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ADDRESS BOOK

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

2 Address book
1. Lizt of buzinezs partners and their accouwnts

¥ Seaich by name beginning

Hew bus. partrer |
Edit bus. patnes |
Delete bus. |:-u‘|nu|
@ PAYMENT ORDER
PAYMENT ORDER Buginess partnel accounlts
Ho. of sccourts: 1 Detais of the bark: whers the
Debtor Deal type :
FIZICHA LICA TEST EBERG |21 :L Account no — FRemarks o MDEMG wm: i% opere Add account
FR BOJC 45 — — BEOGRADSKA 39 Edit accour
LIUBLJANA 999-1234 ;L‘;’SEE”EF‘“” Dielede account |
Payment details 7| Debitmod SWIFT BIC: DEMORSBG
TURMOWVER OF GOODS AMD SERVICES — ol
FlHAaL CDNSUMF‘TIDr\{
Creamtor /7 @D: Addtonsl options. | @ Select | Cose |
(1a) I
Walue date
[zao5 2010 =] r
Urgent
Submission dale farrm no. 3
Starnp and signature 24052010
Prapared by Signed by, Print | 0K | Exit |
1 From the payment order, the address 3 Select the appropriate business partner
book opens up when entering the first from the list. If the account of the
letter of the name (1a), when entering selected business partner is not in the
the first number of the business address book yet (4), save it following
partner’s account number (1b) or when the instructions on page 8.

clicking »?« (1c). 4 Select the appropriate account.

2 By completing the search fields (name, 5 By clicking the Select button, the
account and tax number), the list of address book closes: the data on

displayed business partners from the selected business partner is transferred
address book is reduced (3) If a into the payment order.

business partner is not in the address
book yet, save it following the TIP
instructions on page 5.

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

are not saved in the address book). For more
information, see chapter Address book settings.




ADDRESS BOOK

EY Address book
1. List of business partneis and then accounts
2. Businezs g HiEl and SCCOUn
Naa [ExPORT CoMPaNY 2 —
Address [soDRESS L 2) Now B pae |
City jary ¢
T s rusnbesr I L MI
Courtry [sersia =] | Delete bus. paitnes
Noke to business [
. patne |
Accourd St a debaul for a-rrvoices
& Domestic acce [sasmooosss1 2220
. M oded Redeence
" Foenign acoount I_
= Hiote o basiness paitrer |
@ PAYMENT ORDER _ retd
Bank: ’ Bank’s Swit BIC. DEMORSBG
Bark name:  DEMD BANKA |
Bork sddrest:  pEOGRADSKA 39
PAYMENT ORDER e TR
Bank iden:  508.000000009990339 I
Dehto Add account
FIEICKA LIGA TEET EB850 ek il '
@ Edit account
oK. Cancel
PR BOJC 45 | | Delete scrount
LJUBLJANA
Payment details ( J_SL Debil model and reference E T
TURMNOVER OF GOODS AND SERVICES = ]
FINAL CONSUMPTION| A 2 soms | —
(1b
Creditor r"-i-;\ ?| Creaitmodel and referente—"
[ \19/
| Walue date
| | [2e0520103] =] r
Urgent
Submission date form no. 3
Stamp and signature 24052010
FPrepared by Signed by Print | 0K I Exit I
1 From the payment order, the address book If you are entering an account open with a
opens up when entering the first letter of bank outside of Kosovo (»foreign account«),
the name (1a), when entering the first follow the steps as described on page 6.
number of the business partner’s account 5 cConfirm the entry of a new business partner

number (1b) or when clicking »?« (1c).

N

partner’s data.

In the new window, enter business

Click the New bus. partner button.

In the Acc. number field, enter the account
number and confirm the entry by clicking
the Enter button! (see Tip).

! 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.

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.



Entering Account of Business Partner Having an

Account Abroad

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.

' Address bool

2. Buzinezs partner and account

1. List of business partners and their accounts

Sedechion|
ADDITION |

Business pattner |
Mame [HALCOM D.D,
Addres: [TRZASKA CESTA 118 "'-2
20 == e
Tax nanber
Courtry [rosova =] | Delete bus. parines
Mote to business I
| (4)
 Domestic scco |
(O o o e
Mot b business partnet |
account
Business paitner
B PAYMENT ORDER bk Bank’s Swilt BIC:  |SEBASIZ<x =] _
Bark nama:;  |S5KE BANKA D.D, L 6 ]
Bank address:  [TRZASKA CESTA 118 . =
Bark oy [LIUBLIANA (7) Add sccount
PAYMENT ORDER Bank ider: | — Edi account
Back counbiy:  [sLOvENIA = Dot
Dehtor 0 Add lo sddiess book of banks —I
FIZICKA LICA TEST EBBEG 9) % | _Concer |
PR BOJC 45
LJUBLJAMNA | 59
Addtional option: elect Closs
Payment details ?| De I 10’ | I
TURNOVER OF GOODS AND SERVICES — [ I
Fl
NAL CONSUMPTION Creditor's account 1b 7
Creditor -~ \1¢)2| reaitmodeianareterence
[ (1a) |
Value date
[240520102 7| r
Urgent
Submission date form no. 3
Stamp and signature 24052010
Prepared by Signed by Print I (0] I Exit |
1 From the payment order, the address book 3 In the new window, enter the business

opens up when entering the first letter of
the name (1a) or when entering the first
number of the business partner’s account
number (1b). If you have deactivated a
mandatory entry into the address book or
if you are completing the VP70 payment
order, you can open the address book by
clicking »?« (1c).

2 Click the button New bus. partner.

partner’s data.

In the Acc. number field, enter the
account number.

Mark »Foreign account«. The fields for
entering data on a bank, where the
partner has the account open, will pop up.
Already saved banks will open upon
entering SWIFT or Bank name in the drop-
down menu. When you select SWIFT or
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ADDRESS BOOK

Name from the drop-down menu, the will be saved and upon next use they will
other data on bank will be completed as be available from the drop-down menu in
well. Continue with step 9. step 6.
9 Confirm the entry of data by clicking the
Continued on next page ... OK button.
7 If abank is not found in the drop-down 10 By clicking the Select button, the address
menu, complete the data in entry fields. book closes; the data on selected business
8 Sselect the option »Add bank into the partner is transferred into the payment
address book of banks«. The bank’s data 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.




ADDRESS BOOK

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

., 1TJUUUUS 201 3r 10w
Accepted:
PAYMENT ORDER

Return of founds [~
Debtor Deal type Amount
FIZIEKA LICA TEST EBBBG [21 =]2] RSD | |
PR BOJC 49 Debtors account
LJUBLIANA [393-123456789012387 |
Payment details il Drebit model and reference
TURMOVER OF GOODS AND SERVICES — DI
FIMAL CONSUMPTIDP{ ) & Address boolc

editar's account 'I Litd of buzinees partnere and this accounls

Creditor

redit model and re

(1a)

2 Address book

Value date

1. List of business paitners and their accounts

2. Account of selected business paitner

EXPORT COMPANY
ADDRESS

e '

SERBLA

ADDITION

Domestic account  Account

i
Forsion |5|5s muwmcLs)?s

Ihludel i%derema E:::gmm. o
Haketo busvass panes— [opyMENT ? F ?fz:,‘gﬁk;n
e U %B#lﬁBIE.DEMIJHSBG M
Business patner barke ks Sl BIC: | =] e
v o | - (e | o |
Barkciy |
Bark iden: |
Bark couniy: | =
@ ok Cancel |
1 From the payment order, the address book 6 Select the account type (domestic or
opens up when entering the first letter of foreign account).
the name (1a), when entering the first 7 In the Notes field, you can enter optional
number of the business partner’s account notes (e.g. in which currency you pay to
number (1b) or when clicking »?« (1c). the account). The note is later written on
2 By completing the search fields (name, the basic list of accounts for a selected
account and tax number), the list of business partner (€=) and it can simplify
displayed business partners from the the selection among multiple accounts.
address book is reduced (3). 8 Confirm the data by clicking the OK
3 Mark the selected business partner from button.
the list. 9 By clicking the Select button, the address
4 Click the Add account button. book closes; the data on selected business
5 In the Acc. number field, enter the partner together with the account is

account number.

transferred into the payment order.



SDDRESBOK
Working with Data in Address Book

You can open the address book by clicking the menu selection Tools > Address book (A) or the book
icon (B) on the toolbar. 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 “iew Communication | Toals Help

#|(B)m| |z

Info

* MY CI
STRE

tarked rec
Sum: - /-

I W al

Personal nurmber (PIN) change

Settings

Smart card or USE key test
Exchange of smart card or LUSB key
Program upgrade

| &2 | IDDmestic payments

Bl

1500012311253
NK ry company

|

Address book

Database cleanup
Database backup

~ ] = [o7.042000

| .-’-‘«mountl Currency | Fayment details

v |[o7.04z010

| Statuz

=l

0 Search

Search
CLFFERCY, CORYErsiEn

Service programs

: | |

|&cdress book

|Marked records Mo: 0/0

|Sum: - /-

B



ADDRESS BOOK

L Address book
1. Lizt of buzinezs partner: and thein accounts

2 Address book € Feosign account| |22 7000522241 @
1. List of business partners and their accounts Model Feference
partner .
Hole o business paitnes |
Mo of accounts: 1 SCOUNE
pattret |
Blusness patner bark: Bork's SuatBi:  DEMORGEG
Bonk name:  DEMO BAHNEA
Bark addess  BEOGRADSKA 33
Bank city: 11000 BEOGRAD
Bankiden:  909.000000009930399
Bark counbly:  SREWA

939- 7000555111 22241

% Domestc accounl  Account

Sel g delaull for edrvoce: b

._l S -

;LGB:SABEDGW Tiaa I
SWIFT BIC: DEMORSEG
Bank 1d.; 908-
| 2
/; Cancel

DEMD BANKA . |
BEDGRADSKA 33 @ Edit accourt

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

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

2 From the list, select the business OK button (6b).
partner for whom you want to correct 7 In the window containing business
data. partner’s data, confirm the corrections

3 Click the Edit bus. partner button; the again by using the OK button.

new window with the business partner’s
data will open. (See Tip).

TIP

You can access editing or deleting of a selected account
faster by clicking the Edit selected account or Delete

4 Correct the content of data on business

partner accordingly. > - -
selected account button in the first window of the

address book in the right bottom corner.




ADDRESS BOOK

! Address book

1. List of buziness partners and their accounts Selection

W Search by name beginning

Mew bus. partner |

Edit buz. parther |

3)Jelete bus. partner |
T aw niumber

.f""\
Buzinesz partner name: |E| Q)

Buzinesz parther account; |

Businezs partner tax number: I

I arm

Question

Data on selected business partner:
EXPORT COMPAMNY
Selected account:

099-700055511122241

Buzinesz partner accounts

Mo, of accountz: 1

Are you sure you want 1o delete the business partner account?

Remarks Mo
DELAaf”AL aRE a3 O T I I
11000 BEOGRAD
SREBlA Delete account | e
SWIFT BIC: DEMORSEG
Bank Id.:
Additional options Select Cloge

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

to delete will be written in the new
window (See Tip).

1 The search of a business partner in the
address book can be simplified by

entering name, account or tax number
in the search fields. Only business
partners corresponding to the strings
entered in search fields will be written
on the list (2).

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

3 Click the Delete bus. partner button;
the data on business partner you want

4 Confirm the deletion of data; the
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 selected account button (marked with
in the picture).
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ADDRESS BOOK

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

other programs. Also, the data on business partners and their accounts can be imported from other

programs (e.g. accounting programs) and in this way we can avoid unnecessary manual data entry

Procedure of exporting data from address book

! Address book

1. List of buziness partners and their accounts

W Search by name beginning

Buzinesz partner name: I Mew bus. partner |

Buzinesz parther account; |

Edit buz. parther |
Businezs partner tax number: I Delete bus. partner |
Iame i T aw niumber
EXPORT COMPANY CITY
Save As NN 2 x|
Save |bPersuna|E-BanR@_%.2.u.m Il
{77FEFASC-FEOA-4DCS-9104A-3260CS090709) [ Images
about T locale
BA =log
converters B
Datoteke [C)FuginDBO1
Mo. of accounts: 1 e-ohrazc Syprint

Remarks
< |

[

3
File narne: @ (32 Save I

Save as ype: | Textual file [*t4) | Cancel

™

|rport | @ E wport | Address book of banks | Cloge |

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

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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Procedure of importing data into address book

E¥ Address book
1. List of business partners and their accounts

Busziness partner name: I [5RS
Buzinezs parther account: I [ S| E
Buzinesz partner tax number; I (CDsifrant Ej Salaries. bt
) termp
] BaMKS 1t
[£] Consumerable goods. bt
Kl r i
2 Importing data on business partners, @
File name: | FRegister.tst 3¢ Open
IFyou wark to inpot data on bussiness pastners theit accounts and b Files of tupe: | Test files [ t) ~| Cancel |
address book you need to select the corect ASCI fle [e.g. ADDRE! /f/:

‘when you select the input file, chick on the Impart button to import data.

P
\2) open.

[

Mo, of g Ineeming file:

& Importing data on business partners; acco x|
2. Report on data import

Accoul Murnbes of rows with emors is stated at the end of the report.

Address book import from le - dagnostics -

Input fle name: C:\Program Files\Hslcom'\Pessonal E-BankQZ_152.0.01\Register. b
Stait of wpor 8 4, 2010, 41130000

Bank Td.:

End of import 8 4. 20100 &t 13:00:00
Ay A A

i el disar i

-

<<am@mm |

E ; ) Impart I

Export Addrezs book of banks |

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

1 Click the Import button.

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

3 In the new window, select the location
of file (3a) and file (3b), which you
want to import. Then, click the Open
button (3c).

4 Confirm import by clicking the Import
button.

5 A new window will open, showing a
report on successful import of address
book from a file. Close the window by
clicking the Close button. The data on
new business partners and their
accounts are saved in the address book.
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Address Book Settings

You can set and adjust some functionalities of the address book according to your needs:

e Entry of business partner 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.

-14-



ADDRESS BOOK

Business partner 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 | Tools Help
o | E | | & | i L‘é Personal number (FINY change

| XS | IDDmestic payments j

PO oo W
Settings X
5TR Smart card or USE key test L J _I
Exchange of smart card or USE key TEPAP | Payment detais | E-Foms it/Expart | Balance overview
= Pragram upgrade I My accounts and descriptive names nerse Address book
e Market  |SERBIA
Preparation /- Adress book PERSONALEBANK
va Database cleanup R . : I
I L Datshase aichiving reminder: Ih!e&lu ;I

Database backuy
— P [¥ Displaying notifications of cettificate expistion

=

: Search HNaotification of certificate expiny (no. of days prior to exping]: |1 4
forn (=" e A i = = X .
M awimal number of displaved documents: ﬁ
G PAYMENT ORDER Default active account number at the:
W S |Last zelected account ;I
Delivery mee Default deal type for & pagment order:
PAYMENT ORDER |21 TURNOVER OF GOODS AND SERVICES - FINAL CONSUN ~ |
Debtor Deal type ) .
[FIZIKA LICA TEST EBBBG | [z ﬂﬂ v Mﬂmmmdtlmeb&men!nn!lmuHMsmw
PREOIC 45 [~ Reviess of uniead messages when inilisizing program
Debtor's accu@? Payment orders
o LIUBLIANA 595-12345678" Creditor informalion enlry without the use of address book
- pmm details ll Debit model ani
TURMOVER OF GOODS AND SERVICES -
FINAL COMNSUMPTION

Creditor's accol

Creditor Credit model ar

‘Yalue date
| [Zzenszo105]

Submission date

Stamp and signature 24.05.2010 A)—I
Prepared by. Signed by (-4 L5 e |
T R
|5ettings change [Marked records Mo: 00 |Sum;: - - 4
1 The entry of data without the use of 4 Confirm the change.

addreSS bOOk can be aCtlvated il’l the menu 5 When entering business partner data |nto

selection Tools > Settings.
2 In the »Settings« window, click the
Diverse tab.

3 Select »Payment orders - Creditor
information entry without the use of
address book«.

the payment order, the address book

doesn’t open automatically. If you want to

open the address book during the

completion of a payment order, click the

»?« button next to the »Name« field.
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ADDRESS BOOK

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 name beginning EBB Ljubljana is a result only for »EB...«.
The default setting is the search by name beginning.

File “iew Communication | Tools Help
o | By | | & | ol L& Fersonal number (PIM} changs

| | &3 | IDDmestic pay ments

> M 1501001231112583
Smart card or USE key test K 1 cantpany ; j
Exchange of smart card or USE key . llh
Program upgrade TCRAP | Payment details | E-Forms | Import/Ex alance overview |
Shererelian gﬂ:::.ﬁrec address book My ac?nl.ms and desciiplive names | Diverse Addiress book "
I g  Database cleanup BERC G PR e _L

~ Seaich by name beginring

Database backup

3 * Search by any pattern in names

Search
CUFFEncy comyersion

Data entry
% Use of capital lstters only
' Use of small and capital letier:

Service programs

(4 o ] _coen | fp”!

|Sum: - /- S

|Settings change [Marked records MNo: 0/0

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 namex.

TIP
The search by the name beginning can be activated or

w

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).

IN

Confirm the change.
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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 “iew Communication | Tools Help

o | E | & | o | g Personal number (FIN) change |> | 32 | I Domestic payments d
T MYﬁm Settings ]
5T Smart card or USE key test e | P | Efoms | =
Exchange of smart card or USE key My accounts and descriptive names | Divesse book
Program upgrade — Searching for painer/bank. -
Freparation g'ljr:fe:d;_'ec Address book & Seaich by name begnning arch
[ val Database cleanup " Search by ary patem i name I
Database backup _ Data enlry
Search ™ Use of capital betters only
CURFEREy Conyersian @ {Uze of small and capitl letters
Service programs *
oK Cancel |
4)
4 3
ez Irita Bzif EIEIE R EIEL] FIriE
|ettings change [Marked records Mo 0/0 |5urm: - - 5

1 The use of capital and small letters can be activated in the menu
selection Tools > Settings.

N

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

w

Select »Use of small and capital letters«.

N

Confirm the change.
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