0954 88
i e
Irsert smart card into reader or USB key inko USE part __|_|
and enter pour peisonal number: | J v
xxxxxx @-l 0k | Cancel ] [ Refieshing data i frithed
(TEbank «Back (7 )owse |
Open = Export & Duplicate @)Cancellation Delete Freview Frint
|Prepared ... [Marked records Moz 1/14 [Sum: =5.000,00 EUR/=27.391,00 ELR 5. |
1 Select a debit account.
2 Select a type of payment transaction.'
3 Enter the folder Archive > Orders.
4 Select the order to cancel (it has to have the SENT status, while SDD orders may also have the
status IN PROCEDURE).
5 Select the Cancellation command (see tip).
6 Enter your personal identification number (PIN code) and confirm the entry.
7 Wait until connecting to the bank server is completed and then click Close.

(The order’s status changes from »SENT<« to »IN CANCELLATION« and it changes color from grey to
red. By doing this, the order is not yet finally cancelled at a bank. Pay attention to the order’s status
and check it several times!

If a bank conducts a cancellation, the order’s status changes into CANCELLED and it gets colored
grey.)

TIP

You can find the Cancel command

by right-clicking the order to
cancel.
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PAYMENTS - CANCELLATION AND ORDER STATUSES

In the archive of orders, you can check whether the orders sent to the bank were booked, cancelled or

rejected.
File Wiew Communicakion  Tools  Help
e @ el a = | B 7 F R oomestcpsymens (2) [~
w+ EBE LJUBLJANA D.D.O. . SIGE 3300 0000 0000 088
TRZASKA 118 1000 LIUBLJANA I""'"" EEE LUUBLJANA 0.0, j
[FReE ] Az (4) « [z .|
= % Orders archive
Preparation Marked records Mo 0424
ol Sum: - /=30.041 517,20 EUR Q Search
| Yaluedpam., T | Credit | f-‘-.rnountl Curre... | Fayrment detailz | Statuz | Cur reference |
05122012 BEANKA VIFS DD, =1.78900 EUR DB WOW.12 IMY.1236 SENT
30.11.2012 DEZELMA BANE.. =34400 EUR  UPN SENT
3011.2012 YOSEENKA DD 00000 EUR  IMY. £259 IN CANCELLATION
26.03.2012 DEZELMA BANEK. . =£E600 EUR &l IM CAMCELLATION
25.09.2012 KDD-KLIRINGKD .. =456,00 EUR  DS& IN CAMCELLATION
25.09.2012 KD BAMNES DD, =4RE3I00 EUR  FS IN CANCELLATION
25.03.2012 HYPO ALPE-40R... =852300 EUR  GDS SENT
25.09.2012 NOWa KREDITH... =4.44400 EUR  FDS SENT
25.03.2012 DELAWSKA HRA, =783.00 EUR  HIK SEMT
25.03.2012 AEANKA YIRS D0, =799.00 EUR  HHH SEMT
25.09.2012 DEZELMA BANE.. =444,00 EUR  PREMOS BLAGA SENT
25.09.2012 DELAYSKA HRA, =84500 EUR  FFF SEMT
24.03.2012 GOREMJSES BA. =45300 EUR  EE SENT 5199
24.09.2012 GOREMJSKS BA. . =2500 EUR GG SENT 5199
24.03.2012 DELAWSKA HRA, =4500 EUR 55 SENT 5199
13.12.2011 AEANKA VIFA DD, =2.001,00 EUR  IMWOICE 123 BOOKED
13.12.2011 NOW KREDITN... =80000 EUR  INW TEMP 1236 BOOKED 5105 1236
s 12122011 NI LILELIAN. 200000 EUR [Ny 222 NOT ACKNOWLED . 5100222
. 25.11.2011 AEANKA VIFA DD, =2.001.00 EUR  IMWOICE 123 BOOKED
Ifo 25.11.2011 NOWE LILBLIAN. . =520 EUR  DBYEZNOSTI 10/2010 CAMCELLED 5100 46
25.11.2011 ABAMKAWIPADD.  =9000000. EUR  REJECT 939 REJECTED 5193
25.11.2011 NOWa KREDITH... =80000 EUR  INW TEMP 1236 BOOKED 5105 1236
25.11.2011 BKS BANK AG B... =801.00 EUR  Pav. 333 TEMP. BOOKED
25.11.2011 N LILBLIAN. 200000 EUR Iy 222 BOOKED 5100 222
sdnof — Duplizais Cangzllaior Lzl el ERTEL FiriE
|Prepared ... [Marked records Mo: 0f24 |Sum: - j=90.041.617,20 ELR |
. WARNING
1 Select a debit account. : .
2 <el ¢ 4 The data available in Hal E-
elect a type of payment transaction. Bank (balances, transactions,
4 Select a time period, in order to reduce the list of orders and are saved locally, on your
simplify the search of a requested order. disk. In order for your data to
5 Verify the status remain updated, refresh them

The meaning of basic statuses:
- SENT, IN PROCEDURE: The order has been sent to the bank and is

bv clickino £¥.

waiting to be processed. (If the order has a date of payment or
debit date in advance, its status will be SENT or IN PROCEDURE. A
bank will process it on the maturity date.)

- REJECTED: The order has been rejected by the bank. The bank
tried to process the order, but the payment has not been and will
not be made (see Warning).

- CANCELLED: The order has been successfully cancelled even before
the processing at the bank. The payment has not been made.

- IN CANCELLATION: The order has not been finally cancelled at the
bank.

- BOOKED: The bank has processed the order and the payment has
been successfully made.

WARNING
The reason for order rejection

is written in the rejected
transaction item. The rejected
transaction item is written in
grey color in the folder
Review > Transactions. If you
open the rejected transaction
item (double-click the
transaction item or use the
Open command), you can read
the reason for rejection in the
bottom row of the form.




Quick guide
Payments in Hal E-Bank are made in three steps. The image below illustrates the payment procedure.

STEP 1

STEP 2 (BATCH MODE")
PREPARATION

SIGNATURE

STEP 3

DELIVERY
, - )
— Prepare a batch and sign it. :
: (one or multiple orders can be combined

into one batch) o
Prepare a payment order. Preparation > Orders > Into batch

Preparation > Orders > Enter -

Order can be prepared:

MANUALLY
(entry)

Preparation > Orders > Enter

Complete the order.

BY DUPLICATING
(from an old order)
Archive > Orders > Duplicate

Orders are duplicated into the

folder
Preparation > Orders.

BY IMPORTING
(from file)
Preparation > Orders >
Import/Export > Import
Orders are imported into
the folder Preparation >
Orders.

FROM TEMPLATE
Preparation > Orders >
Import/Export > Templates >
Open template
Data is already entered.

STEP 2 (NON-BATCH MODE")
SIGNATURE

-

Sign payment order.
Preparation > Orders > Sign

Prepared orders can be:

in batch mode:

CORRECTED?
Preparation > Batches > Open > Open >
Orders in the batch > Open
The corrected order remains in the
batch.

EXCLUDED?
Preparation > Batches > Open > Open >
Orders in the batch > Exclude
The order returns to the Preparation
folder.
DELETED?
Preparation > Batches > Open > Open >
Orders in the batch > Delete
The order is permanently deleted.

in non-batch mode:

CORRECTED?
Preparation > Orders > Open
The corrected order must be signed
(Preparation>Orders>Sign).

DELETED?
Preparation > Orders > Delete
The order is permanently deleted.

al

Send batch or order to the
bank.
Delivery > Send

Sent order can be:

CANCELLED
Archive > Orders > Cancellation
It can be cancelled as long as it
doesn’t have the »BOOKED«
status.

VERIFY STATUS IN ARCHIVE
OF ORDERS
Archive > Orders
Search the list of orders (pay
attention to the selected time
period).
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In this section, you will learn how to prepare SEPA mass payments (MP SEPA), import them into Hal E-
Bank, manually prepare MP SEPA batches from prepared orders in preparation, review them, send them
to bank, cancel, etc. MP SEPA have replaced the previous transactions with NPl DC (New payment
instruments - direct credits).

The MP SEPA batch represents an n-number of payment orders, which you prepare in the back-office
application and combine them into the MP SEPA batch. The MP SEPA batch is imported into the electronic
bank and sent to a bank for execution. The MP SEPA batch can also be prepared manually from orders
in preparation. For the received MP SEPA batch, a bank sends for all orders only one (summary) debit
item. A bank can also entirely reject the MP SEPA batch

In order to work with the MP SEPA batches, you need the authorization for working with a selected
account (batch preparation, signing, sending data, reviewing).

Import of the MP SEPA batch and manual preparation of the batch are enabled in the Domestic payments
channel.

At import or manual preparation of the MP SEPA batch, you can choose between the import/preparation
of closed or open MP SEPA batch (details in continuation).

WARNING
Not all banks support transactions with the MP SEPA batches. In that case working with MP
SEPA batches is disabled.

A bank may also support the functionality only partially - for example, it may only support
import MP SEPA batches, while it may not support the manual preparation of the MP SEPA
batch from orders in preparation. In this case, it is not possible to prepare MP SEPA batches
from prepared orders.
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PAMENTS-SPAMASSPAWENTS
Preparation of MP SEPA Batch for import

The MP SEPA batch is prepared for import in the back-office application. During preparation, consider
the instructions for preparation of the MP SEPA batch, as otherwise the batch with MP SEPA payments

will be rejected at import. Detailed description of MP SEPA batch preparation is available on
Halcom’s website.
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http://www.halcom.si/halcom_exp/UserFiles/File/Navodila_Priprava_paketaMP_SEPA_ENG.pdf

CPAMENTSSSEPAMASSPAYENTS
Authorizations for Working with MP SEPA Batches

For importing, signing, reviewing and sending MP SEPA batches, you need authorizations for
performing domestic payments for a selected account, which contains the following authorizations for
working with batches:

e preparation and review of batches,

e signing,

e sending.
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PAMENTS-SPAMASSPAMENTS
Importing MP SEPA batch

Import of the MP SEPA batch is similar to the import of orders. The import is enabled in the channel
Domestic payments. Prior to importing the MP SEPA batch, make sure that you have in the import
converter settings at »Import MP SEPA batches as ordinary orders« set the selected value »NO«.
Otherwise, the MP SEPA batch will be imported as a batch with ordinary orders.’

At import of the MP SEPA batch, decide in which format you will import the MP SEPA batch. You can
choose between options of importing open or closed MP SEPA batch. The default value of the batch
type can also be set in Settings (Alt + O), the Miscellaneous tab (see Additional tools and settings).

If you are deciding for import of the MP SEPA batch - open, in continuation of your work you will be
able to review orders from the batch. If you decide for the import of the MP SEPA batch - closed,
reviewing of individual orders from the batch will not be enabled.

Import the prepared MP SEPA batch into the e-bank.

File Wiew Communication Todls Help

ﬁ|&|||$|%3l|%| @|£ﬁ|?|| ? |@|3§| IDDmesticpayments @ j
e B T T

|FREE =] = [iz10z0m I | R |

= * Batches preparation

Freparation Marked recards Moz 0714 3 select import file name -," x|
Sum: - /=13.191,20 EUR [ [ Q
\ b= Docusnents = TESTNI PODATEL = - ch PODAT
| Documents bype | Humber of docu... | Cheli\ AT " B | e resria =
DPS Payment or... . Organize v New foldar o

(o el i P 41

. -
SEF =
- Showe 3 B Desbtop 0_DoM_ 12,2
= g anah ERROH Enor pargng =ML documernt (Ines=7, cobmns23) Exce Dumerbo s -
ChUsershdaish . ERROR  The he it ol semaniicaly comect Flaass, chack that :: i"'“_ - Haces (= Zawnjen SOO nziog.sr 22.8.20.
O sl ERRORA Emor by comvergion of ingul fle: into genanc aemat ainrgs = Recent ¥ 4
Clsemvdaijoh  ERROR  Linknown enod (230D zevrnijentand.xml 17820
g Lbravies =] 500 zavingend. ol 17.8.20;
¥ Documents = 500 zavvrniiend, aml 178,20
& Music (= 00 zavrmjen.oml 17.8.20:
= Pictures P L TevezAdminwse tut 16.B.20:
B videos ] favor Admina. b 16.8.20:
[ MPEEPAEBEZO L2007 16.xml 78200
B Compuper . j
= MPSEPAEBEZ01 20808y pol 66, xml 7.8.200i
& Lol Dutghe (C2) ,:I « | »
. —— e g w
| ] | | File name: [rap EBE HYPOHS?DRIEID_DDM_O&;J Inport files (“ml: ) =l
(T Ebank [ Hoe | Open | Pk (Ga) Coze | 5 Jopen |~ Cancel I
M P P

@Import
Impork setkings...

Sy Urzign Edclicd= Uniind — Dzlzis Fresizi Pl

[Prepared .. [Marked records Mo: 0f14 [sum: - }=13.191,20 ELR 1z 4

1 Select a debit account.

2 Select »Domestic payments« type of payment
transaction.

Enter the folder Preparation > Batches.
Select the command Import > Import.

In the window »Select the name of entry file«, look for and select the file and
click Open.

ulhw

" You will find more information on settings of import/export converters in the manual Additional Tools and Settings.
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6 In case the MP SEPA batch which you are importing contains an error, the
program will notify you about this. Close the window by clicking Close (6a).

File Wiew Communication Tools Help

‘/f|&||$|%gl ‘8=}§|££|?||?|@|$§||Domesticpayments j

~ EBB LJUBLJAMA D.0.0. Eibank 556 5300 0000 0000 053 =
TRZASKA 118 1000 LIUBLJANA HiEiba EBE LJUBLJANA DO,
[FREE R b | [EACEC TR | EEEE TR
*: Batches preparation
Marked records Mo: 0/14
Sum; - /=13.191.20 EUR
Documents type | Number of docu.. | Checksum | Cmy ————— |
DPS Pavrnent ar 1 15,00 Listof s
[R] =l Scbect batch bype . X 00,00 B bk ke [o51Z 202 15711:38 Diarfa Brodedk in baich
DPS v TR — 00,00  Bschio: 1EHEVZEPVBIRIC
DFS u?:u’:nﬂuuupadu batch? 00,00 e sefemence: AN212037 114222001 2
DP3  Dpen [wih  pos sty of 1evien) 2520 | Grke bom mbai NP SEPA bach oot
DPS 7 Closed [without & pessibdiy Lo review] 15,00 mm :aumz
DFS 7 93,00  Chechim TRENER
C OF
MF' r Dm‘tiwhrrﬁulvl‘ ! - 388 ﬁﬁ‘u;‘ E'&?pﬁs:&"
. Mp X[ 3gn  Eschumschgedus (81220121813
: Mp 00 Mame of the e wih a botch toimport: MP EBE HYPOBENN 21210 DOM_0K_HIGH
Defivery ﬂ 3'00
Humber of documents, mported froem the file: 10. 8

Mp 300 Lok signatodes [categon]

DF:

: GO0 The batch has been sucesssfuly signed and I is vaiting in the
Infa LI Delivery Folder to be sert to 8 bark,

|| 1zvoc iwadmina. bt 16530

Imnport
P g oE | MPSEPAEBECOI 20071 i 78,200
Import settings... | MPSEPAEBECT 1 20808 rrpol 6 oml 78200
= - - e s "_l—l' L
Olrizr) — Silejr U rpzieie = peuje]= e =
File maenes [P E2B HyPO820101210_ DoM_0 =] [import files ¢l = 1) =l
[Prepared ... [Marked records Mo open v]  canca |

7 In case the MP SEPA batch which you are importing is correctly prepared, the
window opens where you specify batch type - open/closed and confirm the
selection by clicking OK (7). A notification appears, with the number of read
documents. Close the window (7a).

8 In the »Batch signing« window, sign a batch by using the command »Sign« (8)
or cancel by using the »Cancel« command (8a).

9 Upon signing, you will receive the notification that the MP SEPA batch is
waiting for you in Delivery. Confirm the notification by clicking OK. You send
the MP SEPA batch to the bank in the same way as described in the chapter
Step 3: Send to Bank.
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Preparing an MP SEPA batch from orders in
preparation’

An MP SEPA batch can also be prepared from the orders, which are located in the folder Preparation>
Orders (in the channel Domestic payments). Preparing an MP SEPA batch from the orders in
preparation follows the same basic rules as preparing an MP SEPA batch as an import file. You must
follow the instructions on the preparation of other data for payment orders (e.g. the same debit
account). The general data of the MP SEPA batch are created automatically.

File  Wiew Communication Tools Help

e

2 Blm e ® ale ® S g v B2 8| R [oomestpayments (2) =
(hal®bank 7 SPBABRA 118 1000 LIUBLIANA hal TN @ j
e [FREE R b | A | EEEE TR

= # Order preparation

Freparation tarked records No: 2/5
Sum: =15.195,00 ELR/=1.024.535,00 ELR

:  smwmmmerTr
| \; I;‘;jguaf; - Eaeedltuueuﬁmn D IZDAJATEL) o (s |
21122012 HYPO ALPE-ADRIA-EANE D.0. ey PR 1A A

21122012 Sl MP SEPi batch - spen

Hos of oo n budche 2
nazame
................................................. pan 15 1FE00EUR I
| SEm .
Botch ot charge ot 1712 012 1218
|lzer reference: el bt et
ﬁa 17122012 12:05:47 D arja Brodnik, Lt dcrasoses atecrmd e
@ ' Open [with a possibility to preview] 1 ® 1
" Closed [without a possibility to review] : : z
3
@DK | Cahicel I

i The batch has been successfuly signed and it is waiting in the

Debvary Foldar to be sent bo the bank,

FREFARED ... [Marked records Moz 2/5 |Surn: =15.199,00 ELR/=1.024.599,00 EUR y
1 Select the debit account.
2 Select the Domestic payments payment transaction type.
3 Enter the folder Preparation > Orders.
4 Select the orders.
5 Select the command Into MPS batch.
6 If the orders fulfil the conditions for preparing an MP SEPA batch, the

window "Select batch type" opens. Check whether you would like to keep
the automatically created user reference to create the MP SEPA batch or
simply change the data, if you decide not to (6a). Then, select the batch
type - open / closed (6b) and confirm by clicking OK (6c).

7 Window New batch creation appear. Close the window (7a). A notification

on the successful creation of the batch appears. Close the window (7b).
(The prepared MP SEPA batch is located in the folder Preparation > Batches and

in the folder Delivery. To find out more about working with batches, see below).

! Not all banks support this functionality.
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CPAMENTS-SEPAMASSPAYMENTS
Working with MP SEPA Batches

For MP SEPA batches, in addition to import the following actions are enabled: Open, Sign, Delete,
Preview, Print, Other. Performing of individual actions depends on the status of the MP SEPA batch
(prepared, verified...) and batch type (open/closed). Working with MP SEPA batches is independent of
whether the package was prepared from orders in preparation or imported.

Opening MP SEPA Batch

File Wiew Communication Tools  Help

# Blm e W BB

§|£¢|?|| 7 |@|3§| IDnmesticpayments Q) j

w EEB LJUBLJANA D.D.0. |m,r. SIGE 2300 0000 0000 022

= » TRZASKA 118 1000 1.11IRI JANA EBE LJUBLJANA DUO.O.
|__ i] @' bﬂnk Batch signing .
List of orders
[ 7 Batches pre ey e [03.12.201213:29.02 Darja Brodni 5 i batch
Preparation Marked records Mo 1412 ;
Sum: =7.895,00 ELR/=42.f  BoenlD: IR DA
Documents tpe gmreferame:u 3312'1132
account Mo.: EE N I e,
P SERA atch-open Qrdet lype in batck MP SEPA batch - open
DPS Paymg ders No. of crders in batch: !
MP SEFA t@ open Debiing date/currency: 10122012
P SEPA bateh - open Checksum: 7.895,00 ELR
DPS Payrment arders )
SlE IR e e G Batch brooion e B3 1320151329
tMF SEFA batch - open Batch status: PREPARED '
WP SEFPA batch - open Batch status change date:  03.12201213:38
MF SEF& batch - open _
3 P SEPA batch - closed Marme of the file with a batch toimport:  MP EEB HYPO8320121210_DOM_OK_HIGH. sl
Dieliver DPS Payrment arders
A BIIVETY tP SEPA batch - open
o0 ~ Left signatories [category] Right signatoies [category]
1. b 1. T
2 b 2 X
3 X 2 %

Open \TIE bank @)—lsw Cancel

Reference

Lrizigr £z (N Fata Tt

[Prepared ... [Marked records Mo: 1/12 |Sum: =7.895,00 EUR/=42.511,00 ELR g

1 Select a debit account.

Select Domestic payments type of payment
transaction.

w

Enter the folder Preparation > Batches.

4 Select the batch (4a). If the batch carries the
PREPARED status (the batch is not signed yet), sign it
(in the same way as the batches with ordinary orders)
(4b).

5 In the »open« batch type (regardless of its status), you
can see orders by clicking the command List of orders
in batch. If you have selected the MP SEPA batch
»closed«, the command for reviewing List of orders in
batch is not visible.
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Editing MP SEPA Batch

The MP SEPA batch not orders in this batch cannot be edited. This means that in the MP SEPA batch
one cannot correct individual orders, exclude them and save them elsewhere not delete them from

the batch.

View/Print of MP SEPA Batch

You can open (1), unsign (2), view (3), print (4) the MP SEPA batch or you can choose the option Other
(5). At opening/previewing/printing of the closed MP SEPA batch, only the batch data are visible,
while the data on individual orders are not visible (6). In case of an open MP SEPA batch, also the data

on individual orders are visible.

The data in case of closed MP SEPA batch type:

File Wiew Communication Tools Help

# Blmem e B ;|

@ | £‘1| i | | @ | @ | 33 | IDDmesticpayments

¥ EBB LIUBLJANA D.0.0.
TRZASKA 118 1000 LIUBLJANA

Batch opening

' Batches prepar

Marked records No: 1412 Batch reference:
Sum: =3,00 EUR/=42811.00EL gy p-
Dlocuments bype
MP SEFA. batch - open pasislonnce
DFS Payment orders i

kP SEFS batch - open

DFS Paymant orders
P SEPS batzh - open

1.
2
3

Irfo

Left signatoies [categaiy]

. 5156 3300 0000 0000 035
EBE LJUELJARNA D.O.0O.

]I3l2.2|]l1 08:55:49 Darja Brodnik
196B0BV2EUU2GAGE
RF 58 02010

1300 0000 0000 033

MP SEPA batch - closed

MP SEP4 batch - open 20122011

DFS Payment orders FELK;

MP SEF4 batch - open Batch prepared by: Diasia Brodnik

MP SEPA batch - open Batch creation 13122001 0255

1P BB P e B e Batth mm date: E"?'?f]z%% 0301

P SEPS batch

kP atch Mame of the file with a batch ba impoit:  MPebb 0FK20111220.ml

Right signatories [category]

1. Darja Brodrik [ 1]
2
3

Bl Llrisinel WEIEtE:

[Prepared ...

'\_Z}Ed records Mo: 1112

[5um: =3,00 EUR\E/EH,D 4
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The data in case of open MP SEPA batch type:

Copyright © HALCOM d.d. 1996-2011 I [=] S

File View Communication Tools Help

ﬁ|&||@|%gl|%| §|£¢|?|| 7 | @|3§| IDnmesticpayments j
+ EBB LIUBLJAMNA D.O.O.
”ﬁ_@nbﬂﬂk TRZASKA 118 1000 LIUBLJANA

. GIGE 3300 0000 0000 028
FlE)bank EEE LJUBLJANA D.O.0. v

[FREE A Hmman e |fezzmz 4|

=

Preparation

Marked records Mo 1412
Sum; =7. 895,00 EUR/=42 81100 EUF  Batch reference: [1212.2011 08:45:26 Davja Brodnk

Batch ID: 13EB06VZEULICG)
Uses refesence: RF SB 020

= 20122011
™ Sootun

Dasja Brodrik
2 13.12.2011 0845

VERIFIED
jedate: 13122011 08:45
h a batch to mport.  MPebb_0K20011 22000l

=3500 . LR

egery] Right signatiories [category]
X 1. Darja Biodrk [1]
x 2 %
® 2 ®

Lrimire]
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Deleting MP SEPA Batch from Batches Preparation

You can delete the entire MP SEPA batch from the Batches preparation. The deletion is performed in
the same way as deletion of individual payment orders (see the chapter Deleting Orders). To delete
batches, use the command Alt + D or select Delete in the bottom toolbar (1). Confirm the deletion by
using the command Delete in the window »Batch deletion« (1a).

File Wiew Communication Tools Help

lEalmle B e B

%|£ﬁ|?||@|@|$§||Domesticpayments ﬂ

EBB LJUBLJANA D.0.D. .
M TRZASKA 118 1000 1 1101 1AKA |

Batch deletion

Data refreshing

Iﬂ@ bank

SISE 3300 00000000 028 |
FERRE LILIRLAKAS D00 i

List of ordess
= 7 Batches priregr e [o2122012 132302 Daria Brodnik in batch
Preparation Marked recards Nao: 1412 . OEV2G
i Sum =7.895,00 EUR/=4; Do Il 19880EV2GRIDEVTO
User reference: 201212:02711:42 22003132
Documents lype Debit account Mo, SI56 3300 0000 0000 038
MP SERAbatch - open Giger yee in batch: MP SEPA balch - apen
DPS Papment orders Mo, of orders in batehe 10
tP SEPA b e Debiting date/curency: 10.12.2012
FP SEPA bat pEn Checksum: 7.855.00 EUR
DPS Payment orders .
i Batch prepared by: Darja Brodnik
MP SEPA Balch -open gaich creation date: 031220121329
MP SEFA batch - open Batch stalus: PREFPARED
MP SEFA batch - open Batch status change date:  03.12.201213:36

P SERA batch - open
P SEF& batch - closed
DPS Papment orders
P SERA batch - open

Name of the file with a batch toimport.  MP EBE HYPO8820121210_DOM_OK_HIGH. sl

Left signatonies [categon] Fight signatories [category]
1 ” 1. 7
2 i 2
3 % 3

LT Ebank

(1a)oete | Cancel

[Sum: =7.595,00 EUR/=4z.11,00 ELR,

g zigr £z

I rigir o

Al

|Data refreshing [Marked records Mo: 1/12

Other

Within this action, you can select the option »Send in signing«, if your bank supports this service and
select the option »View«.
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Signing MP SEPA Batch

Signing of the MP SEPA batch is performed in the same way as signing of the batch with ordinary payment
orders. In the bottom toolbar, select Sign (1), then confirm the selection in the window »Batch signing«
(2) and confirm the notification by clicking the OK button (3).

File View Communication Tools Help

WP SEPA batch - clozed
DFS Payment orders
P SEPA batch - open

MHame of the file with & bate

ﬁ|&|||$|%3l|%|%|£ﬁ|?||?|@|$§|IDDmesticpayments |
* EBB LJUBLJANA D O.O. . SI5E 33000000 0000 0248
= . TRZASKA 118 1000 LJUBLJANA I EEE LJUBLJARNA D000, j
(hal@bank !
= |FREE =] = [mrzan MG
= I Batches preparalsatch signing -
Preparation Marked records Nao: 1412 List of crders
. Surn: =7 895,00 EUR/=42.81100E  Batch reference: J03.12.2012 13:23.:02 Darja Brodnik inbatch
Documents type [+ sachio: 196B06V2GPIDEVTD .
kP SEFY batch - open 1 i o -
Lser reference: -12.03T11:4222/0031
PR - Debi account No: SI56 3300 0000 0000 088
i SE Bk batch - open Dides Iype n batch MP SEPA hatch - open |
MP SEPA batch - open T Mo of orders in balch: 10
DPS Payrment orders z  Debil 10.12.2M2
MP SEP& batch - open 1 7.85.00EUR
WP SEPA batch - open 1 Batch prepared by D aija Brodri:
P SEPA batch - open = Batch creation date: 3122021329
WP SEPA batch - apen 2| Eachsetie o HEEEE
]

@Cl  The batch has been successFully signed and it is waiting in the

Lelt:zgnatonzs [categary S WY Delivery folder to be sent to a bank,
1.

2 H

Lrizigr = Llrisircl

[Prepared ... [Marked records Mo: 112 |Sum: =7.895,00 EUR/=42.511,00 EUR 4

Sending MP SEPA Batch to Bank

The signed MP SEPA batch is located in the folder Delivery, where it is waiting to be sent to a bank.
The procedure of sending the MP SEPA batch to a bank is the same as the procedure for sending batches
with payment orders (see the chapter Step 3: Send to Bank).
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Archive of MP SEPA Batches

The sent MP SEPA batch is located in the folder Archive> Batches.

File  ‘Wiews Communication Tools  Help

‘é|‘%’||@|%gl §|£&|?||@|@|$§|IDDmesticpayments j
+ EBE LJUBLJANA D.D.0O. . SI56 3300 0000 0000 088
TRZASKA 118 1000 LIUBLJANA (TBbank  gpeLUBLIANAD.OD. j
[FREE R b= | EACEC L | EEEE R
7 Batches archive
Preparation Marked records Mo: 1/9
7 Sum; =300 ELR/=30.014.176,20 ELR
Delive Documents type o | Murber of docu... | Checkzum | Status | Creation date | Reference
Bl tP SEPA batch - open a 200 OMWAITING 27.11.2011 27.171.2011 18:40:49 Darja Brodrik
P SEFA batch ed ] 200 SEMT 28.11.2011 28.11.201 171227 Dana Brodrik.
MF SEFA batch - clozed 3 300 OMWAITING 2711.20M 27.11.2011 18:48:20 D arja Brodnik.
DPS Payment arders 1 800,00 SEMT 13122011 13122011 08:14:3E D arja Brodnik.
DPS Payment arders 1 300100 SEMT 1312201 13122011 08:01:33 D arja Brodnik,
DPFS Payment orders 1 350000 UMBIMDED 25.11.201 25.11.2011 12:41:11 D arja Bradnik.
DPS Payment arders 1 25,20 SENT 25.11.2011 25.11.2011 12:33:2E D arja Brodnik.
DPS Payment orders 1 230,00 UMEBIMDED 25.11.201 25.11.2011 09:48:4E D arja Bradnik
DPS Payment orders 5 90,006 611,00 SEMT 25.11.20M 25.11.2011 09:20:14 D arja Brodnik.

[Prepared ... [Marked records mo: 1/9 [Sum: =3,00 EUR/=20.014, 176,20 ELR 15 4

In the folder Archive > Batches, you can do the following with the MP SEPA batches:

e open them (1) - depending on the batch type open/closed,

e cancel them (2) - depending on the batch status. You can cancel the MP SEPA batch, if it has
the status SENT, IN WAITING,

e delete them (3) - depending on the batch status. You can delete the MP SEPA batch, if it has
the status EXECUTED, CANCELLED, REJECTED,

e view them (4) and
e print them (5).

Each procedure with the MP SEPA batches is performed in the same way as it applies to individual
payment orders.

In the archive of the MP SEPA batches, you can also check batch status. The statuses of the MP SEPA
batches in the archive are the following:

SENT, BOOKED, IN WAITING, IN CANCELLATION, CANCELLED and REJECTED. The meaning of each
status is the same as the meaning of statuses for payment orders (see the chapter Verifying Order
Status in Archive of Orders ).




PAYMENTS - SMS NOTIFICATIONS

Some banks offer their customers the option of sending notifications via text messaging (SMS). This
way, the bank sends a text message to the customer's mobile phone every time an order or batch is
delivered to that customer's bank account.

WARNING

Not all banks support the SMS notification service. Ask your bank about the possibility of
subscribing to the SMS notification service.

If you wish to subscribe to the SMS notification service, do so through your bank officer. Once you
are subscribed to the service, your bank will send you an SMS notification every time
orders/batches are sent through the client and every time orders/batches are signed through the
remote signature WEB application.

You will receive an SMS notification:

e every time orders/batches are sent through the installation version of your
electronic bank - the client,

e upon the final signing of orders/batches when these are sighed through the WEB
application.

The notification sent to your mobile phone will contain the following information:

e date and time the orders were sent,

e information on the debit account,

e the total amount and the number of orders sent,

¢ a telephone number you can call to make a complaint.

The contents of the notification are at the discretion of the bank providing the SMS
notification service.

The bank informs its customers via SMS messaging of the following sent/signed orders'':

e UPN/SEPA orders,

e transfers between accounts - compensations,
e VP70,

e MP SEPA.

When sending orders/batches through the client, customers will receive one SMS notification if they
send:

e one batch regardless of how many orders it holds,

e up to 1.000 orders at the same time in more than one batch,

e up to 1000 orders at the same time in more than one batch (applicable to users of version
18.1.0.0 and newer).

' This list may vary from bank to bank and depends on the scope of services offered by an individual bank. _41-



PAYMENTS - SMS NOTIFICATIONS

The number of SMS notifications sent depends on the number of orders inside the sent batches, as
well as the method, order and time of sending. All possible combinations cannot be illustrated
here. The table below therefore provides examples of the number of SMS notifications received
based on the number of batches and corresponding orders sent through the installation version

(the client).

No. of batches/No. of orders*

Number of SMS notifications received for orders sent
through version 18.1.0.0 or newer (cut-off value:
1000)

1 batch/1000 orders

1 (1x1000 orders)

2/250, 260 1 (1x 510)
3/800, 100, 300 1 (1x1200)
3/300, 800, 100 2 (1x1100, 1x100)

2/999, 100 1 (1x1099)

3/999, 350, 200

2 (1x1349, 1x200)

3/200, 999, 350

2 (1x1199, 1x350)

* The number of SMS notifications may vary if the order in which batches are sent is different.

As for batches signed through the WEB application, the user will receive one SMS notification for each
signed batch, regardless of the batch type and the number of orders it contains.




