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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 MODE?) STEP 3
PREPARATION SIGNATURE DELIVERY
} 4 } |
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
to the bank.
Delivery > Send

STEP 2 (NON-BATCH MODEY)
SIGNATURE

Sign payment order.
Preparation > Orders > Sign

Payment procedure with Hal E-Bank is the same for all types of payment orders.

L1f you can click Preparation > Batches on the left menu, you are using the batch mode;
otherwise, you are in the non-batch mode.



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 5),

- Duplicating order from archive: for payments already made in the past (page 11),

- Importing an order: for orders prepared in other programs (page 12),

- Payment order from template: for repeating payments (e.g. monthly) (page 13).

File “iew Comrmunication Took Help

ﬁ"%||$‘?ﬂ'3l|%|'€=§|§“?||§"@|3§||D0mesticpayments (2) j
* MY COMPANY 1501001231126
N STREET 10 CITY I@bank MY COMP ALY @ j
= [FREE +1 = [07.04 z000 ~ | [07.04 zm0 -
= @ PAYMENT ORDER x|
Preparatian Marked Status:
S Sum; - /- d: 10000042BY9FP208 L
1;_9' TG 4 Accepted: bt detailz
g batches PAYMENT ORDER
L Fies Return of founds [~
& Debtor Deal type Armount
5 messages [FIZICKA LICA TEST EBBBG | [7 =]2] RSD |
- [FRBOJE 45 | ,
- Cebtor's account
Detioen [LIUBLIANA | [699-123456789012387
o Payment details 2| Dehit model and reference
TURMOVER OF GOODS AND SERVICES — [l
FINAL COMSUMPTION _
Creditor's account 7.
. -+ | Gb
|C"3d'tﬂf (rﬁ)_J Credit model and referéfice
Ilis} | E” | I;Hd t
dlue date
| ﬁ | [Zaosz0103] =] r
=~ Urgent
Submission date formno. 3
Stamp and signature 24052010
Prepared by: Signed by Frint )'E\OK )T\Exit |
o/ N/ E
1 v
Cgzr) [Iri'E w)pior Irin Bz @ Enter &  [IE[EE iz Frin Other.. &
Prepared ... Marked records Mo: 0/0 Surm: - /-~ 7.04.
p y
1 Select a debit account. possibilities of entry without the use of
. address book.
2 Select a type of payment transaction.! . .
3 Enter the folder P tion > Ord 6 When required data are entered, confirm
nter the folder Preparation rders. the order by clicking OK.
4 Select the Enter command. (You can proceed with the completion of a
Select an adequate form. new order.)
5 Complete the payment order. [/ Finish by clicking Exit.
When entering creditor’s name 5a or account :B
number 5b, by default settings the address Tip
book will open, where you (enter and) select If you want to enter creditor data into the payment order
data on creditor. without the use of address book, you can deactivate the

See Tip on use of address book and on address book in the menu selection Tools > Settings > Diverse

(the selected option »Payment orders - creditor information
entry without use of address book«). For more information

1 . . .
If you would like to make |nternat|9na| paymenFs and on address book, see chapter ADDRESS BOOK.
there are no cross-border payments in the selection,

contact your bank administrator.




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.

Eile “iew Communication Tools Help

ﬁ||‘§"||$|%gl|%|§|£ﬁ|?||?|@|3§||D0mesticpayment‘s ~|
" STREET 10 CITY |©)bank i ctra: N
|FREE ] Hfmoazoo0 <|[pToezon |

Infa

# Batches preparation

Marked records Mao: 040
Sum; - /-
[Documents type | Murnber of docu... | Checksuml Statuz I Creation date | Reference |

) = e 3 oy
Sl L riziein =iz Uizl NEIEES 2 ririt

|Prepared ...

|Marked records Mo 070 |Sum: -5 &




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.

Eile Wiew Communication Tools Help

?|E,.||$|Fo'3l|f§.| |'€=§|£‘|?|| ? | @|3§| IDDmesticpayments (_2) ~|
VR I@bank WY COMP ALY @ |

[FreE ] Hfrazon <|[roeamn 4|
# Order preparation

Marked records Mo: 2/3 1 Seach

Swrn; =2.903,00 EUR #=3.203,00 ELR ; T =
New batch creation [
| Yaluedpaym... | Credit
ALY S0 |ected orders - Collectiviiiaiiaia
D49 Cumulative view of selected orders ksl [OTLE-CEL RS
U Drebit accourt Mo 1501001 231112583
e, R
If pou want bo zign a group of do o
@ otherwise chck INDIVIDUBLLY,  Deord dde/ouseecy: (042000
Eatch pespaned by o Jesam
Eiatch cieation date: 070420010 1325
Eialch stabs: FREPARED
Balch shabus changs dste: 04201325
Ordes lype = I NUI\'MTI Marne of e i with.a batch Lo imeod:

PaYMENT ORDER 2 " Ledt-side sigress [categary] - | [ Flight-side: sigreers [categary]
1. " 1. ?
2 % z ¥
3 b 3 b

Info

Total nurber of orders : e _ Corent_|

Orders in value of: =2.903,00 EUR KA St SEE]

(B bank Al Individualy |

I'Ga‘

Select a debit account. Then, in the »New batch
Select a type of payment transaction?. grb‘iat'on« window click OK; (6a,
Enter the folder Preparation > Orders. b. One order,

Select one or more orders to send to the
bank (See Tip).

Select the Into batch command.
If the Into batch command is not activated,

c. in the »New batch creation«
window, click OK. (6b)
7 Signed batches are located in the folder
Preparation > Batches. (7a)

ol A~ WN PR

continue with step 5 on page 8.

6 If you have selected:
a. Multiple orders,
In the »Group signing of selected
orders« window, sign all orders
(button All) or an individual
order (button Individually).

* An authorized person can sign orders remotely by using the Hal
E-Bank Web Corporate web application. For details see the
Remote signing section.

L If you would like to make international payments and there are
no cross-border payments in the selection, contact your bank
administrator.

If you are the only signatory, the signed
batch is located in the Delivery folder.
(7b)

® TP

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 - HOW TO PAY?

Non-batch Mode

Prior to sending to the bank, prepared orders have to be signed. If the Sign command is visible in the
bottom row (see Figure, step 5), you are using the non-batch mode.

Eile “iew Communication Tools Help

ﬁ||‘§"||$|%gl|%|§|£ﬁ|?||?|@|3§||D0mesticpayment‘s (2) ~|
MY COMPANY BOI0MZET1265%
(hal®bank " STREET 10 CITY @bank MY COMP AR j
= [FREE ] Hfmoezoo0 <|[proszon |
= # QOrder preparation
Preparation Marked records Mo: 243 Q) Seach

Surr: =450,00 EUR/=3.203.00 ELR

|Valuef’payrn... i | Credit
07.04.200 COMPANY 3

@ PAYMENT ORDER 2

Stadus
M 1000004 26YAFF 208
Accepled

W FAYMENT ORDER
Returm of founds [
Detitor Deal type Arnpunt
FIZCKAUIGA TEST £6060 ER-EI ) —
FRE0IC 45 Debtor's account
LAUBLJANA [653-12345676401 2387 ]
Pament details o| Debit madel and rafarence

TURNOVER OF GOODE AND SERVICES - l J

If you viant to sign & group of documents wathout peior check, cic | FiNaL cONSUMPTION o
otheavize chok INDIVIDLALLY. Craditor's account '?|

Craditor .t c-edi[lmouland TR |
: nw Value date
PD:;EE ORDER l "uh;l : ;;;[dul [24852010% =] r
3 For da L
Info qroup Submigsion dabe form no. 3
docun Stamp and signature 24.05.2010
DETA Preparad by Signad by Pnn@ K I Exit |
N/ 1]
sl 500 EUR
I Bhask A L indwdualy | Concel |
6a)
4 | | » |
|Prepared ... [Marked records No: 243 [Sum: =450,00 EUR/=3.203,00 ELR
1 Sselect a debit account. individual order (button
2 Select a type of payment transaction. ! Ind|V|duaIIy)_, then click OK; (6a)
P Pay . b. One order, click OK. (6b)
3 Enter the folder Preparation > Orders. i
4 6 Signed orders can be sent to the bank.
Select one o_r more orders to send to the They are located in the folder
bank (See Tip). Preparation > Delivery.
4 Select the Sign? command.
5 If you have selected:

a. Multiple orders, 6 TIP
In the »Group signing of selected
orders« window, sign
all orders (button All) or an

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.

L If you would like to make international payments and there are
no cross-border payments in the selection, contact your bank
administrator.

2 If the order has the status PREPARED, you have to sign it. If the
order has the status VERIFIED, continue with step 6.



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«).

File “iew Communication Tools Help
ﬁ&l||$|?ﬂ'gl|%|§|£ﬁ|?||?|@|3§||D0mesticpayments @ ~|
Y |@bank MY COMPANY -~

|FREE oz ~|forodzon +|

=
Freparation
-

al number(PIN code

(hal®@bank

Delivery

Digital cerificate
. Barbara.Jeram, HALCOM D.0D.
. no:. (954 5B Flevi
suer  Halcom CA PO 2
alid untit. 23.09.2012

Info

Inzest smat card into reader or USE key into USE port

_,'_-l and enter your persanal number:
g dave bt @ ok | concel |

\_2“_,1 Do you really want o zend the selected rurber of documents: [ 1 |

L

I |

Send WEEE
|Prepared ... [Marked records Mo: 141 |Sum: =450,00 EUR,/=450,00 EUR P
1 Select a debit account. (transaction items, statements and notices).
2 Select a type of payment transaction.! Then 9“.Ck Close._
3 h i fold (If additional warnings show up, close them.)
Enter the Delivery folder. 9 Sent orders are located in the archive of
4 Select a batch (bgtch mode) or orders (non- orders (Archive > Orders) and they have
batch mode), which you want to send. the status SENT. Once they are booked,
5 Select the Send command. their status changes to BOOKED (more on
6 In the »Send« window, confirm that you want page 25).

to send a batch or orders.

7 In the »Personal identification number (PIN
code)« window, enter your PIN code and click In order to have your transactions information
OK. updated, we recommend that you refresh them

8 The »Data refreshing« window appears. Wait
until sending of documents and refreshing is
completed. You will also receive all latest data
on balances and processed documents

WARNING

prior to each review by clicking the A icon
(marked with arrow €= in the Figure).

TIP
You can send multiple batches or orders to a bank

L1f you would like to make international payments and there are no . )
cross-border payments in the selection, contact your bank at the same time. Select orders or batches, which

administrator. 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.

-10-



PAYMENTS - OTHER WAYS OF PREPARING PAYMENT ORDERS

Duplicating Order

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.

File “iew Communication Tools Help

ﬁ|§,.||$|%3l|%| |‘@=§|£ﬁ|?||?|@’|3§||D0mesticpayments (_2) |
~ STREET 10 OITY |©bank i |

(hal®bank

[FreE o s | (R | T =

= # Orders archive
F'lep.aratin:no

Marked records Moz 1/5
y Sum: =300,00 ELR/=2 515,00 EUR & Search
Delivery | Yalue/paym... © | Credit | Arnount | Curmrency | FPayrment details
D 0704, 201 0 COMPANY 2 =150,00 EUR ELECTRICITY P...
o 07,04, 20110 COMPANY 1 =30000 EUR PEYMENT
26,005, 2003 PTK, 5.0, YL 900 POSTPAID BIL =10,00 EUR UTILITY Pa&H...
20,05, 200 [ T ) UTILITY P&YH..
22.05.2008] “pocurt setection § CFé - Ta COL. .
HName | Account no [
(@)bank M comPany 1501150115011515
' COMPANY 1500100 231112563
(@) bank M CoMPany 1501001009763332
@ bank v company 1501001 009770029
(©)bank My CoMPANY 1501001 009770126
(@ bank My coMPany 1501001 009770223
©)bank My ComPany 1501001009774568
EEbank 6) ok Cancel |
4 »
|Prepared ... [Marked records No: 155 [Sum: =300,00 EUR/=2.515,00 ELR

Select a debit account.
Select a type of payment transaction.?!

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.

In the »Duplicate« window, select the account from
which you want to pay and click OK.

[/ The duplicated order is located in the folder
Preparation > Orders below the debit account
selected in step 6 (see page 5).

wN

o 01 A~

L1f you would like to make international payments and there are no cross-border
payments in the selection, contact your bank administrator.

-11-



PAYMENTS - OTHER WAYS OF PREPARING PAYMENT ORDERS

Importing Orders

Payment orders can be prepared in other programs and then imported into Hal E-Bank. The import
formats supported by Hal E-Bank are the following: TKDIS, XML, B2B.

Eile ¥iew Communication Toolks Help
ﬁ|&.||$|%gl|%|§|ﬁﬁ|?||§'|@|3§||D0mesticpayments Q) ~|
T BTREET 0 OITY |E)bank e -
[FReE ] Hroazoo0 ~|oroazon |
&

Preparation Marked records Mo: 141
Sum: =2 753,00 E| P2 BT - o O Search
Select import file name

'\-"alue.r'a

_JACCEPTI
My Recent _JERROR
Documents

iy Deskiop

=

My Documents

Infio

.
=
by Computer
-
WIS File name: |Salaries-Machtnt LI 5 ) Open

Places
Cancel I
74

Files of lype: Ilmpml files [ txt)

[Frepared ... Marked records Mo: 1/1 |Sum: =2.753,00 EUR/=2.753,00 EUR  ~

Select a debit account.

Select a type of payment transaction.!

Enter the folder Preparation > Orders.
Select the command Import/Export > Import.

In the »Select import file name« window, find
and select a file and click
Open.

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

page 5).

abr~rwWMNEF

By right-clicking the field containing a list of
orders, you can access the menu located in the

grey row at the bottom border of the application

faster (marked with arrow on the Figure).

L If you would like to make international payments and there are
no cross-border payments in the selection, contact your bank
administrator.

-12-



PAYMENTS - OTHER WAYS OF PREPARING PAYMENT ORDERS

Hal E-Bank enables the use of template orders prepared in advance'. 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?

Eile “iew Communication Tools Help

ﬁ|&||$|%gl|%|§|£ﬁ|?||?|@|3§||D0mesticpayment‘s Q) ~|
* MY COMPANY BOI0MZ 312683
(hal®bank STREET 10 CITY I@bank MY COMPANY @ j
= [FREE ] Hfmoazoo0 <|[pToezon |
= # QOrder preparation
Ernoraie Marked records Mao: 141
SR Sum: =2.753,00 EUR /=2.753,00 EUR Q Seach
.S i
: — .
Open the template x|
Template name £ |

Conzumerable goods

| Salaries

LTI(E bank l: 5 :-l Open I Cancel |

|Prepared ... [Marked records No: 171 [Sum: =2.753,00 EUR/=2.753,00 ELR

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

Select the command Import/Export > Templates > Open template.
(If a notification »No template existsl« appears, two procedures for
preparing templates from prepared orders and for preparing templates
from archived orders are described in continuation.)

In the »Open template« window, select a template, which you want to use and click Open.
A notification on number of documents read from file opens. Confirm it.

© Orders from a template will be created with the status TEMPLATE.
Open them. If necessary, correct them (for instance, amount and
reference) and confirm them. The rest of the process is the same as for
manual entry of orders (page 5).

AWM

o1

! Preparation of templates is described on page 17.

2 If you would like to make international payments and there are no cross-border
payments in the selection, contact your bank administrator.

-13-



PAYMENTS - OTHER WAYS OF PREPARING PAYMENT ORDERS

How to Prepare a Template from Prepared Orders?

File “iew Communication Tools Help

o & @l B

|'@=§|£ﬁ|?|| ?|@|3§| IDDmesticpayments

(2)

[~

(hal®bank

=

Freparation

* WY COMPANY
STREET 10 CITY

1BI00IZ3M2653
bank mycomeany

7]

[FrEE ~] = [o7-042000

_~|[07.042010

=

# Order preparation

Marked records Mao: 141
Sumn; =2.753.,00 EUR /=2 753,00 ELUR

Save template

. (% Create new template

x|

Q Search

_| Payrnent detailz

o AR Template name
;‘6 |Monthly il

" Select and avenwrite existing template

Template name i |
Conzumerable goods
Salaries

|Prepared ... [Marked records Wo: 141 [Sum: =2,753,00 EUR/=2.753,00 EUR
1 Select a debit account.
2 Select a type of payment transaction.!
3 Enter the folder Preparation > Orders.
4 Select prepared order(s) (See Tip).
(You can save an individual order or multiple orders in a template.)
5 Select the command Import/Export > Templates > Save template.
6 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.

© TP

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.

L 1f you would like to make international payments and there are no cross-border payments
in the selection, contact your bank administrator.

-14-



PAYMENTS - OTHER WAYS OF PREPARING PAYMENT ORDERS

How to Prepare a Template from Archived Orders?

Eile Wiew Communication Tools Help

9|El||$|%gl|%| |'€=§|£‘|?||?|@’|3§||Domesticpaymenm (z) ~|
¥ MY COMPANY 00022583 =
STREET 10 CITY I@bﬂl‘lk 1Y COMPANY j
[FreE ] Hornazo0 T v|forosamn T+
= # Orders archive
Preparation Marked records Mo: 1/5
F: ' Sum: =300,00 ELR/=2.515,00 EUR Q Search
Delivery | Yalue/paym... T | Credit | .-’-‘-.mountl Cumrency | FPayment details
ENED 07.04 2010 COMPANY 2 =150,00 EUR ELECTRICITY P...
o o7 010 COMPANY 1 S ave ternFJI ate ll
26.05.2 FTE, J.5.C. % LUTILITY Parhd...
20.05.2 PTE,J.5.C% % Create new template UTILITY PAYM...
22.05 2008 Tas COLLED Template name CFA - TAX COL..
|Morithly il

" Select and ovenwrite existing termplate

Template name s |
Conzumerable goods
Salaries
[{TILE bank @ Save | Cancel |
d 3
|Prepared ... [Marked records Wo: 145 [Sum: =300,00 EUR/=2.515,00 EUR.

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 number of exported documents will appear.
Confirm it.

o O1 HWN R

) TP

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.

L If you would like to make international payments and there are
no cross-border payments in the selection, contact your bank
administrator.

-15-



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).

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.

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).
-16-



PAYMENTS - WORKING WITH ORDERS

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

Bile Wiew Communication Tools Help

ﬁ|l§l'||@|%gl|%|| '€=§§|£ﬂ|?||?|@|$§|IDDmesticpayments (2) d
* MY COMPANY 1501001231253 =
W@"bm}k STREET 10 CITY I@bank MY COMPANY @ j
B [FReE I = | [ | (R
= *# Order preparation
Freparation tMarked records Mao: 1.2
Sur: =150,00 EUR/=170.00 EUR Q Search
R e @ PAYMENT ORDER 2 3¢ Jent details
07.04.2010 FTI Statug: LT P’
o7 U% ol PTI Id: 10000042BY9FP 208 1T Py
o 07 04,2011 CO Arepled TRICITY .
TR = PAYMENT ORDER A
Retum of founds ™
Dedibor Deal bpe Armount
FIZICKA LICATEST EBBBG J21 -|?| RSD
PR EOJC 45 Debtor's account
LIUBLJANA [395-123456780012387 ]
Payment details 7| Debit model and reference
TURNOVER OF GOODS AND SERVICES — L |
FINAL CONSUMPTION]| _
Creditor's account |
|
Creditor 2| Creditmodel and reference |
Value date
[ze05 20103 =] r
Urgant
Submission date farm no. 3
Stamp and signature 74.05.2010
Prepared by Shgned by Print rE\pK | Exit I
Ay
4 3
[Prepared ... [Marked records Mo: 143 [Sum: =150,00 EUR/=170,00 ELR 4

1 Select a debit account.

2 Select a type of payment transaction.!

3 Enter the folder Preparation > Orders.

4 Select the order (4). 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.)

5 Select the Open command (See Tip).

6 Correct the order and click OK.

© TP

How can you open an order faster?

Place your mouse on the order and
double-click it.

L1f you would like to make international payments and there are no cross-border
payments in the selection, contact your bank administrator.
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PAYMENTS - WORKING WITH ORDERS

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

Eile Wiew Communication Tools Help

9|.’§,.||$|%3I|‘E§,| |'€=§|£‘|?||?|@|3§||Domesticpayment5 (z) ~|
v MY COMPANY 1BO0MZFNI2553 =
(hal®bank STREET 10 CITY I@Ibank MY COMPANY j
= [FreE ] Hfrazon <|[prosamn 4|
= # Order preparation
Preparation Marked records Mo 1/3
= Sum: =10,00 ELIR/=170.00 EUR | BEED
| Yaluedpaym... | Credit | .-’-‘-.mountl Currency | Fayment details
070420010 FTE, J.5.C.Wala 300 POSTRAID BIL =10,00 EUR UTILITY Pardd.
@ 071 ] PTE, J.5.C, ¥ala 300 POSTPAID BIL =10,00 EUR UTILITY PAYM...
0704, 30 COMPANY 2 =150,00 EUR ELECTRICITY F...

Delete

? ) Do you really want to delete selected no. of documents [ 1 17

(4b) (5)

|Prepared ... [Marked records Mo 173 |Sur: =10,00 EUR/=170,00 EUR A

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) 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 (4Db).

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

Select the Delete command (See Tip).

Confirm order deletion.

~OWN

o O1

Selected orders can be deleted by using the
»Delete« button. The Delete command is also

available by right-clicking the order, which you

L 1f you would like to make international payments and there want to delete.
are no cross-border payments in the selection, contact your
bank administrator.




PAYMENTS - WORKING WITH ORDERS

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

Batch Opening

Eile Wiew Communication Tools Help

9|.’§,.||$|%3I|‘E§,| |'€=§|£‘|?|| 7 | @|3§| IDDmesticpayments (2) ~|
¥ MY COMPANY 15000232683 =
STREET 10 CITY I@bank 1Y COMPANY j
[FreE ] Hfrazon o|proamn |
= #: Batches preparation
Preparation Marked records Mo 1/6
Swm; =320,00 EUR/=3.833.00 ELR
Goocuments toe otdocu ) Checksum | Status Creationdate 2 J Reference L
DP LI ar ._@ A0 00 i [l i ITrATT el T =
DPS Pawment ar 1 Batch editing ...
DPS Payment or... 1 o : ..
Baich refes 07,04 2010 15 14073 B aibara Jeram the b
DPS Payment or... 1 . e ! - SRl i
DPS Payment ar... 1 LT Ui S5 UL b
Drebt Ho.: 1501 00123111 2583
DPS Payment ar... 1 owmmw Hell d ..
Mo, of cedas in batch: 3
Debing defe/cunency:  07.04.2010
Checksum: 32000 EUR
Batch prepated by Bashara Jeram
Baich ciealion date: 07.04,2010 15:14
Baich status PREFARED
Batch statuz change date:  (07.04.201015:16
Hame of the s with & batch to rpor:
Lelt-sids signers [ ] Right-side signess | |
Info 1. ® 1. ?
2 ® 2 %
3 % 3 o
Lot O Close
o @ Lz
|Prepared ... [Marked records Wo: 146 [Sum: =320,00 EUR/=3.833,00 EUR

Select a debit account.
Select a type of payment transaction.!
Enter the folder Preparation > Batches.

Select a batch (4a). If the batch has the status
PREPARED (it is not signed yet), continue with step 5.
If the batch has the status VERIFIED (it is already
signed) or the status IN SIGNING, it has to be unsigned
first.Select the Unsign command (4b). TIP

Select the command Open > Open (See Tip). How can you open a batch faster?

In the »Batch editing« window, click Orders in the Place your mouse on the batch and
batch. double-click it.

A wWN R

o O1

L1f you would like to make international payments and there are no cross-border
payments in the selection, contact your bank administrator.
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Correcting Orders in Batch

The corrected orders remain in the batch.

Eile Wiew Communication Tools Help

1 S| oo = (00| B 8| T ? T |23 Domestic payrments -
i & || @ = paw
¥ MY COMPANY 00022583
STREET 10 CITY I@bank 1Y COMPANY j
[FreE ] Hfrazon <|[roean 4|
= 7 Batches preparation ey
Preparation Marked records Mo 1/5 Sl i
Surn; =2.753,00 EUR/=3.513,00 ELR List of arders
Batch ieference: [07.04.2010 144234 Barbara Jeram i the batch
Documents tupe | MHurnber of docu... | Che
Bk P 1!‘”91“!!‘ =
NI R St ch editing [/ Batch payment orders i |
BEE an | e [EEETr] © PAYMENT ORDER  2x
' 2 [FanEs D Status:
] i i 10000042BYIFP208
DPS Papn | Lo7osam CRAA Aceapteg.
PAYMENT ORDER
Return of founds
Debtor  Dealtype Amoun
KA LICATEST EBBBO | [ =zl RS0 [
R [ |
Dablor's account [l
[LovsLiana 99-12345678901 2387 |
Payment detas 2| Dabi mode and ridenente
TURNOVER OF GODDS AND SERVICES - [ |
FINAL COMELMPTION e — |
[ ]
Infa Craditor | Creatmadel and refarence
1
Valye date Cloge
[22052005 =| r Q" —I
Urgent
Submission dale form no, 3
1 Stamp snd signature 24.05.2010
Prepated by Signed by Print 0K | Enit
@um | e | - 1
|Prepared ... [Marked records Wo: 145 [Sum: =2,753,00 EUR/=3.513,00 EUR

(1-6 Batch opening - see page 19.)

7 Select the order to correct.
8 Select the Open command or double-click the order.

9 Correct the order and click OK.
10 In the »Batch editing/Batch orders« window, select the OK command.
11 In the »Batch editing« window, click OK once again.
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PAYMENTS - WORKING WITH ORDERS

Excluding Orders from Batch

You should use exclusion of orders from a batch when 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.

Eile Wiew Communication Tools Help

o8 mle ¥ BB ®mE v B e | Domestic payments ~|
(hal®bank VR I@bank o Cora s j

~] = [07-042000 _~|[07.042010 |

=

Preparation

Batch refesence:

-------- Pzt I

|IJ."'.IZ‘-‘-.2IJ1IJ 15:14:09 Barbara Jeram

AMDRE CARPI2 I3 |

[Right-side sigreers [category]

7

E. ]

B. ®
@_‘I_ Closs I

4 I i

Lz

|Prepared ... [Marked records Wo: 146 [Sum: =320,00 EUR/=3.833,00 EUR

(1-6 Batch opening - see page 19.)
7 Select the orders to exclude (See Tip).
8 Select the Exclude command.

9 Select the OK command.

10 In the »Batch editing« window, select the OK command.
(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.

Eile Wiew Communication Tools Help

9|.’§,.||$|%3I|‘E§,| |'€=§|£‘|?|| 7 | @|3§| IDDmesticpayments ~|
¥ MY COMPANY 00022583
STREET 10 CITY I@bank 1Y COMPANY j
[FreE ] Hfrazon o|roeamn 4|
=
Preparation Marked records Mo: 1/6 - = E
Sum; =320,00 EUR/=2.833.00 EUR - List of ordess
. s Ealch raference: 107.04.2010 15:14:03 Basbaca Jasam in the batch |
1 editing / Batch payment orders ]
1
D  Imohded orders | Evchaded paymen idess | l
OF o .. | Documently . | Credt dmourt | Cue P delail i
CFAMTIUTTY. PTE.J.5.C VAL =100 EUR UTILITY FAYM.. Ik
DF UTILTY/.  PTE.J.5.C VAL 10,00 EUR UTILITY PAYM... It
o DR COMPANY 1 =300, EUR by
DF
x
|- Right-side sigriers [categorn]
;.:.:) Do you really want o delete sslected no. of documents [ 17 || :
(9= | ® | . :
"""" 3 *
Info
o ] o |
1] | il |
Open | Deete | Esie | Add | Changevabelpwmentdote | Revew | P |
mems  (8) (0T ]_cxs |
|Prepared ... [Marked records Wo: 146 [Sum: =320,00 EUR/=3.833,00 EUR

(1-6 Batch opening - see page 19.)
7 Select the orders to delete.
8 Select the Delete command (See Tip).

9 In the »Delete« window, confirm order deletion.
10 Select the OK command.

11 In the »Batch editing« window, click 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.
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PAENTS- CHNCELLATION VD ORDERSTATUSES
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>Orders>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).
-23-



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.

Eile Wiew Communication Tools Help

9||§n||$|%gl|%| |'€=§|£‘|?||?|@|3§||D0mesticpayment9 (2) j
T STREET 10 CITY |© bank metira |
[FreE =] oroazo0 T v|foroeamn T~

#s Orders archive
Marked records Mo: 1/5

Surn: =2.045 00 EUR/=2.515,00 ELR - Gea
| Yaluedpaym... | Credit | Amnount | Currency | P aument detailz | Status |
07.04.20010 COMPANY 2 =150,00 EUR ELECTRICITY P.. BOOKED
07.04.2010 COMPAMY 1 =300,00 EUR ParhEMT CAMCELLED
26.05.2009 PTE, LS., WALA 900 POSTRA)... =10,00 EUR UTILITY PﬁYPIN CAMCELLATION
2005, PTE, J.5.C, WAla 500 POSTRA.. T SENT

COLLECTIOMN

orders

batches

il

Mo of erder cancellation requests seril: 1 ;I

niotifications or 1squests o cancel orders:
Request for cancelation of the oider TOVFSESABPHIINAG succes:

T

messages

: Digital certificate
Infa ner.  BarbaraJetam, HALCOM D.D.
ser, no: 0554 58 Review
issuer.  Halcom C& PO 2 :
walid until. 23092012 Selection

Inzest smart cand into reader or USE key into LISE port
and enter pour perzonal number:

4| | v|

I @ | oK I Cancel Fiefrezhing data i firished.
1T [Ebank < Back ? Clyza |
IR T A~ |
Open & Ewport & Duplicate @Cancellation Delete Fevigw Prirt
|Prepared ... [Marked records Wo: 145 [Sum: =2.045,00 EUR/=2.515,00 EUR
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).
5 Select the Cancellation command (See Tip).
6 Enter your personal identification number (PIN code) and
confirm the entry.
/ Wait until connecting to the bank server is completed and

then click Close.
(The order’s status changes from »SENT« to »IN TIP
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 the order to cancel.
CANCELLED and it gets colored grey.)

You can find the Cancel

command by right-clicking

L If you would like to make international payments and there are no cross-border payments in the
selection, contact your bank administrator. In the foreign payment system, orders in Hal E-Bank
cannot be deleted.
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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 %iew Communication Tools Help

& Blm| g

alol
10|

9=

|'€=§§|£¢|?|| 2 |@’|3§| IDDmesticpayments

(2)

* MY COMPANY
STREET 10 CITY

1BI0MZ3M2683
MY COMPANY

o

|@bank

|FREE

¥ Orders archive

Marked records Mo: 1/5
Sum: =2.045,00 EUR/=2.515,00 EUR

4) =] ={[07.042000

~|[07.04.2000

Q) Search

| Walugdpaym... T | Credit | AmoLint | Currency | Pagrment delm Status |
07.04.2010 COMPANY 2 =15000 EUR ELECTRICIT™= BOOKED
07.04. 2000 COMPANY 1 =300,00 EUR PasrMEMT CaMCELLED
26.05. 2003 PTE, J.5.Cwala 300 POSTRAL . =1000 EUR UTILITY Pésv'kd.. [N CANCELLATION
20.05. 2003 PTE, J.5.Cwala 300 POSTRAL . =1000 EUR UTILITY PAYM... SENT
2 [ Téx COLLECTION =2.04500 EUR CFa - TAX COL.. SENT

[Sum: =2.045,00 EUR/=2.515,00 ELR.

[Prepared ... [rMarked records Mo 1/5
1 Select a debit account.
2 Select a type of payment transaction.!
3 Enter the folder Archive > Orders.
4 Select a time period, in order to reduce the list of
orders and simplify the search of a requested order.
5 Verify the status

The meaning of basic statuses:
- SENT: The order has been sent to the bank and is waiting to be
processed. (If the order has a date of payment in advance, its

WARNING
The data available in Hal E-Bank

(balances, transactions, statements,
archive of orders) are saved locally,
on your disk. In order for your data
to remain updated, refresh them by

clicking 5:".

status will be SENT. A bank will process it on the payment 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.

L If you would like to make international payments and there are no cross-border
payments in the selection, contact your bank administrator.
In the foreign payment system, orders in Hal E-Bank cannot be cancelled.

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.




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

STEP 1
PREPARATION

Prepare a payment order.
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 (BATCH MODE?)

STEP 3
SIGNATURE DELIVERY
J -
Prepare a batch and sign it. - )
(one or multiple orders can be combined :
into one batch)
Preparation > Orders > Into batch . - .
- 4

STEP 2 (NON-BATCH MODE?)

SIGNATURE Send batch or order to the

bank.
Delivery > Send

Sign payment order.
Preparation > Orders > Sign

Prepared orders can be: Sent order can be:

in batch mode:
CORRECTED?

Preparation > Batches > Open > Open >
Orders in the batch > Open

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

The corrected order remains in the status.
e VERIFY STATUS IN ARCHIVE
EXCLUDED?

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

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.

LIf you can click Preparation > Batches in the left menu, you are using the batch mode; otherwise, you are in the non-batch mode.

2 If the batch has the status VERIFIED, you have to unsign it (Preparation > Batches > Unsign).
% If the order has the status VERIFIED, you have to unsign it (Preparation > Orders > Unsign).
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