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REVIEW OF BALANCE, TRANSACTIONS AND STATEMENTS

In the Review folder (A), you access all the documents and information sent to the e-bank by your

bank (balance, transactions, statements and notices), while in the Archive folder (B) you can access

all the orders and documents, which you sent to the bank via the E-Bank.

File Wiew Commurication Tools Help

ﬁ|&|||@|%gl|%|§|ﬁﬂ|?||@|@|3§||D0mesticpayments =]
¥ EBE LIUBLJANA D D. . GIBE 3300 0346 4653 166
TRZASKA 118 1000 LIUBLIANA Ib"“" EEB LUUBLIANA DO j
[FReE ] Horame ~|[azamz
= Balance and transactions in accounts
Preparation Booked balance: =34.836,00 EUR
% Booked balance date: 07.12.2012, 09:46:11
Deitvery 1. CURRENT TRANSACTIONS 2 ORDERS ON wiAITING FOR TODAY 3 FUTURE DATED ORDERS
- number of debits; 0 | - rumber of orders/batches in the bank: 0 |- number of arders/batches in the bank: 0
- sum of dehits: - sum of orders/batches in the bark: - sumn of orders/batches in the bank:
&= balance =000 =0.00 =000
B - humber of credits: 1 | - rumber of orders/batches in E-Bank: 0 | - number of arders/batches in E-Bank: i}
* - zumn of credits: - tatal amourt of arders/batches in E-Bank: - total amaunt of orders/batches in E-Bank:
ﬁ, statemnents =15.200,00 =0.00 =0.00
niotices - curent balance: . .=IED:D3B,DD Balance visn:
o files - date of the last data acquisition: " - j
P 12122012 09:32 <Hy fa number>

forms EBE LJUBLIAMA D.D.

EUR

TOTALFOR TN .. EUR =h0.036.00 =34.836.00

< | i

Transactions Open Expart Freviem Frirt

[PREPARED ... [Marked records Mo: 171 |Surn: =50.036,00 EUR/=50.036,00 EUR. [ v

WARNING

For users of Hal E-Bank/Personal, the data you access via the e-bank are saved locally on the computer
where the electronic bank is installed, while for users of Hal E-Bank/Corporate the data are saved on
the computer accessed by all e-bank users (a server). If in case of technical problems of a computer or
server you lose data, the bank will be able to ensure you data only for a few recent months. Therefore,
we recommend you regularly backup your data. For more information, please read the sections
Installation and Upgrading and Additional Tools and Settings.




REVIEW OF BALANCE, TRANSACTIONS AND STATEMENTS

In the Review folder (A), you can review the following:

e Account balance,
o Transactions,
o Statements,

« Bank notices
(see the section Bank notices and messages to bank),

» Files
(see the section File Exchange),

e« Forms
(see the section File Exchange).

File “iew Communication Tools Help

ﬁ|&||@|%3l|%| §|£‘|?|| 7 | @|3§| IDDmesticpayments j
e e e I""’“"" EEE LILELIANA DD, j

|FREE
Balance and transactions in accounts

Preparation Booked balance: =34.836.00 ELR
Booked balance date: 07122012, 09.46:11

R b= | I | R ERd

1. CURRENT TRANSACTIONS 2 ORDERS OM WAITING FOR TODAY 3. FUTURE DATED DRDERS
- iumber of debits: 0 | - number of orders/batches in the bank: 0 |- number of orders/batches in the bank: 0
- sum of debits: - sum of arders/batches in the bank: - sum of orders/batches in the bank:

=0,00 =000 =0.00
- umber of credits: 1 | - number of orders/batches in E-Bank: 0 | - number af orders/batches in E-Bank: 1]
- sum of credits: - ligtie] et & el in BBk - total amount of orders/batches in E-Bank:
=15.200,00 =000 =000
- cunent balance: =h0.036.00

L Bal i
- date of the last data acquisition: anee view

131222 03:32

<By tax nurnbers j
EBB LIUBLJAMA DO

Ll TOTALFOR TH (.. EUR =50.036.00 =34 836,00 =0,00
Infig

| i
FREPARED ... [Marked records MNo: 1/1 [Sum: =50.038,00 EUR/=50.036,00 EUR [ 4

WARNING

You acquire all the data available in the Review folder when refreshing data (clicking the icon ﬁ ). In
order for the data to be as accurate as possible, we recommend that you refresh data prior to each
review. By refreshing data, you will acquire all the latest data on balances and processed documents
(transaction items, statements and notices).




REVIEW OF BALANCE, TRANSACTIONS AND STATEMENTS

In the folder Review > Balance (A), basic data on booked (B) and current (interim) balance (C) is

displayed as well as the number and the total sum of orders on waiting for today (D) and future dated

orders (E).

You can review current balance details (interim transactions) by clicking the Transactions command
(F). A window will appear with interim transaction items.

File View Communication Tools Help

ol
1)

* EBE LJUBLJANA D.D.

r.—p:r:h..n o Booked balance:

Booked balance date:

TRZASKA 118 1000 LIUBLJANA

@|£ﬁ|?|| 2 | @|K§| IDomesticpayments j
o 7]
[FrEE i = | EEETE R | EEEERd

- Balance and transactions in accounts

=34.836. 00 EUR
07122012, 03:46:11

- date of the last data acquisition;

Balance wisw:

P

1. CURRENT TRANSACTIONS @) 2 DRDERS ON'wAITING FOR TODaY E ) 3 FUTURE DATED DRDERS

- humber of debits: 0 | - number of orders/batches in the bank: - number of orders/batches in the bank: 0

- sum of debits: - sum of orders/batches in the bank: - zumn of orders/batches in the bank:

=D,DD =D‘DD

- umber of credits: 1 | - number of orders/batches in E-Bank: - number of orders/batches in E-Bank: i]

- suum of credits: - el el o enelselehes in Rl - tatal amount of arders/batches in E-Bank:
statements =15,200,00 =0,00
natices - current balance: =50.036.00

balance (B).

data by clicking the icon j'? , marked with an arrow € inthe figure). Displayed balances are
informative and depend on the data acquired from the bank during refreshing.

The current balance data is not calculated in the electronic bank, but you acquire it when refreshing

The time of the last refreshing and data acquisition is written in the e-bank below the current balance
(C), while the date and time of the last acquired booked balance is written below the displayed booked

files -

13122012 0932 <By tax number> [
foims EBE LILUBLIANA DD
rru
TOTALFORTH ... EUR =50.036.00 =34 836,00 =0,00 =
< | i
Transactions Open Export Freview Prirt
PREPARED ... M [Marked records Moz 1/1 Sum: =50,036,00 ELR f=50,036,00 ELIR v
WARNING




REVIEW OF BALANCE, TRANSACTIONS AND STATEMENTS

In order to achieve better transparency when working with multiple accounts, you can adjust account
balance view.

The default balance view is by tax number (A) - in the balance window, balance for all accounts of a
specific company is displayed according to the selected account (B). However, you can adjust the
balance view according to your preferences and in the view you can combine different accounts you
are authorized for (regardless of tax number). For instance, you can adjust the view and review for a
group of subsidiaries.

File Wiew Communication | Tools  Help
sr | on Personal number (PIMY change ~
o &, & /50 o7 | w22 I Diormestic payrments j
~ B = O SIBE 3300 D345 4653 166
Smark card or USE key Test I hal GLEL ST AT @ j
Exchange of smart card or USE kew IFHEE j ﬂ |U1 o1 2000 LI |28.DB.2D1 3 LI
Address book {Alk + &) in accounts [settnos i x|
Debtor identifiers = e I Ni = |
20D creditor identifisrs =109.331,00E . ™ ikl ot % ;
N TCPAP | Papment detail: E-Foims | LE alarice overview
Datahase cleanup 16.08.2013, 00:01 | ] || Ipo/Ex
Database backup PERS ONWAITING F [ e belence views
Seatch (Zh |+ ) er of orderz/batches ir HesE chidcen
Currency conversion of orders/batches in the
32 belerEe List of accounts of selected view
Service programs 3 .
EE fansactions - AL : er of orders/batches ir Bark [ Account na. [
- sum of credits: - total amount of orders/batct
ﬁ shatements =4 900,00
& notices - current balance: =114.281.00 Balance view:
0 files - date of the last data acquisition: -
28.08.2013 1343 By tax number>
@& foms EBE LIUBLIAMA D D.
Descriptive wiew namel
- List of accounts - Selected accounts
| Gl | o |_oe
< Remove I
Set settings << Remove sl I
[FEbank  HALCOMDLD,
LTE bank ok | Cancel | [ ok ] cance

1 You can adjust the balance view in the menu selection Tools >
Settings (Alt + O).

2 Select the Balance overview tab.

Click the Add button.

4 A list of all the accounts you are authorized for will open. On the left
side of the list, select the accounts (4a), for which you would like a

shared review of balance, and click the Add button (4b). The
selected accounts will move to the right side.

w



REVIEW OF BALANCE, TRANSACTIONS AND STATEMENTS

File “iew Communication  Tools  Help

ﬁ|&‘,|‘$‘%8l‘f§,| %‘ﬁﬁ‘?‘| (7] | @|3§‘ |Dnmesticpayments j
e e I““' EEE LAUBLJANA DO j

b = | R | R

|FREE
= Balance and transactions in accounts

Preparation Booked balarce: =34 836,00 ELR
Booked balahce date: 07122012, 09:46:11

1. CURREMT TRAMSACTIONS 2 ORDERS ON'WAITING FOR TODAY 2 FUTURE DATED ORDERS
- number of debits: 0 | - rumnber of orders/batches in the bank: 0 |- number of orders/batches in the bank: 0
- sum of debits: - sum of orders/batches in the bank: - st of arders/batches in the bank:
=0.00 =0.00 =0,00
- rurnber of credits: 1 | - number of orders/batches in E-Bank: 0 | - number of orders/batches in E-Bank: i
- sum of credits: - total amount of orders/batches in E-Bank: - total amount of orders/batches in E-Bank:
=15.200,00 =0,00 =0,00
- cunent balance: =50.036,00 B alance view: - — — =
- date of the last data acquisition: B Add/Change into accounts balance view E x|
13122012 0g:32 | | <By e numbery - L5 )
EBB LJUBLJANAD.D. - Lstoisccownls — ~Selected sccourts
SI56 3300 D246 4683 166 Adds 5156 2310 0003 F160 156
Arch Add all 5
i TOTALFOR TH[.. EUR
Info ¢ Flemove
<4 Remove al
[hal@ %" [u]% ICancal
|PREPARED ... [Marked records mo: 6 ok | —I

5 In the Descriptive view name field, enter the name for
a group of accounts which you selected.

o

Confirm the entry by clicking OK.

7 Select the balance view for a new group in the drop-
down menu Balance view.



REVIEW OF BALANCE, TRANSACTIONS AND STATEMENTS

For all changes of account balance, the bank prepares transaction items which can be inflows,
outflows, rejected orders, inflows cancellation, outflows cancellation and cancelled orders.

In the folder Review > Transactions (A), a list of transaction items corresponding to the selected time
period will open (B) (see tip).

You can simplify the search of a specific transaction item by sorting them by columns (click on the
column name) (C). If there are too many transaction items, you can help yourself by filtering, which
limits the displayed data values.

File Wiew Communication Tools  Help
ﬁ%||$|%3l|%|||'@=§ 'ﬁ_?||@|@|3§||D0mesticpayments j
- » EBB LJUBLJAMA D.D. . SISE I300 0846 4623 166
TRZASKA 118 1000 LIUBLJANA WFl©bank  EBg LuBLoANA DD. j
B )|rreE x| ooz« 2082013 M|
= Transactions
Preparation Marked records Mo: 0418 @ O Search
» Sun; - /=57.540,99 EUR =
Dlivery Booki.. | Valuefpay...‘ ( b Drebit ar Pam.vgﬂhmuwﬁummﬁmmmaﬁm | |dzer comment /Detailz
ZRORZ0E 23082013 = i g o smounl sddse pemete g0ty TEANATEKZ PLACILO STORITEY
22082012 23082013 =3t PLACILOD
23082012 23082013 - Seweh puametess | PODATEK PLACILO STORITEY
23082013 23082013 Seloct 8 document | FODATEKA FLACILO STORITEY
E= balance 22.08.2013 [occacions =] __Showsl || J| PODATEKZ PLACILO STORITEY
BE | i . 1608 2013 : SLPE-4DRIA-BA . MES DBVEZ ALLOW
sH USSR A J 1o o013 14082013 D";’““"“;% - PLPEADRISEA. DBROKE
& statements 14082013 14082013 R E— m— L PE-4DRIA-BA..  DBROK13
notices 14082013 14.08.2013 = e ORI NN N | EREY BLPE-A0RIA-BA..  OBROK 16
_ 14082013 14082013 T ia ek chie 0N 2 MO ] | 2020 BLPE-SDRIA-BA..  OBROK17
O files 14082013 14.08.2013 . e LPE-ADRIA-BA..  DBROK 18
& foms 13082013 13082013 Booking ey pe: | =l BLPEADRIA-BA.  INV.30
12082012 12082013 =1.111 st | I LPE-A0RIA-BA..  DEY. JULL 20713
13082013 13082013 Mame: | BLPE-ADRIA-BA. . Malog - zavinjen - Znesek
13082013 13082013 Papment detals: | BLPE-ADRIA-BA.. DBV, JULL 2013
13082013 13082013 =1.501 Ou redesence: | L PE-40RIA-BA., DBV, JULL 2013
13082012 13082013 Pt sebessnces: | SLPE-ADRIA-BA . DBV JULL 2013
Info 13.082013 13082013 Patne's sccourt: | WLPE-ADRIA-BA..  POLOG
Transsction type: | =l
Mandate refesence: |
Swuctred 50D |
s | |
K= Bount ) Semch |  caneel o
oz — Eanof — Frasian) Friri Cihar, —
[Prepared ... [Marked records Mo: Dj18 [sum: - j=67.540,99 ELR [2a. |

1 Turn the search on by clicking i on the toolbar, by clicking the button S

using the command Ctrl + F.

or by

2 A new window will open, where you enter the criteria by which you want to search transaction

items.

3 Turn the search on by clicking the Search button. TIP
The displayed transaction items correspond to the In order to have displayed data updated,
criteria as defined in step 2. we recommend that you refresh them prior

to each review (click the icon, marked

with arrow in the Figure). Also, check

the time period for which the transaction
items are displayed (B).




File Miew Caomronication  Tools  Help

“lelmle®m 2 =

§|$ﬁ| &7 | | 7 | @|3§| IDomesticpayments j

* EBB LIUBLJANA D.D. | aG . SI56 3300 0345 4653 166 J
f = . TRZASKA 118 1000 LIUBLJANA an% - EBE LJUBLJANA DO, M
(hal@bank E
l |FREE ~] = [01-01-2000 M | EEETERRd ﬁ}
= £: Transactions Current balance on day 23.08.2013 at 00:01:13 hour: =114.281.00 EUR
Preparation Marked records Moo 041 K a2l
4 Sum: - /=2.500,00 ELUR
Booki.. * | ‘-a"alue.-’pay...l Drehit amountl Credit amuuntl Anor... | Cuarr.. | tame | Jser comment/Details
14082013 14.08.2013 =2.500.00 EUR HYPO ALPE-ADRIA-BA..  OBROK 8

Oezn — Eanol  — Pt Fini Clikizr,.. —

4 The transaction items shall remain filtered until the search is turned off by clicking the T icon

(4a) or by clicking the button A showal (4b).
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REVIEW OF BALANCE, TRANSACTIONS AND STATEMENTS

Each transaction item can be opened and its details can be printed, exported or related to the order,
to which it refers (if the item is related to a payment made through the E-Bank).

File Wiew Communication Tools Help
e mlelE el D8 7 B 2 TR oomesticpayments =]
* EBB LIUBLJANA D.D. . GI5E 3300 0546 4583 165
TRZASKA 118 1000 LIUBLIANA I (FlBbank  EeeLiELIANADD. j
[FReE = ootz A|fEzaoz 4|
Cumrent balance on dap 10.12.2012 at 15:51:09 hour: =50.036,00 EUR
Preparation Marked recards Na: 1411 1 Search
3 Sum: =15.200.00 EUR/=13.583.00 EUR
Del Booki.. © | Waluedpa Dehit Credit amount oun... Curr... | Mame zer comment;"DetiI
10122012 10.12.5012 =345 DELAVSKA HRANILNI..  TEST SE A PN
10122002 3012202 =241.0.. EUR Copié Selimir Zavmieno: SEPA DD nalo
101222 30122002 =1220.. EUR Fliz Stanizlawa Zawrnjgno: SEPA DD nalo
balance 101222 30122012 =133.2.. EUR Petarka karja Zawmjeno: SEPS DD nalo
e 10122002 3012202 =1203.. EUR Klancar Tugaomir Zavmieno: SEPA DD nalo
101222 30122012 =1804... EUR Praper Gagper Zawrnjeno: SEPA DD nalo
statements 1012202 3012202 =1371.. EUR Marinko Vinzki Gordana Zavmjeno: SEPA DD nalo
rrelfees 10122002 30122002 =1120.. EUR  Zade Sahina Zavinjeno: SEFS DD nalo
. Orizz2mz 071222 =1.267.00 EUR  MWOWa LIUBLJAMSEAE..  [MW.23
files 0B122012 06122012 =1.267.. EUR  MWOWALJUBLIAMSEAB.. Zawmieno: Werzija klienta
forms
4| | 1l
Open & Export Presiew Print Other... & ]
PREPARED ... Marked records Mo: 111 [Sum: =15.200,00 ELR{=13,558,00 ELIR |

Opening transaction items (by double-clicking a transaction item, using the Open command > Open
or by using the command Ctrl + O).
The transaction item details are displayed in the form. They can also be printed.

Reference (the command Open > Reference)
If the transaction item refers to a payment made through the e-bank, you open the order to which a
transaction item refers.

Exporting transaction items'

Transaction items can be exported into a file, which is then imported into other programs (for
instance, accounting ones). Transaction items can be exported in a standard manner, while with
expanded export you can define some of the export parameters on your own (see tip).

Printing transaction items (the Print command or the command Ctrl + P)
Multiple transaction items can be marked at the same time and printed in the form of a statement
(see tip).

TIP
How to select multiple transaction items? While
pressing CTRL on the keyboard (for individual

Other

A comment can be added to an order, payment
confirmation as well as the list of
rejected/cancelled orders can be reviewed and
printed.

selection) or SHIFT (for a group), select
transaction items by using left mouse key. The
selected items are hicehlichted.

"You can find more information on import and export formats at the following web site:
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REVIEW OF BALANCE, TRANSACTIONS AND STATEMENTS

Standard Export of Transaction Items

File “iew Communication Tools  Help

ﬁ|&l|‘@‘%gl‘%| %‘ﬁﬁ‘?‘| 7 | @|3§‘ |Dnmesticpayments j
T TRZABKA 118000 LiupLiANs | TGt EETLSTDE” |

|FREE = Aoz iz

=

Preparation Marked recards Ma: 2411 (3 Choose export file name i E:

- Sum: =14.855.00 ELIR/=13.588.00 ELIR ‘ﬂ [ = My pocuments - TESTHE PoOATI - @ v 3 [ search TEsTv PODATID .2

De Orgarize = ew folder = - @
""" — 2l Mame - | Date modéi =

B Ceskiop =] ZBSVRT IR, Kl 7222 15

2 8 Dourloads ) 2BSupndomasct xmd T2 1

10121 - &l Recent Places = ZBsupncszmegi, s 7.2.2002 13

1012 P 9 b [ 2B%sdd i 182,202 |

10122 Mo, of exported documents: 2, i Dacumsrits - v _shobro, i i

1012 e o Music = ZBSpremmet _v_dobro - Copy.xm 72002 1

0712 = Pictures =/ 2BSpromet _v_breme.xml 7.2.2002 12
06121 B vdecs =] ZBSpromet_v_breme - Copy.xmi 7221,
(e - i — En
i [T (3D) =
i Smuw|mﬂe$c'-w _ﬂ

Archive
. @ Export (DFS bransacitons, XL 5 = Hoe Fokders| 3c) s Gancel_| y
Infa Expoart setkings... =
Expatt of rejected SOO arders
Expanded export
[l | Expanded export parameters

|PREPARED ... [Marked records ma: 2/11 |Sum: =14.855,00 EUR/=13.588,00 ELR [ |

1 Mark the transaction item you want to export. Multiple items
can be marked (see tip).

2 Click Export > Export.
3 In the window which opens, specify a location (3a) and file

name (3b) where you want the exported data to be saved and
save the data (3c).

4 Confirm the notification on the number of exported transaction
items and the export is completed.

TIP
How to select multiple transaction items?
While pressing CTRL on the keyboard (for individual

selection) or SHIFT (for a group), select transaction

items by using left mouse key. The selected items
Avra hinhlinh+AaAd

-12-



REVIEW OF BALANCE, TRANSACTIONS AND STATEMENTS

Expanded Export of Transaction Items

File Wiew Commonication Tools  Help
ﬁ|&||$|%3l|%|@|£ﬁ|?||§'|@|3§||D0mesticpayments j
¥ EBB LJUBLJANA D.D. . 5156 3300 0345 4653 166
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FREE R b= | R | G E N
= Transactions Current balance on day 23.08.2013 at 00:01:13 hour: =114.281.00 EUR
Preparation Marked records Mo: 2/18 0 comch
Sum: =1.264 99 ELR/=E7.540,39 ELR expanded export parameters x|
it Blasie dala st fox axpodt o )
A Hesdsr @nmm [ =
[ Boaked ransactions ¥ Print heades
2308.2M3 23082013 , g m:m Selectall | Deleteal |
230820013 23082013 ) s AR
¥ Intern iansachons
E balance 23082013 23.08.2013 =1. || | Reiectad barmact
B oo oo e Em P
& statements | 14022013 14.08.2013 -1 [ i , Sl e
& natices 1408.2013  14.08.2013 -1 [ B e
14082013 140082013 B | AVt e et I Puposs code
O files 14082013 14.08.2013 =1. ||| E Dtk ammouet @ ¥ | Ungent F Setlemert dste
& foms 13062003 13082013 =1. || ¥ oo amoumi ¥ Type ol baoking ¥ Schama lype
13082003 13082013 =1.111.00 I Rejected smourk ¥ Meniiicaions ¥ Mandate reference
1308203 13082013 I Booking code W D reference lyps ¥ Tranzaction yps |
130820013 13082013 =1. | I Descriphon ¥ Foreign reference lype ¥ Rejection code
1308203 13082013 =1.501.00 ' Booking date W Our reference ¥ Excharge rals dste
130820013 130 ) ' Pariner's account [+ Foeeign reference ¥ Conwer, exchange rate 1
Info 13082013 130  Cport (DPS ransactions, TKDIS) % Patners poms ¥ SOD schsed slerce 17 Conwe, cxaharge e 2
(St SEHER. F Detals [ Paitrers bark BIC ¥ Source cumsncy cods
Export of rejected SO orders ¥ Deal lype code ¥ Paiiner's addiess ¥ Oiighal cuwency cods
W Dudes I ¥ Fartne's couniry ¥ Fen
Expanded expart F Csslion fime 7 Ukimats — 7 Fes
Expanded export parameters = e lime ¥ Debtor's rederence lype -
= =~ e
[Prepared ... [Marked rec.. . - ; =5

1 Mark the transaction item you want to export. Multiple items can be
marked (see tip).

2 If you want to change the parameters which exported transaction
items should contain, click the Export > Expanded export
parameters (2a). A new window will open, where you can mark
various parameters (2b), which exported transaction items should
contain. In the Data delimiter field (2c), from the drop-down menu
you can select a data delimiter which enables you to create a data
format for simple import of data in any other application or
spreadsheet. Confirm the selected parameters by clicking Save (2d). TIP
The expanded export parameters settings will remain saved, so that How to select multiple
parameters should not be set at each expanded export (if you don’t transaction items?
want to change them). While pressing CTRL on

the keyboard (for
Continued on next page ... individual selection) or

SHIFT (for a group),
select transaction
items by using left

mouse key. The
selected items are
highlighted.
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REVIEW OF BALANCE, TRANSACTIONS AND STATEMENTS

File Wiew Communicaktion Tools  Help
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Praparaticn Marked reconds Mo: 2411 m (‘" )

=3 Sum: =14.855,00 EUR/=13.588, Croanze = New folder =~ 9

. A 2] Mame - Date A
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1012202 3012202
10122M2 3012202
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1012202 3012202
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Or1z2z2mz2  07122m2
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nalo
nalo
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haldy
nalo

Enta

Export (DP3 transacitons, XML SEPA)
Expott settings. ..
Export of rejected S0D orders

EZ:-:Z|:|E|F||:|E=|:| expork
Expanded expott parameters

[PREPARED ... [Marked records Mao: 2711 [Surn: =14.555,00 EUR,/=13.558, 00 ELIR. | |

3 Continue the expanded export by clicking the command
Export > Expanded export.

4 In the new window, select the location (4a) and file name
(4b), where the exported data should be saved. Save the
data (4c).

5 The selected transaction items are exported into the
selected file. Confirm the notification on number of
exported transaction items and the export is completed.

Exporting refused SDD orders

From the folder Review > Transactions, it is possible to export refused SDD orders (SDD orders, which
have not been executed or were refused and do not represent transactions).

You can find out more about the export of refused SDD orders in the section of the Manual on Sepa
direct debit.

-14-



REVIEW OF BALANCE, TRANSACTIONS AND STATEMENTS

The statements are intended to display booked balance and are sent by the bank for each account and
currency separately.

In the folder Review > Statements (A), a list of statements will open corresponding to the selected
time period (B). Each statement can be printed, while its general data can be opened and exported

(©).

File Wiew Commounication Tools  Help

ﬁ"&,||$|ﬁ;‘3l|%‘ §|£ﬁ‘?|‘ 7 | @‘3@| IDumesticpayments j
T TRZASKA 1101000 LoupLoAna | T@bak EEE LGS’ B

=l A omzs w3z -

FREE

= g Statements

Preparatian Marked records Mo: 1/2
Sum: - A~

o3

Statementno. | Statement _xo ) Cure.

ora2.2mz2 ELR 1.000,00 1 1.267.00

Deliven

Opening statement

By double-clicking the statement, using the command Open > General data or by using the command
Ctrl + O, you open the selected statement’s general data. By using the command Open > Details, you
open the statement’s details. In a detailed statement display, you can sort the displayed statements
by clicking the column title and you can simplify the search and adjust the display to your own needs.
The statements prepared in such a way can also be printed.

Exporting statements'

Statements can be exported into a file, which is then imported into other programs (for instance,
accounting ones). Statements can be exported in a standard manner, while with expanded export you
can define the export parameters on your own. The procedure for standard and expanded export is
the same as for exporting transaction items and is described on pages 11 and 13.

"You can find more information on import and export formats at the following web site:
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REVIEW OF BALANCE, TRANSACTIONS AND STATEMENTS

Statement review (the Review command)

With the selected command, the statement will be displayed in the TP

printing format. Multiple statements can be marked (see tip). How to select multiple
. . . statements?

The reviewed statements are marked with the icon . While pressing CTRL

on the keyboard (for
individual selection)

Printing statement (the Print command or the command Ctrl + P) or SHIFT (for a
Multiple statements can be marked at the same time and printed out (see group), select
tip). statements by using
The printed statements are marked with the icon . left mouse key. The

selected statements

Updating the Business Partners’ Address Book (the command Other) are gtz

Based on the transaction items in the statement, you can use the
command to update the Business Partners’ Address Book. The step-by-step instructions for the update
are described in the manual Address Book.

Sending statement (the command Other)

You can send the selected statement directly from your e-bank to the selected e-mail address. Simply
select the statement, click the Other > Send via e-mail command and a new e-mail will open in your
program for sending e-mail with the statement that you have selected attached to it.

Save statement in pdf format (the command Other)

The statement can be saved in the pdf format. Select the statement, click the Other > Save as PDF
command, select the location to which you wish to save the statement and save it. A notification on
the location of the saved file is displayed. Close it.
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Archive of Sent Orders and Batches

In the Archive folder (A), you can access all the documents and messages, which you sent to the bank
via the e-bank (orders, batches, SDD orders...). You can also restrict the time period for which you
want to review the sent documents (B).

File Wiew Commonication Tools  Help
ﬁ|&||$‘%3l‘%‘ §|£ﬁ‘?‘| 7] | @|3§‘ |Domesticpayments j
¥ EBE LIUBLJANA D.D. [E)bank 58 900 (946 4633 166 .
TRZASKA 118 1000 LIUBLJANA LiE)ha EEELJUBLJANADD.
B Jrree R b= | T R | [EAEE R
= # Orders archive
Preparation Marked records Mo: 044 Q Search
= Sum: - A=18.073,00 EUR
Deliver | Walued/paym.., T | Credit | .ﬁmnuntl Curre... | Fayment detailz | Statuz
Noo1n1zzmz DELAYSEA HRAMILNICA D.0. LIUBLIANA =345.00 EUR TEST SEPA LUPH BOOKED
1012:2m2 HALCOM D.0. =15.200,00 EUR IMY 324-298 BOOKED
0712.2m2 MOWA LIUBLIANSES BAMES DD =1.267.00 EUR M. 29 BOOKED
0B122m2 KO LILBLIANSES BANES DD =1.267.00 ELR MY 25 REJECTED
i
Info
| | |
Cozn — Eanoil  — Dinficsis Carcellaiion Dalziz RIEETEN Flirit
PREPARED ... [Marked records Mo: 0/4 [Sum: - j=13.079,00 ELR [ |
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REVIEW OF BALANCE, TRANSACTIONS AND STATEMENTS

Archive of Orders

In the folder Archive > Orders (A), all the orders are displayed, which you sent to the bank in the
selected time period (B).

Filtering and Searching Archived Orders

You can simplify the search of archived orders by sorting by columns (click the column title) (C). If
there are too many orders, you can filter them. In this way, you limit the displayed data value.

File “Wiews Communication Tools  Help
# alaleda s o ey 8 2] @) 5 [oometpmmrs =
+* EBB LIUBLJAMA D.D. . SIS 3300 DB4E 4623 16E
”ﬁ-@'bank THZASKA 118 1000 LIUBLJAMA EEE LJUBLJAMNA D.O. vl
= FREE > morams v r3r22002
= # Orders archive :
Preparation Marked records Nao: 144 Aichread onders .
. Sum: =15.200,00 EUR/=12.079,00 EkE} A e R e
| Yaluedpaym... T | Credit C qummba?EWWMHMGMMSNW | Skatus
Moo1012.2M2 DEL&VSES FmEMILMICE ) FH BOOKED
10 12 HALCOM DD, Yo EOOKED
07122012 HOWaA LIDBLIAMSEA BA i BOOKED
06122012 ROV LILBLIAMSES BA = REJECTED
[ea | __ Showal |
Debit account no.: |
u Value/pagment date: |07 072009 [13122m2
Credio: |
Currency code: | =l
@ Payment delaie; |
Our rsherence: |
Pastned ieference: |
Status: I ﬂ
I Creation date: 07,07 2003 izazzmz
Piepaed by |
Signed by: |
Patner's sccount: |
4| il
©Open 4 Epot 4 Duploals T
|PREPARED ... , , : : 79,00 ELR | |

1 Turn the search on by clicking the icon ¥ on the toolbar (1a), by clicking the sz |

button (1b) or by using the command Ctrl + F.

2 A new window will open, where you enter the criteria for searching through orders.

3 Turn the search on by clicking the Search button. The displayed orders correspond to the
criteria defined in the step 2.

Continued on next page ...
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# | Bleale wa ez o e e v B 2 @R [oomestmmen: =
¥ EBB LIUBLJANA D_D. . SI56 3300 0546 4653 166
TRZASKA 118 1000 LIUBLJANA F[€)bank  Ege: LIUBLIANA DD. i

[FREE R b= | R | (AT _?|ﬁ§
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&=
Preparation Marked recards Na: 041 K |
=3 Sum; - /=345,00 ELIR

Del | Waluedpaym,. | Credit | .t’-'«mountl Cure... | Fayment details | Status
e Noo101z2mz2 DELAWSKEA HRAMILNICA D.D. LIUBLIAMA =34500 EUR TEST SERA UPN BOOKED

Infa

| |

[ri=rg —

111

ADore

Fiine

|PREPARED ... [Marked records Mo: 0f1 |Sum: - j=345,00 ELR [ |

4 The orders will remain filtered as long as the search is not turned off by clicking the & icon

(4a) or by clicking the A Shon al | button (4b).
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REVIEW OF BALANCE, TRANSACTIONS AND STATEMENTS

Working with Sent Orders

Orders in the folder Archive > Orders (A) can be reviewed, exported, duplicated, cancelled, deleted

and printed.

File “iew Communication Tools Help
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Open (the command Open > Open or the
command Ctrl + O)

By using the command or by double-clicking, you
open a payment order.

Order reference (the command Open >
Reference)

With a reference, you open the batch in which
the order was sent to the bank. In a window that

opens, batch details as well as signers are visible.

Exporting order (the command Export > Export)
Archived orders can be exported into a file,
which is then imported into other programs (e.g.,
accounting ones). The order export procedure is
the same as the standard export of transaction
items, which is described on page 11. You can
also export orders from the archive into order
templates (the command Export > Export
templates) (see tip).

Duplicating orders (the Duplicate command)
With the selected command, an archived order is

transferred into the folder Preparation > Orders.

In this way, you avoid entering the data
again for a new payment to the same
creditor.

Order cancellation (the Cancellation command)
Request for cancellation can be sent only for
orders having the »SENT« status and which have
not yet been processed in the bank. Upon sent
request for cancellation, the status of selected
order changes to »IN CANCELLATION« and then in
case of successful cancellation into
»CANCELLED<.

Deleting orders (the Delete command or the
command Alt + D)

Only the orders which are finally processed from
the bank’s point of view can be deleted. These
are the orders with the »BOOKED« status and are
already paid, or orders having the status
»REJECTED« or »CANCELLED«, which will not be
paid.

WARNING

By using the Delete command, the order is
only deleted from the list in your archive, but
it is not cancelled!

TIP

You can find more information on import and

export formats at the following web site:
wwweng.halcom.si/support
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REVIEW OF BALANCE, TRANSACTIONS AND STATEMENTS

Rejected Orders and Reason for Rejection

If an order in the Archive folder has the »REJECTED« status, it means that the bank has already
processed the order, but the payment was not and will not be made.

The reason for rejection is written in the rejected transaction item.

=

Preparation

=

* EBB LIUBLJANA D.D.
TRZASKA 118 1000 LIUELJANA

¢: Transactions

Marked records No; 118
Sum: - /=67.540,99 EUR

{3 Transactions

Repocted trantactions

File Wiews Communication  Tools  Help
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1 The rejected transaction item is written in the folder Review > Transactions in grey color.

2 Select the rejected transaction item (2a) and open it (2b).

3 The reason for order rejection can be read in the bottom row of the form.
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REVIEW OF BALANCE, TRANSACTIONS AND STATEMENTS

In the folder Archive > Batches (A), all the batches are saved, which you sent to the bank via the
e-bank in the selected time period (B). All unbound batches are also saved.

All the batches can be opened (the Open command), deleted (the Delete command), more detailed
information can be reviewed (orders in the batch, batch signers, and payment date), printed (the
Print command).

File Miew Caomronication  Tools  Help
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1 Select the batch you want to verify details 4 Close the window containing a list of orders
for. in the batch by clicking the Close button.
2 Double-click the batch, click the command 5 Close the window containing batch details
Open or open the batch using the command by clicking the Close button.
Ctrl + O.

3 A window will open with batch details and
batch signers.
By clicking the List of orders in the batch
command, you open a list of orders
included into a selected batch. If you have
chosen the batch MP SEPA - closed, this
command is not available.
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