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1 Starting up - Working with the wizard for new users 
 
 
If you wish to logon to the program for the first time with your newly set up user name, you have to start this 
first using the respective entry in the start menu or via shortcut icon on the desktop.   
 
Next you enter the user name and password issued by your system administrator. Please make sure to use 
small or capital letters (see Core module Chapter  4.4: User Validation). 
 

 
 
 
Confirm your entries by pressing [OK]. 
 
After having finished the First Logon Wizard (see next page), you are prompted to change your initial 
password. 

 
 
 
For this, enter the given (= old) password in the following dialog. Then you move to the next field using the 
TAB-key and enter your own (=new) password. 
  

 
 
 
Since password entry is concealed, i.e. each key stroke is represented by an * (asterisk) on the screen, you 
are prompted to repeat the new password entry to ensure that it has been entered properly. 
Subsequently, confirm with <Return> or by clicking on [OK] (see Chapter 5.2 of Core module: Assign new 
password). 
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After the logon the First Logon Wizard will start. This wizard will assist you in making the necessary 
program settings (Comms. access, set up Electronic Signature etc.). You can close the wizard at any time 
using the close button and return to the same point, the next time that you start the program. If you do not 
wish the assistance of the wizard, please click on [Without Wizard]. 
 

 
 
 
If you accept the assistance of the wizard, it will guide you through the steps necessary at the logon of a 
new user: 
 
1 Import bank parameter file(s) (only with EPFT/MCFT) 

 
In the case of a bank access via EBICS procedure you have to deactivate the  "Import bank 
parameter file(s)" check box, in order to continue directly with step 2 using [Next >]. With EBICS no 
bank parameter file is imported, but an appropriate bank parameter file need to be set up before by 
the system administrator or by yourself according to bank information (see Comms. Chapter 3.5: 
EBICS )  
 
If you received bank parameter files from your bank with bank parameter files (for the EPFT or MCFT 
procedure) for the new user, you can import these at this point. This page remains active as long as 
the "Import bank parameter file(s) " check box is ticked. 
If you want to import a bank parameter file, click on the [Next >] button. 
 
Insert a data medium with the bank parameter file(s) or select an appropriate directory, where the 
bank parameter file(s) can be found. 
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After confirming with [OK], a selection list of all bank parameter files on the medium or in the chosen 
directory is shown.   
 

 
 
 
Select the required file(s) by mouse click and confirm with [OK]. 
 
If you are importing an EPFT BPD, the process is now complete (for further details, please see 
Comms. Chapter 3.1: Create BPD). 
 
If you are importing a MCFT BPD, the user number (“external name“) is now allocated to your 
internal user name. Confirm this by pressing the [Accept] button. 
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If there are other users available in the system, this process will be repeated until all users from the 
selection list have been allocated to internal user names. If there is a user that you do not wish to 
import, press the button [Do Not accept] (for further details see Comms. Chapter 3.2.1: Import MCFT 
bank parameter file). 
 
If you do not wish to import any more bank parameter file(s), deactivate the check box "Import bank 
parameter file(s) " and click on [Next >]. 
 
 

2 Setting up the Electronic Signature 
 

At this point, you can prepare the Electronic Signature (ES). In the process, a key-pair will be 
generated and the appropriate message will be sent to the bank to set up your key at the bank. To set 
up the Electronic Signature, keep the checked box "Set up Electronic Signature" activated and click 
on [Next >] then. 
 

 
 
 

 Initialize ES medium 
In the first step you are prompted to insert the selected ES medium (e.g. a diskette, an USB stick). 
Confirm the appropriate message box with [OK] after insert. 
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If the ES medium is new (i.e. empty), the assignment of an ES password (ES PIN) for the access to 
the ES medium follows.  
Entry of the characters is concealed, i.e. each character you enter is represented by an * (asterisk). 
You must then repeat the entry of the new ES password for your own protection. 
 
 

 
 
 Generate Key Pair 

The field "Generate new Key Pair" is already marked in the next dialog. You have to enter a 
character string of your choice consisting of exactly 32 characters. The character string is a random 
combination of 32 letters, numbers and special characters. Entry of the characters is concealed, i.e. 
each character you enter is represented by an * (asterisk). This random character string forms the 
basis for generating the keypair.  

 
Confirm your entry by clicking on [Next] after the input of the 32 characters (just fill it up to the end).  
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Next a new key pair is generated, which is stored on the ES medium. For starting the key generation 
click on [Finish]. 
 

 
 
 
You can also import keys already existing on an ES medium into the system. 
Further details can be found in Chapter 6.1 on Communication: Generate / Send ES key pair. 
 

 Please note: 
Always keep the ES medium in a secure place. 
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3 Setting up initialization requests for banks 
 

To have the bank enable your access to their system, you can generate and directly send the 
necessary initialization request at this point. To set up the initialization request, let the "Set up 
initialization orders" box checked and click on [Next >] then. 
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 Select the bank(s) 
Click to select the bank(s) from the list for which first initialization is to be carried out. A first 
initialization is necessary, for example, for EPFT/MCFT when you have received a new bank diskette 
from your bank. Then press the [Next >] button.  
 

 
 
 



©  2012 Omikron Systemhaus GmbH & Co. KG 11/38 

 
MultiCash® 3.23  General Users Quick Reference 

 Enter current and new password (not with EBICS) 
Three mandatory boxes now appear below the selected bank(s). Enter your current Comms. 
password in the "Current password" box. This is needed by the bank to verify the first initialization. 
Use the current password contained in the PIN letter should you have received such a letter from your 
bank. Should you not have received such a letter, initial password is usually "start". 
Use the TAB key to jump to the next box and then enter the new password under "New password" 
This will be used for future communication sessions after it has been successfully sent to the bank. 
 
Because password definition is concealed, i.e. when you press a key you only see an * (asterisk) on 
the screen, you must repeat the new password in the appropriate field for your own protection. 

 
 Please note: 

In contrast to normal practice, entries are not converted into capitals when you enter the 
password. A differentiation is thus made between upper case and lower case entries. Please 
remember this when entering and then using the password. 

 
Close password definition by clicking on the [Next >] button.  
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Print initialization letter(s) 
You will have to send a signed initialization letter to your bank (or several banks) to confirm the new 
keypair. Access will normally not be released by the bank until such time as the initialization letter has 
been received. If you would like the initialization letters to be printed, leave the default box "Print 
intialisation letter(s)" checked.  
 
Together with the INI letters a cover letter is generated for each bank automatically. Address data is 
taken from the entries on the Banks property page (see Chapter 7.1.1 of Core module) and on the 
Contacts property page (see Chapter 5.4.4 of Core module).  
 

 
 
 
If the cover sheet should not be printed each time for the same bank at the first initialization of several 
users, you can suppress the generation by ticking the "Initialization letter(s) without presheet" 
check box additionally.  
Then click on the [Next >] button. 
 
Further details can be found in Chapter 4.2 on Communication: First initialization of bank access 
(Sessiontyp INI). 
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With the EBICS procedure further special steps follow: 
 

4 Generate EBICS authentication keys (only with EBICS, if the wizard is executed the first time) 
 

If you execute the wizard for the first time, a user-related authentication key is generated for you one-
time. This key is required only for the EBICS communication. 
 
Please enter in the field "Comms. password" your currently valid Comms. password also as new 
password for the authentication key. Since the password entry is made concealed, i. e. each 
keystroke is displayed by an * (asterisk), you must please repeat the password entry for security in 
the field planned for this.  
 
To generate the key pair, please enter exactly 32 random characters. This character string is an 
arbitrary combination of characters, numbers and special characters. The entry is made concealed, 
i.e. each entered character is displayed by an * (asterisk). 
 

 
 
 
Press finally the [Next >] button. 
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5 Enter the hash values of the bank keys (only with EBICS) 
 
To ensure that you actually communicate with the correct partner -i.e. your bank-, the validity of the 
bank keys which are collected at the end of this wizard should be verified. This is made automatically 
after the retrieval of the keys. 
 
Please enter for this the hash values of the bank keys in the planned fields (Authentication hash of 
the bank (X0??) / Encryption hash of the bank (E0??)). These hash values are notified to you by 
the bank or you can view the hash values on the Internet page of the bank. 
 
You need not to enter all values. Normally a few digits are sufficient for the authentication. All values 
entered by you are reconciled with the transmitted values. 
The values in the respectively first field are mandatory if they deviate from "00". 
 

 
 
 
You can check the status of the bank keys in menu item -Communication- / -Bank parameter files- in 
the bank parameter file and repeat the verification later by entering and saving the hash values using 
the [Hash values of bank] button (see Chapter 3.5: EBICS). 
 
Press then the [Next >] button. 
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6 Start communication 
A Comms. session file is generated from your entries (MCFT: INI / EBICS several: INI, HIA and HPB). 
Comms. can be started automatically during this last step if you confirm the "Start Comms Now" 
default entry using the [Finish] button.  
If you do not wish to start the Comms. immediately, you have to deactivate the entry. 
A message is shown then, under which ID group you can find the Comms. batch in the File Manager 
for further processing. Confirm this message with [OK]. 
 
If working in a network, you can select a computer which may have been specially designated for 
Communication sessions by selecting the list box "On workstation:" and start communication there. 
 

 
 
 
With "Start Comms. now"  the Comms. batches are executed immediately. After successful 
transmission, close the appearing message box with [OK]. 
 
With EBICS the bank keys can only  be received if you were released on bank side. Therefore the 
HPB request is entered by the wizard with the status "Pending Comms." in the file manager, so that it 
can simply be executed there, after you were released by the bank. Confirm the appropriate message 
with [OK]. 
In the lower part of the Comms. dialog box information on the status of processing is displayed. 
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Complete the first initialization by finally clicking the [Finish] button. 
 
The printed initialization letter(s) have to be signed and sent to the bank for the release. 
 

 
 
 

7 Complete the wizard 
 
All of the wizard’s steps were completed. When you click on [Finish], the wizard will be closed and will 
not be started again. 
 

 
 
 
If there are still some functions that you have not configured using the wizard and you wish to have 
the assistance of the wizard to complete these later, please close this window via close button and 
without clicking on [Finish]. In this case, the wizard will be started again the next time you start the 
program and you can configure the sections that have not yet been completed. 
 
By clicking on [< Back], you can step back through the individual steps to make any changes that are 
needed. 
 

 
 Please note for EBICS: 

After release by your bank you still have to execute the HPB request in the file manager. 
 

 
 
 
If you want to add another bank later, or add an FTAM-Bank, please refer to the -Communication- menu,  
where you will find the options –Bank Parameter Files- (with the button [New BPD]) and –First 
Initialization-. Wizards will walk you through these functions as well. 
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2 How to collect account information? 
 
 
2.1 Define single collection order in File Manager 

 
1 Open File Manager via -Communication- / -File Manager-  

Choose the -Show collection orders- option from the pull-down menu (1.). Then click on the [New 
order] button (2.). 
 

 
 

 
 

 1. 

 2.
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2 Select bank 
Now you have to specify the bank, which should be addressed by the order to be created. 
 

 
 
 
Choose the desired bank by double-clicking on the respective entry. Immediately the program 
switches to the next property page. 
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3 Choose session type 
The STA (Swift daily statement) session type is used for the collection of account information. Select 
the session type by double-clicking on it. 
 

 
 

 
The program switches after the "Attributes" property page (not with MCFT), where you have to enter 
nothing (just to click on [Next]), to the last property page. 
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4 Enter Comms. password 
As final step enter your Comms. password (1.) (if not saved in the BPD) and complete the order 
creation with [Save] (2.). 
 

 
 
 

 1. 

 2.
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5 Execute order 
The collection order now is created in the file manager. By clicking the [Execute order] button () 
you start the transmission of your order to your bank. 
 

 
 
 
 
The transmission progress can be observed in the so-called Comms. bar: 
 

 
 
 
 

6 Display received files 
After successful transmission the single collection order disappears from the collection orders display. 
By selecting the "Display received files" option () the receipt of an appropriate file with account 
information can be controlled. 
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If you configured the system already so far that the collected account information is imported 
automatically (cf. Chapter 6.1.4 of the Core module: Maintain autoroutine property page),  
 

 
 
 
You can now display these information using different reporting functions as balances, statements, 
value-dated balances etc. (for further information see the Chapters regarding Cash Management). 
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2.2 Define Autodial function 

 
You can collect relevant information like statements, exchange rates, pre-posted items, FTAM logs etc. fully 
automatically via mouse-click from all your banks (so-called autodial function see Chapter 5.2 on 
Communication: Wizard for the collection of data from several banks / Autodial function). 
 
To define or to change collection orders please choose the menu item -Collecting data from several 
banks- from the -Communications- menu. 
 
A wizard will guide you through the steps that need to be taken to define collection orders from several 
banks. 
 
1 Select the banks / Session types 

Choose the bank from which you want to collect data by mouse-click from the list of banks ( ). 
Select the download session type STA. By pressing the [Add session type] you will add the 
selected session type to the list of pre-defined collection orders. 

The orders defined by you are shown in each case in the list below the bank ( ). 
 
Repeat this process for each of the banks from which you want to collect data. 
 
For the autodial function Comms. batches will be generated from the given information, which start the 
transmission automatically at the specified time.  
 
The automatic data collection is made for all banks at the same time if you leave the predefined 
highlight of the checkbox "Use the same execution frequency for all collection orders " 
unchanged. If you want to start automatical data collections for different banks at different times or 
define several automatical data collections daily, you have to remove the highlight and enter an 
execution frequency separately for each collection order. Then press the [Next >] button.  
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2 Enter Comms. password  
Enter your current Comms. password (if not stored in the BPD). This is needed by the bank to verify 
the Comms. session. 
The password definition is concealed, i.e. when you press a key you only see an * (asterisk) on the 
screen. 
 
If you use the same comms password for all selected banks you can check the corresponding check 
box "Use the same password for all banks". This way, you will need to enter the password only 
once. 
 

 
 
 
Your session will be saved. Step 2 is no longer required the next time you contact your bank. You will 
only be required to enter your Comms. password for verification if you add further session types.  
 
Close password definition by clicking on [Next >]. 
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3 Complete definition of collection orders 
 
Under the option "On workstation:" you define a computer within a network which should process the 
Comms jobs.  
 
You can return to previous steps and make any necessary alterations using the [< Back] button 

 

 
 

 
Using the [Finish] button the communication jobs are generated from your data. You can view these 
jobs in the "File Manager" and process them. Den entsprechenden Hinweis darauf bestätigen Sie mit 
[OK]: 
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You will find prepared orders with the ID-Group "AUTOMAT" in the File Manager then. 
 

 
 
 
 
With activated Comms. bar (-View- menu) the collection process starts automatically on reaching the 
execution date defined before. 
 

 
 
 
 
 

 
 
 
 
 

ID-Group 

Execution date 
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3 How to edit and send a payment?  
 
 
In order to use this feature it is necessary that you have installed the Electronic Banking system 
components (see Chapter 2.2 of the manual for the Core Module), successfully started the program for the 
first time and properly configured the program system. The PC is normally set up by an administrator.  
 
Start the payments module by clicking the relevant icon within the core module: 
 

e.g. . 
 
 
To create payment orders and send them to the bank(s), please follow the following steps: 
 
 
1 Entering a payment order  
 

To enter a payment order, select the symbol Enter Payments. If you have not yet entered payment 
orders, you will see an empty overview screen, which would normally contain a list of pending single 
orders. If you want to view another type of order than single orders, you must pre-select this using the 
list-box "Show order type". After this, you can move to the screen for entering new orders with the 
button [New Order]. 
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If "All orders" have been displayed, you can select the wanted order form now. 
 

 
 
 
You now see a form for keying payments (in this case SEPA Payments).  
Within this you can determine right above the exact type of the payment, e.g. credit transfer, direct 
debit etc. Here you can enter  
 

 Account, ordrering party and partner, 
 (currency  and) amount and  
 details of your payment 

 
If you have details available in your reference tables (especially the bank parameter files described 
in chapter 1 must have been allocated to the banks), you can access these by clicking on the [?]-
Button in the relevant place in the overview, which allows you to accept the full data by mouse-click. 
Further details on your payment can be added on the relevant Register cards. All details which must 
be entered for the payment to be fully prepared are highlighted with a special background colour.  
 
The field "Earliest transmission" allows you to determine when the payment should be sent to the 
bank. By default, the current date is entered here. 
If you want to use the payment you have entered also as a template for keying further payment 
orders, you select the button [Save and store as Standard]. Otherwise you complete the entry by 
pressing the button [Save]. 
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After payments entry close the database overview showing all payment orders using the close 
button [x]. Further details on working with payment orders can be found in Chapter 4 of the manual for 
the payments module. 

 
 



©  2012 Omikron Systemhaus GmbH & Co. KG 30/38 

 
MultiCash® 3.23  General Users Quick Reference 

2 Approving a payment order 
 

After you have entered your payment(s), these have to be approved. Please select the button Single 
Approval. An overview of payments pending approval is displayed. 
 

 
 
 
Mark the required payment with a double click. Then you will see full details of the payment and can 
approve it using the [Approval] button. 
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Alternatively you can make the approval also directly in the database overview by selecting menu item 
-Approval- with the right mouse button. Then close the approval database overview using the close 
button [x]. 
 
If a second approval is required, this can only be made if the module is closed and a new user with an 
authorization for approval logs on.  
 
 
Larger numbers of payment orders can be approved more easily using the function Approval per 
account. 
 

 
 
 
Further details on approving payment orders can be found in Chapter 5 of the manual for your 
payments module. 
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3 Creating a payment file (multi-bank oriented, without preview dialogs) 
 

After selecting the function Create payment order files,  a screen opens, allowing you to specify the 
payment file to be created. Close the window, if necessary after the input of data, by clicking on [OK].  
 

 
 
 
Further details on creating payment files can be found in Chapter 6 of the manual for your payment 
module. 
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4 Prepare payments for sending (including signature) 
 

Enter the Comms. password in the appropriate field, if not stored in the BPD and already entered 
here. 
 

 
 
 
If you mark the field "Sign file(s) immediately", you can enter the "ES password". The 
accomplishment of the signature then follows directly. Otherwise, the file will be entered first in the File 
Manager, from where you can add signature(s) later (continue with step 6). 
Close the dialog box after the entry of the ES password by pressing [OK]. 
 

 
 
After inserting the ES medium confirm with [OK]. 
 
Now the signature file associated with the original file is created. 
 
You finish the entry of further signatures by answering the prompt for further signatures with [No].  
 
 
Answer the concluding question for completeness with [Yes]. Then the file is entered with the status: 
"Pending Comms." in the file manager, where you have to execute it subsequently. 
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5 Execute payment file immediately (i.e. send it directly) 
 

If you mark the parameter "Start Comms. now" and confirm with [OK], the communication to the 
bank is started at once.  

 
 
 
6 Signing and sending payment file(s) later 
 

After calling the File Manager in the core module, you will see a database overview with payment files 
pending communication, with the newest files at the top.   
If you wish to sign one or more files, select the relevant file and click on the [Sign] button.  
 

 
 
 
In an additional window which opens next to the file display, you are prompted to enter your "ES-
Password" and "ES-User".  
An ES-User name only has to be entered if another user than the one currently logged on has to 
make the signature. This “new“ user can of course have his own ES-Password. If he enters this ES-
Password, the key disk should be held ready. If the signature is to be made by the user already 
logged on, the field can remain unchanged. 
The ES-Password is the password with which the key pair was encrypted on the key disk. 
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Following this, the procedure is according to the steps defined under step 4. You are prompted to 
insert the ES medium and to confirm it with [OK]. 
 

 
 
 
The following prompt for signature completeness is to be answered with [Yes] (Status in the file 
manager: "Pending Comms."). 
 
To send a file, select the file to be sent and press the [Execute order] button. You can send several 
files at once (this function can also be used for signing), if you have activated several orders before 
using check boxes in the session type column.  
 
With active Comms. bar (to be started using the appropriate item in the -View- menu)  the connection 
to the bank computer is established immediately and the transmission starts.  
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After successful Comms., the status of the file is changed to "OK".  
 
If an error occurs during transmission, the message "Defective" is shown; under the file name you will 
see an error number and a short error text (e.g. (11/0) Transmission interrupted). Tips on what to do in 
such situations are included in the manual on Communication, Chapter 5.4: Return codes, where the 
error numbers of the various comms processes are listed and described.  
 
With MCFT the reconciliation of status information concerning the ES check takes place immediately 
within the transmission via so-called acknowledgement messages. In contrast to that with 
FTAM/FTP/EBICS you have to start a log collection order after the transmission. This can be made 
automatically, if it was stored in the respective bank parameter file accordingly: 
 

 
 
 
With the status "ES check OK" in the file manager the payment transmission is completed.  
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In the detailed view of the database record you can control the result of the transmission / the ES 
check on the "ES log" property page: 
 

 
 
 

Further information on executing Comms. can be found in Communication-Chapter 5.  
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7 Logs 
All logs concerning Comms. and all other events in the system can be displayed in the Core module 
using menu item -Logs- / -View system log -. 

 

 
 
 
More information regarding the logs can be found in Chapter 2.4 of your Payments module or in 
Chapter 6.10 of the Core module. 
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