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Introduction

This document has been designed for electronic distribution and printing on a laser printer. Therefore,
the used fonts and page layout have been chosen mainly to ensure an optimal result in print, whereas
its suitability for on-screen usage was a secondary issue.

Use the main table of contents and the tables of contents at the beginning of each chapter to jump to a
concrete topic. Clicking on an entry in the table (the cursor changes to + ) takes you to the required

page.

Printing this manual

This PDF document has been optimized for printout in DIN A4 format. Use your Acrobat Readers
"Print" function to print the manual or parts of it.

Information on using this manual

Refer to chapter 3.1 of the Core module for further details on how to use the manual.

Online help

For reading the documentation on-screen, call up the online help provided with the program (refer to
chapter 3.2 of the Core module manual for further details on using the help file). Unlike the manual, the
online help enables key word and full text search as well, making it even easier to find information on
specific topics.

Copyright

© 2007-2017 Omikron Systemhaus GmbH & Co. KG

All rights reserved.

No part of this document may be translated or edited by any means, including, but not limited to,
electronic or mechanical.

All information contained in this manual has been collected and tested with the highest possible
accuracy. However, mistakes can never totally be excluded. Omikron can take no responsibility and
asumes no liability for any alleged or actual damage arising from incorrect information in this
documentation. Suggestions for improvement, reports on mistakes and any kind of qualified criticism
will be appreciated.

Omikron Systemhaus
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1 Introduction

1 Introduction

SEPA Payments is a supplementary module for the Electronic Banking Program System and is
installed as a component of the Core Module.

Main functions:

You can use the SEPA Payments module to create, edit and administer SEPA payment orders (SEPA
Credit Transfers, SEPA Direct Debits). The module also prepares the transmission of your payment
orders to one or more banks.

Additional benefits:

Import and export functions allow you to import and export files for further processing in other systems.

Enhancements:

An essential extension for the efficient management of SEPA direct debit mandates represents the
additional module "SEPA Mandate Admin Plus " (for this cf. to Chapter 3.9: SEPA Mandate Admin
Plus (Additional module) ff.).

The additional module "SEPA Payment Reversal" adds functions for the reversal of SEPA direct debit
orders to the SEPA Payments module (message type pain.007). For more on this see Chapter 4.1.9:
Reversal property page (Additional module) ).

Additional modules to be installed separately like the SEPA Converter (to convert DTAUS files), the

IBAN Finder (to convert account data into BIC and IBAN) and the SEPA File Checker (to validate
SEPA files from third-party applications) complete the product range around SEPA.

More information on SEPA, the payments tools SCT and SDD a well as performance features of the
program can be found in the following chapter: The SEPA Payments module.
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1.1 The SEPA Payments module

1.1 The SEPA Payments module

The introduction of a Single European Payment area, called SEPA (= Single Euro Payment Area) goes
back to an initiative of the European Union and is realized by the European Payments Council (EPC), a
committee of the European banking industry. In the core, the countries of the Euro zone build this
Payments area. Inter alia, SEPA aims at transferring the benefits of the single currency to the cross-
border bulk Payments within Europe. Two new payment tools - the European credit transfer (European
Credit Transfer) and the European direct debit (European Direct Debit) shall enable that the processing
of transactions shall be made in each country of the Euro zone at the same terms and conditions as for
the current national credit transfers and direct debits. The standardized procedures are based on XML
ISO 20022 formats.

Since 2008, the new Payments tools are first operated in parallel to the existing ones; finally, with the
new procedures the existing national credit transfers and direct debits shall be replaced in the
countries of the Euro zone.

In practice, even countries which do not belong to the Euro zone will participate in the realization of
SEPA for Euro credit transfers and direct debits; at present besides the member states of the EU even
the EFTA members (Iceland, Liechtenstein, Norway and Switzerland) as well as Monaco and San
Marino join this community.

Use the SEPA Payments module to create and administer SEPA payment orders, i.e. SEPA credit
transfers and SEPA direct debits [if installed].

Key features of the SEPA credit transfer (SCT):

e Can be used both for national and for cross-border payments within the SEPA participating
countries and banks

e IBAN and BIC (SWIFT address) for the bank details of ordering party and receiver instead of
national bank codes and a/c. numbers

e  Details with max. 140 characters

e Additional ordering party reference for a more efficient a/c. reconciliation

e Time between order receipt and settlement of max. 3 bank work days (from 2012 max. one bank
work day)

Key features of the SEPA direct debit (SDD):

e Can be used both for domestic direct debits and for direct debits within the participating countries
and banks

e IBAN and BIC (SWIFT address) for the bank details of creditor and debtor instead of national
bank codes and a/c. numbers

e  Details with max. 140 characters

e Additional ordering party reference for a more efficient a/c. reconciliation

e  Agreement of a mandate between creditor and debtor for the direct debit authorization of the
creditor and for the instruction to pay of the bank of the debtor

e standardized creditor information number (in Germany issued by the German Federal Bank)

e Presentation of first and one-off direct debits at least five TARGET days, of recurrent direct debits
at least two TARGET days [TARGET = Trans-European Automated Real-time Gross Settlement
Express Transfer System (European settlement system)] before the agreed due date (Core direct
debit)

e Presentation of all company direct debits not later than one TARGET day before the agreed due
date (B2B)

Taking into account the experience to date, new "Implementation Guidelines" (Version 3.2) have been
approved by the EPC. On the basis of these revisions, the various national committees have defined
amendments, which will be supported e.g. in Germany starting from November 2009.
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1.1 The SEPA Payments module

Options for the customer to signal to the bank a requirement for "batch booking" and "high priority
payments" will be supported — whereby it remains a matter of bilateral agreement between customer
and his bank to agree how these instructions will take effect in practice.

In addition, enhancements to the SEPA Direct Debit will be implemented. Specifically, a special "B2B"
option (Business-to-Business), tailored for corporate users, is included alongside the core option "C2B"
(Consumer-to-Business).

In Germany, the three current national "format variants" will be reduced to two (whereby the second, a
new "container variant", is merely an enhancement to the main format, used in certain special cases,
e.g. by service providers like DATEV). The "Extended Grouping Options" scheme is omitted.

In addition, a structured remittance information field for capital-forming benefits (VL payments =
"Vermogenswirksame Leistungen” in German) will be included.

In Austria, the new national "format variant" is a formal adaptation of the EPC original definition. The
special Austrian "container variant" is dropped.

Starting from November 2010 files can be generated according to version 4.0 of the European
Payments Council (EPC). Largely formal changes were accomplished therefor (adjustments to the new
schemes). New is the support of the structured remittance information based on ISO standard 11649
(Structured Creditor Reference).

The European Commission has released a regulation so that the usage of SEPA instruments becomes
mandatory and the local payment instruments will be shut down as of February 1, 2014.

Until this date the reference documents published by the EPC in November 2012 are valid (rulebooks
versions 6.0). Deviating from the usual cycle the next adjustments will be made with the date February
1, 2014 (rulebooks versions 7.0).

Adjustments to the specification of the data formats (enhancement of the character set for SEPA
payments, specification of the COR1 direct debit, adding same-day urgent transfers in euros) became
already valid on the 4th of November 2013.

The changes becoming effective in 2017 are summarized in the product information document PI-
MCX-SPA-Changes_2017-GB.pdf.

Use the SEPA Payments module to create payment order files which you can transmit online to your
bank. Communication is effected through the Core module.

There are a variety of further links between the Core module and the SEPA Payments module, for
example, plan data for ordering parties and in-house beneficiaries.

The databases needed to enter payment orders for SEPA Payments can be maintained manually or
populated with data contained in text files.

You can also use the SEPA Payments module to create your own export files which can be used in
external programs for the evaluation and analysis of financial data.
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1.2 Installation

1.2 Installation

At the moment, two installation sets are available:

SEPA Payments module with credit transfers
SEPA Payments module with credit transfers and direct debits

Install the program by running the Set up program on the installation CD-ROM.
There are two ways of doing this under Windows:

1. When installing the Electronic Banking Program Systems, check the name of the supplementary
module. It will then be installed together with the Core module (see Documentation on Core
module).

2. If you do not want to install the supplementary module directly, click on “Run® in the Windows Start
menu and then select the file

setup.exe

from the directory with the supplementary module on the installation CD-ROM and start the
installation process with [OK]. Then follow the instructions issued by the installation program.
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1.3 Starting the program / exit program

1.3 Starting the program / exit program

To start the program, you need to have
- installed and started the Core module

- and have installed the SEPA Payments module

After installing the SEPA Payments module, the following icon appears in the Core module toolbar:

.

tFR
or

If this icon does not appear, the user has not yet been given permission to access the module.
Check this by issuing access permissions for the SEPA module under -User- / -Users- / Access
rights property page in the Core module.

Click this icon to leave the Core module and start the SEPA Payments module.

The SEPA autoroutines sequence is initiated. This verifies parameter settings, due dates for
single/variable amount/standing orders, etc.

If due Variable amount orders (see Chapter 4.1.8 Variable amount orders) are found, a message
shows the order number used to add these to the database as single orders. You must select the new

single orders in the database, enter an amount and - depending on the settings in the SEPA
parameters - approve the orders before they can be imported into the payment order file.

Exit SEPA Payments by choosing menu item -File- / -Exit SEPA module-.

Alternatively, you can click on the close button or use <Alt>+<F4> to quit the program and return to the
Core Module.
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1.4 User interface

1.4 User interface

After starting the SEPA Payments module, the following user interface appears:

P sepa Payments — O X

File Payment orders Referencetables Mandates Administration  View Help

B OB R E 5
omikron

The title bar contains the program name, plus buttons to control the program window.

The menu bar contains several menus in which the module functions are arranged by topics (see
Chapter 1.4.1).

The program window below the menu bar displays further user interface elements such as the toolbar,
the status bar and the bar which shows the current user. You can clear or view these bars in the -View-
menu.

Use the toolbar for rapid access to frequently used functions (see Chapter 1.4.2).

The current user is shown in a separate bar below the toolbar.

The Status bar, which provides you with a short description of the function that is currently selected,
can be found at the bottom margin of the program window.
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1.4.1 SEPA Payments menu bar

1.4.1 SEPA Payments menu bar

File
This menu item contains the command -Exit SEPA module-, which you should use to close the
module and return to the Core module.

Payment orders
The commands in the -Payment orders- menu are used, among other things, to create and
administer payment orders. A detailed description is contained in Chapter 4: Payment orders.

Reference tables
This menu allows you to populate and edit reference tables which the program needs to execute
payment orders. You can add various accounts and also the banks that edit and define the
orders. When creating a new order, you can access this information. A detailed description is
contained in Chapter 3: Reference tables.

Administration
Use the commands in this menu to set program parameters, define export files, etc. A detailed
description is contained in Chapter 2: Administration.

View
You can use this menu to clear or view the toolbar, the status bar as well as the current user
display.

Help
Use this menu to access the SEPA Payments online Help system.

1.4.2 SEPA payments toolbar

A number of the most frequently required program functions from the menus for working with the
SEPA Payments module are provided in the toolbar. This ensures that payment orders can be
generated and edited quickly and easily.

Key to the icons in the toolbar:

Use the "Payment orders® icon (corresponds to the " Payment orders"
% command in the -Payment orders- menu) to create new payment orders and
display and edit existing payment orders (see Chapter 4).

Use the "Single approval® icon (corresponds to the "Single approval"
Eé'é command in the -Payment orders- / -Approvals- menu) to enter single
approvals for payment orders (see Chapter 5.1).
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1.4.2 SEPA payments toolbar

e

2017

Use the "Approval by account” icon (corresponds to the "Approval by
account" command in the -Payment orders- / -Approvals- menu) to enter
several payment orders separately for each account (see Chapter 5.2).

Use the "Create payment order files® icon (corresponds to the "Create
payment order files" command in the -Payment orders- menu) to create a
SEPA payment order file (see Chapter 6).

Use the "Import files" icon (corresponds to the "Import payment order files"
command in the -Payment orders- menu) to import payments files into the
Order database of the module (see Chapter 7.5).

Use the "View files” icon (corresponds to the "View payment order files"
command in the -Payment orders- menu) to display and print payment order
files (see Chapter 6.3).

Use the "View due payment orders® icon (corresponds to the "View due
payment orders" command in the -Payment orders- menu) to display and
print due orders (see Chapter 7.1).

Use the "Payment history” icon (corresponds to the command of the same
name in the -Payment orders- menu) to display data relating to the
processing of payment orders (see Chapter 7.4).

Use the "Export” icon (corresponds to the “Export* command in the -
Administration-/ -Import / Export- menu) to create export files for external
databases (see Chapter 2.2.3).

Use the "Display text files“ icon to display the content of any text file (see
Chapter 2.3). (The icon corresponds to the "Display text files" command in
the -Administration- menu.)

Use the "Info" icon (corresponds to the menu item "Info" In the -Help- menu)
to obtain information concerning the program version and the DLLs used.

SEPA
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1.4.3 Database overview

1.4.3 Database overview

After starting a function (e.g. Enter payments), a database overview will open displaying all of the data
stored in the system (in this case, the payment orders). Database overviews are divided into three
sections:

- The display area, containing descriptions of the records. It can also be used to display more
detailed information about specific records,

- the actual record list, that contains a list of the records,
- the button bar section, that contains the buttons.

In the display area of a database overview, you will generally find list boxes, which permit you to
change the display of the records in the record list. The list boxes can be identified by the (ﬂ) at the
right end of the field. Clicking on the arrow displays all of the available options. You can select the
desired option by clicking on it or positioning the cursor over it and confirming with <Return>. The
corresponding records will then be displayed in the record list (e.g. all of the records for a specific
account or date).

Furthermore, by marking check boxes, you can modify the display of the records. To select a criterion,
mark the associated check box (¥); to disable the criterion, remove the mark in the check box. As an
example, if you mark the check box "Display in EURQO", the account amounts will also be displayed in
Euro. If there are several check boxes, they can generally be marked in any combination.

The record list shows a list of the records.
The individual records are displayed in a table. The information, what is contained in each column, can
be taken from the column labels in the column header.

If you have set the system parameter "Display database overviews sortable until how many
records" (see Core module Chapter 6.1.1: General property page) to a value unequal to "0", the
shown records can be sorted in ascending or descending order according to the sequence of the
chosen column by clicking the column header.

= Amourit I

£9.481.544,00
45.796.983 28
44 89692328
22448491 B4

10.666.746,32
8.000.000,00
7.023.000,00

T 0Aa anm as

Prerequisite for this is, that the number of the records in the respective database does not exceed the
value defined in the system parameter mentioned above. "0" or the exceeding of the defined value
means deactivation of the sorting function.

Since the import of possibly some thousands of records can take a certain time, the structure of the
record list is made with activated parameter in that way, that you can immediately work with the already
shown information, whereas further records are inserted into the database overview in the background
(note in the title bar: [Searching...]).

A chosen sorting is automatically passed on to the print function.
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1.4.3 Database overview

Sorting: Output device

1. |Amount | ¥ Descending [Screen |

r A x| -

3. | ~ List type

4 ~| [Overview =]
Delete | | | Help | Output |

For huge amounts of data, sorting is of minor importance. In this case, the use of the selection function
is more useful.

You can adjust the width of the columns to suit your needs, by clicking with the left mouse button on
the dividing line between the column labels (the cursor will change appearance) and then dragging this
line left or right to achieve the desired width.

The new settings for the column widths will be saved so that the next time it is opened the list be again
displayed with these settings.

Please note:
You can also reduce the width of a column to such a degree that it is no longer visible and thus
effectively select which columns will be displayed. If you wish to restore the original settings to
have the best view of all the columns, first click on the [=] button to minimise the database
overview and then click on the Xl button to close it. When you open the database overview the
next time it will be displayed with its original settings .

To make it easier to distinguish between the individual records, alternating colours are used for the
background of the lines (records). You can set these colours on the Colour settings property page (see
Chapter 6.1.6 of Core module). If there are more records in the database than will fit on a single page,
you can use the scroll bar, the page up/down keys or the cursor keys to scroll through the other
records. If you have what is known as a wheel mouse, you can use its wheel to navigate through the
database overview.

You can activate functions in the database overview using the buttons in the button bar or by clicking
the right mouse button.

Clicking - with the right mouse button - on a record in the record list opens a context-sensitive
menu that generally contains at least the entries -View details- and -Delete record-. Click the left
mouse button or position the cursor and confirm with <Return> to select one of these entries.

Choose -View details- to open the record window (e.g. the detailed view of the order database) for the
relevant database, in which all of the selected record’s data can be viewed and as a rule also modified.
Details regarding the Record window can be found in Chapter 1.4.4.

To delete a record from the database, choose -Delete record- and answer the prompt "Do you really
want to delete the entry?" with [Yes].
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1.4.3 Database overview

Quick selection of records

Below the record lists (within database overviews and selection lists) you can execute a quick selection
“by mouse click” using specific fields to restrict the number of the records shown.

e FRrar N

Each field is allocated to the appropriate column of the record list above and can be filled with a
selection criterion for the relevant column. The selection criterion is either entered as "Text" (e. g. an
initial letter is sufficient)

or as predefined value chosen from a list box

~[fi

Open
Approved

D ainrtn A

or in the case of date fields selected by using the calendar function.

sy

77 28 723 30 1 2 3
4 5@ 7 8 9 10
1 12 13 14 15 16 17
1819 20 21 2 23 24
%5 2% 27 28 29 30 3
1 2 3 4 5 & 7
T Today: 06/07/2016
Fe [ 0s/07/: ~ ||

After a confirming <Return>, the selected view of the relevant record list appears.
Improving the features of the Quick selection, the [Select] button offers a greater number of selection
criteria and enables a more sophisticated procedure.

In the database overview’s button bar, you will find buttons, which either display additional information
about the record marked in the display area (e.g. via [Supplementary information), [Details] etc.) or
activate other functions (in one or more additional windows) (e.g. add new data via [New... ].

Every database overview also includes the standard functions [Select], [Print] and [Help].
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1.4.4 Input mask / record window (detailed view)

Input mask:

Input masks are used to enter data. Use the TAB key to move forward from one input box or button to
the next. Press <Shift>+<Tab> to move back to the previous input box or button. You can also click on
the input box or button

When you select a box by pressing <TAB> or <Shift>+<TAB>, the cursor marks the start of the input
box so that you can start entering your data straight away. If you click in the box, the cursor marks the
spot that you have clicked.

To support the reuse of already entered data, you will often find the [?] button (see Chapter 1.5.3:
Database-supported entry via [?]).

Mandatory fields and what are known as soft mandatory fields are marked in the colours that you
selected on the Mandatory fields / Fonts property page (see Chapter 6.1.7 of Core module).

Sometimes, a drop-down arrow (=) is located to the right of the input box label. This means that it is a
list box. If you click on the arrow, a drop-down menu will open with various values/details that can be
selected for entry in the input box. Click on an entry in the drop-down menu that you want to enter in
the input box. While adding the entry in the input box, this also closes the drop-down menu.

In date fields, you can either confirm the preset system date by marking the check box or open a
calendar by clicking on the arrow. By clicking on the desired date in the overview, you can select a
different date. Using the [ and [ buttons, you can navigate through the calendar month by month.
The system date is circled in red in the calendar, the selected date is marked in blue.

| hiy2016 |

27 28 29 30 1 2 3
4 5@n7 8 9 10
1 12 13 14 15 16 17
18 19 20 21 2 23 24
25 26 27 23 29 3 3

E & 7

1 Z

< Today- 06/07/2016

For input into date fields via keyboard you activate the field using the space bar. With the arrow key
right you change between the sub-fields day, month, year and you enter each value via keyboard. Each
value can be increased or decreased by means of the arrow keys up and/or down.

To set or clear check boxes (¥ ), press the spacebar or click on the boxes with the mouse.

The lower portion of an input mask contains an additional button bar.

The label of the button, which is under the cursor, is surrounded by a broken line. This button can be
activated directly by pressing <Return>.

There are some buttons that appear in every window and others that only appear for certain menu
items. A few buttons are described below in the context of a record window.
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Input mask / record window (detailed view)

Record window:

In the record window (detailed view), you can edit or delete existing database entries. If you are in the
database overview, select the corresponding entry by positioning the cursor and confirming with
<Return>, by clicking the right mouse button and clicking on -View details- or by double-clicking on

the entry.

Besides the standard functions [Prinf] and [Help], the detailed view generally includes the following

functions:

(<]

[>]

[Go to]

[Delete]

[OK] or

[Save]

2017

Page back
Clicking on this button once or several times moves you back one or more entries.

Page forward
Clicking this button once or several times moves you forward one or more entries.

displays a particular record if you do not wish to use the [<] and [>] functions.
After clicking on the [Go to] button, enter the relevant code (Account code, Ordering
party code, etc.) in the top input box in the entry mask. Then press the <TAB> key.

Any entry in the database that contains this code will be displayed.

[Go to] is also important for network operation. Clicking on [Go to] causes the
program to read the current version of the database.

removes an entry from the order database. Confirm with [Yes] to delete the entry. [No]
will return you to the detailed view without deleting the entry.

confirms the modified entry in the record window and
updates the existing entry in the database.
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1.5 Standard functions

Functions, which appear in nearly every dialog, are referred to as standard functions. These basic
functions include the already mentioned [Help] button for accessing the context-sensitive online Help,
the [Select] button for selecting data from database overviews (Chapter 1.5.1), the [?](Chapter 1.5.3)
button for accessing information in the reference tables while entering data and the [Print] button
(Chapter 1.5.2) to output data on the screen or on the printer from either the database overviews or
from record windows.

1.5.1 Selecting data via [Selecf]

The [Selecft] function or the parameter controlled ("Selection before ... ") will open a dialog box in
which you can specify selection criteria. This selection dialog box will appear whenever you can restrict
the amount of data that will be output.

If you did not enter selection criteria during a previous session, the fields in the three columns will be
"blank". (The "Selection criteria" dialog can be "enhanced" with parameters to six columns!)

You can either individually "overwrite" the existing entries in the columns or clear them completely by
clicking on [Delete criterial.

Enter the field name to which the selection will apply in the first of the three columns. The first column
then forms the selection basis.

Click on the drop-down arrow to the right.

All of the available field names will be displayed. Click on a field name to specify the first field name to
be used as a selection criterion.

The centre (2nd) column contains operators). Open the list of available operators by clicking on the
drop-down arrow to the right.

The third (right-hand) column contains the selection limits in other words the values to be entered by
the user.

A key to the operators:

less than Values less than the selection limits entered in column 3 will be included in the
selection.

greater than All values greater than the selection limit will be included in the selection.

equal to The selection covers only those values that are equal to the selection limit. Records
will also be located if the selection value covers only part of the selected values.
Example: Holder equal to Smith

The selection also includes holders with names such as Smith, Goldsmith, Blacksmith,
Smith-Jones, etc.
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1.5.1 Selecting data via [Select]

not equal to  Only values NOT corresponding to the limit will be included in the selection.

less than or equal to
All values that are less than or equal to the selection limits will be included in the
selection.

greater than or equal to
All values greater than or equal to the selection limits will be included in the selection.

exactly equal to
The selection will only include records whose values are exactly equal (identical) to
the selection limit. Values merely incorporating the selection limit along with other data
will not be included.

Example: Holder exactly equal to  Smith
This selection will only include Ordering parties with the name Smith but not with the
name Goldsmith.

Please note:
All of the fields in column 1 are linked by an AND operation. Which means: that the more
entries that are made in the selection dialog, the more tightly defined the selection and thus the
fewer the records that will be displayed.

If you are inserting dates into the input fields, you must use the separator that you have selected
in your country-specific settings in the Windows control panel. You can also use a period/full
stop (.) as the separator.

Save selections:
Selections can be saved under a name. To do so, click on the [Save criteria] button. Then a
window opens, in which you allocate a clear name for the selection created.

Please enter a clear name for this selection

Date limitation

Selection date fields are fixed |

Help | Save |

Save the selection under the indicated name by finally pressing the [Save] button.

Load selections:
Selections can be loaded later on, if saved before. To do so, click on the [Load saved criteria]
button. Then a window opens, in which the saved selections are displayed.
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1.5.1 Selecting data via [Select]

Diate limitation

Delete selection Help Accept selection

To accept a saved selection in the dialog box of the selection criteria, choose the required

selection from the list of the saved selections and click then the [Accept selection] button.
If you want to delete a saved selection, highlight it and then choose the [Delete selection]

button.

Conclude your entries in the selection dialog box by confirming with [OK].

A database overview limited by selection criteria is denoted by the addition of [Selection] in the title bar
of the current database overview.

Until they are deleted via the [Delete criteria] function or changed, the selection criteria you have
defined are now valid whenever you select the toolbar functions (e.g. [Prinf]).

Enhancing the selection dialog:

Please note:
If you have marked the "Enhanced selection box“ parameter on the System Parameters
General property page in the Core module, the normal selection screen will be expanded with an
option for setting brackets plus a selection for the Boolean operator OR. With the added support
for expressions in brackets and logical expressions using AND and/or OR operations, it is
possible to compose substantially more complex selection criteria.

Example: (Condition 1 OR Condition 2) AND
(Condition 3 OR Condition 4)

Conclude your entries in the selection dialog box by confirming with [OK].

Until they are deleted via the [Delete criteria] function or changed, the selection criteria you have
defined are now valid whenever you select the toolbar functions (e.g. [Print]).
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1.5.2 Outputting data via [Prinf]

The [Print] function allows you to output data (e.g. order data, reports or parameters) on either the
screen, to a printer or a PDF file.

To prepare the output, proceed as follows:

Please note:
If you wish to output records from a larger amount of data, you can elect to have just a portion of
the data output. To restrict the output data to just the desired set, before clicking on the [Prinft]
buttons use the [Select] function to enter your choices in the Selection criteria dialog.

- Define a sort if desired (e.g. when using the [Prinf] function from a database overview): (see

Chapter Sorting).

- Specify the output device: (see Chapter Output device).

- Specify the report type: (see Chapter Report type).

If present, use the following buttons:

- [Delete]

- [Printer]

- [Save]

- [Help]

- [Outpuf]

to access the other functions.

Use the [Delete] function to clear any sort criteria from previous sessions.

The [Printer] button will only be active when the "Printer has been chosen as the output device. For
more information about the buttons, please see the section covering output devices.

Use the [Save] function to save print jobs, which can then be processed automatically by the Core
module using the settings you have chosen (selection criteria, sort criteria, output device) (cf. Chapter
6.8.2 of core module: Define reports).

[Help] opens the context-sensitive Help.

[Outpuf] starts the output of data to the selected output device in the selected type of report.

Sorting

The data can be sorted using a maximum of 4 criteria before it is sent - in the desired format - to one
of the output devices.

Click on the first sort list box and select the field name you want to use as the first sort criterion.
If you want the sort to be performed in descending order (9 - 0; Z - A), check the "Descending" box.
| The default setting performs sorts in ascending order (0 - 9; A - Z).

Follow the same procedure for sort list boxes 2 to 4, if you wish to specify additional sort criteria.

If you leave all the sort list boxes blank, the records will be output in the order that they are found in
the database.
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1.5.2 Outputting data via [Print]

Output device

Specify the Output device in the list box at the right.

Output device

| Screen ﬂ

Screen
Prirter
FOF

=gy ey

You can output data to

Screen

or

The data is output as a list on the screen. The list header contains the name of the database,
the date and the time of creation as well as the number of pages. The records are displayed with
their key data in columns that are described in the column headers.

For information about navigating through screen lists, please see the associated section on
navigation in screen lists.

Printer

or as

PDF

2017

The structure of the printed report is identical to that of the screen list.
After you choose "Printer" to be the output device, the [Printer] button will become active. If you

click on this button, the printer selection dialog box will appear. Click on the arrow at the right to
open a list of the installed printers.

Printer

Fax j

Select the desired printer by clicking on it with the mouse or by selecting it with the cursor keys
and then clicking on [OK].

This printout corresponds in its structure to the screen list, however, is made in form of a PDF
file (Portable Document Format), which is stored by default in directory
.AMCCWIN\USERS\<User name>. PDF files stored there are automatically deleted after closing
the program (e. g. the master data log in form of SD[current date][sequential number].PDF).

As soon as the output device "PDF file" has been chosen, the [...] button next to it is shown. Use

this to open a window where you can set, as and when required, the directory differently behind
"Search in:" where the PDF file shall be saved (default is here the directory "Own files" of the
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1.5.2 Outputting data via [Print]

2017

current Windows User). As soon as you confirm the predefined or changed directory using
[Open], the PDF files are stored from this point of time on in the directory chosen by you. Even
after changing the directory name, PDF files are stored under .\MCCWIN\USERS\<User
name>, if [Cancel] is chosen here.

Furthermore, you can change the predefined name of the PDF file by editing in the field "File
name:".

Please note:
If the name of the PDF file should not be the predefined one, this must be changed, if
applicable, at each renewed call of the output as PDF file, since the program predefines
time and again a standard name. However, a changed directory is predefined time and
again by the program until the next change.

The output option in a PDF file can be switched off for reasons of security by the system
parameter "Dialogs for opening files without delete option" on the General parameters
property page (Chapter 6.1.1 of the Core module). The "PDF" entry is then not avalaible
for selection.

For viewing and printing of PDF files you need the free Acrobat reader of the Adobe
company. If you have already installed the reader, it is opened immediately after the PDF
file creation and the file is shown. You will find the name of the PDF file shown in the title
bar of the Acrobat reader.
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1.5.2 Outputting data via [Print]

Navigation in screen lists

Use the "Up" and "Down" arrow keys and <PgDn> / <PgUp> to move up and down through the list.
You can also use the scroll bar. If the list extends over several pages, you can use the buttons

&, >

in the toolbar to scroll up and down.
If you have activated the zoom function in the Core module (see Core module chapter 4.5: Print
Parameters), you can

=>  output the list to a printer by clicking on

A

This sends the currently displayed page to the printer using the same graphics resolution as for the
screen.

=>  enlarge the list display or return from an enlarged view to a smaller view by clicking the zoom
button:

e

The currently displayed page and the total number of pages will be shown in the toolbar. When the
output extends over several pages, you can enter the desired page after the "Go to page:" and then
"jump* to that page by pressing <Return> or <TAB>.

You can close the screen list with the close button or by pressing <ESC>.
In the case of a log, once the screen list has been closed, a dialog will appear asking whether you wish

to delete the log file containing this data. Depending on your choice, click on the corresponding button:
[Yes] or [No].

2017 SEPA 1-21



1.5.2 Outputting data via [Print]

Report types (Payment orders)

Define the type of report by selecting an option from the "Define report" list box.

Reports are printed in fixed formats, which you cannot change. The number and type of reports will
vary somewhat, depending on where you were in the program when you clicked on [Prinft].

You can, for example, select from:

2017

Overview
Database entries will be listed with their key data in a table.

Complete
Database entries will be listed in a table with all of their data.
Note: Supplementary ID-Groups are reported, as soon as one of both fields is filled.

By due date
Database entries with the same due date will be listed in a table. A table header contains a
description of the individual columns.

The shared due date, the number of orders and the total amount in euro will be shown at the
bottom of the table.

The "Totals of listed items*” containing the number of orders displayed and their total balance in
euro appears at the end of the list.

By accounts
Payment orders with the same ordering party account will be listed in a table. A table header
contains a description of the individual columns.

The Ordering party account, the number of orders and the total amount in euro will be shown at
the bottom of the table. After each account a page break is inserted.

The "Totals of listed items*” containing the number of all orders displayed and their total balance
in euro will appear at the end of the list.

Item by item
Each payment order is displayed or printed on a separate page with all its data.

By accounts (new page)

The printout is similar to the list type "by accounts. However, a page break is inserted after each
account.
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1.5.3 Database-supported entry via [?]

The selection list box is always displayed if you access information found in other databases as you
enter a new record. The cross-read is made using the [?].

When you click on [?], a selection list will open showing all of the records in the database. Position the
cursor and confirm with <Return> or double-click to select a record.

Below the selection lists you can execute the quick selection "by mouse click” using specific fields to
restrict the number of the records shown.

Each field is allocated to the appropriate column of the record list above and can be filled with a
selection criterion for the relevant column. The selection criterion is either entered as "Text" (e.g. a
character or a digit is sufficient, for a more exact selection the entry of a sequence of several
characters is recommended) or as predefined value chosen from a list box or in the case of date fields
selected by using the calendar function.

After confirmation with <Return> or <TAB> only those records will be shown, which exhibit the
selection criterion in the respective column.

The selection is cancelled by clicking into the field used for the selection, deleting the selection criterion
and confirming with <Return> or <TAB>.

Incidentally:
Instead of selecting a record with the [?] button, if you know the code (Index) under which the record is
stored in the reference table you can enter it directly in the appropriate field.

Above the selection list, you have the option to add new data to the corresponding reference table
using the

button. After clicking on this button, an entry dialog will open for the corresponding reference table.
Click on [Save] to enter the data in the database. It will then be available by clicking [?] whenever you
enter new records.
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2 Administration

2 Administration

Use menu item -Administration- to set, cancel and modify key program parameters.

You can also use -Administration- to select log functions and printouts, control text files for export, etc.

The following menu items are available:

- SEPA parameters
- Import / Export

- Display text files

- Master data log

2.1 SEPA parameters

Use menu item -SEPA parameters- to specify program settings affecting only the SEPA module.

Because of the large number of parameters to be set, these are divided among several property

pages.

The functions of the parameters on the following property pages

- General

- Approvals

- Payments

- File creation
- Mandates

are described in the following chapters. Click on the corresponding tab at the top of the page to select
the required property page.

The parameters are allocated to defined categories which are partly marked by symbols before the
individual parameters and for which different groups of people are authorized to maintain. Thus a

distinction is made between:

(settings which are bound to a defined PC, e. g.
Comms. parameters)

Symbol | Parameter type Maintenance by ...
None Global System administrator
(security-relevant administrator parameters, which shall
apply to the overall system)
E User-related User
(personal preferences in the sequence, such as, for
example, colours and dialog settings)
PC-related System administrator , User
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2.1.1 General (parameters) property page

SEPA Parameters —

General lﬂppmvals ] Payments ] File creation | Mandates

|Userspecific parameters

slalajslalialajal

Default of MO for approval by account

Default of NO for deletion

Message for due orders at logon

Selection before approval by account and deletion

Add accounts and ordering parties automatically on impart
Selection before showing templates

Selection before master data log

Manual setting of template arder numbers

System parameters

Lead time for setting up varable amount orders as single orders

[ L R (R B N A A

-

Base cumency |EUR [EURO

Generate plan data automatically [
Change Partner table without changing existing orders ~
Set up standing orders as single orders [
Generate SPAFIBU.TXT automatically [
Maintain master data log [w
Accept account group of user on import [
Delete expired mandates [
When due on weekend
Credit transfer: Due date after weekend instead of before weekend I
Direct debit: Due date before weekend instead of after weekend [
Prirt Help Save

User-specific parameters:

Default of NO for approval by account?

Default of NO for deletion?

2017

SEPA

If you tick this parameter, the payment orders displayed for order deletion are normally not
flagged. Only the orders which have been checked are deleted during the deletion process

If you tick this parameter, the payment orders that are displayed in account by account approval
will normally not be checked. Only orders which have been checked are approved in the case of
account by account approval, which means that you must flag each payment order to be
approved by clicking on the corresponding check box. If you do not check this parameter, the
payment orders displayed for approval will all be checked. You must then remove the check for
orders you do not want to approve. Further information on account by account approval can be
found in Chapter 5.2: Approval by account.
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2.1.1 General (parameters) property page

which means that you must flag each payment order to be deleted by clicking on the check box.
If you do not check this parameter, the payment orders displayed for deletion will all be checked.
You must then remove the check for orders you do not want to delete. Further information
relating to the deletion of orders can be found in Chapter 7.3: Delete payment orders

Message for due orders at logon
If you check this parameter and due single orders are saved in the system, a message tells you
that there are due single orders whenever you start the SEPA module.

Selection before approval by account and deletion
If you check this parameter, a selection dialog box opens whenever you choose menu item -
Payments- / -Approval- / -Approval by account- and menu item -Payments- / -Delete orders-.
You can define the Selection criteria for the payment orders to be approved or deleted in this
dialog box.

Add data to reference tables automatically on import
If you check this parameter, accounts and/or ordering parties not yet stored in the relevant
references tables are automatically added to these reference tables when payment order files
are imported. If you do not check this box, a dialog box, containing details about the accounts
and Ordering parties not yet stored in the reference tables, appears when you import payment
order files. You can supplement and modify these details. Confirm with [OK] to add the dialog
box entries to the respective reference table. Instructions on how to import payment order files
are contained in Chapter 7.5: Import payment order file.

Selection before showing templates
If you check this parameter while recording payments before selecting a template, you will have
the option of limiting the number of templates by entering selection criteria. If you do not enter a
criterion, no selection is made.
You can select from the code (template, sender, account), the Sort Code, the account number
and the name of the Beneficiary or from the payment details. You can enter a maximum of 27
characters.

Selection before master data log
If you have checked this parameter, you will be offered a selection dialog box before output of
the standard log. If necessary, you can set the selection criteria in this dialog box to limit the
number of records that will be displayed.

Manual setting of template numbers
If you have checked this parameter and you have saved the payment order as a template by
clicking on the [Save and store as template] button or by using menu item -Add as template-
(right mouse button) [see Chapter 4.1.10: Using templates], a small dialog box will appear in
which you can alter the suggested template number, if desired (max. five digits).

In each case the next higher, not yet occupied template number is suggested. Confirm the
suggestion and/or your changed data with [OK].

If the entered number matches with an already existing one, you are requested to enter a new
number.

Close this message with [OK] and change the number.

You also close the message concerning the insert of the template with the selected number by
clicking [OK].

If this parameter has not been checked, the change dialog does not appear and the template

number will be assigned automatically in that way, that the highest template number already
assigned is incremented by one.

System parameters:

Lead time for variable amount orders as single orders
Here you can select the number of days of lead time for for variable amount orders. This lead
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time is the number of days earlier that the single order must be set up from the variable amount
order. If you select "none", the variable amount orders will be set up as single orders on the date
specified.

Base currency
The field "Base currency" is predefined with the ISO code of the "EUR" currency for Euro.

Generate plan data automatically
This parameter applies only if you are using a cash management program and SEPA is installed
as a module for this program. Payment orders are transferred to the customer planning
database with a corresponding ID Group and are then available for analysis and report
generation.

Change partner (reference) table without changing existing orders
If you check this parameter, payment orders are linked neither on manual entry nor on import to
the corresponding entries of the partners reference table. This means that subsequent changes
to the partners reference table have no impact on approved payment orders when the file is
created.

If you do not select this parameter, subsequent changes to the partners reference table are
considered on file creation accordingly. On payments import, a mapping is made using the
name and the account number (or IBAN) of the partner. Therefore, both information need to
be maintained consistently in the application as well as in external, delivering systems to
ensure a correct mapping.

If, for example, the account number (IBAN) of the partner is updated in the application, and then
a payment order, which uses the old account number (IBAN), is imported from an external
system, no matching with the reference table can be made. Accordingly, not the updated
account number (IBAN) from the application, but the imported one from the payment file is used.

Set up standing orders as single orders
This parameter has the effect that standing orders are not directly added to the Payment order
file at due date, but that a single order is generated from an approved standing order first. If (an)
approval (s) is (are) required by an appropriate entry on the Approvals property page, this single
order must be approved before it can be added to the Payment order file. This process
corresponds to the procedure described in Chapter 4.1.8 for variable amount orders.

Generate SPAFIBU.TXT automatically
If you do not check this parameter, you suppress the creation/updating of the SPAFIBU.TXT
export file following the file creation (see Create SPAFIBU.TXT). SPAFIBU.TXT is a file
containing one line in ASCII format for each order transferred to the payment order file. For
example, you can import it into your ledger accounting system if required. You can specify the
order fields to be added to SPAFIBU.TXT in menu item -Administration- / -Import/Export- / -
Maintain import/export file-.

Maintain master data log
Checking this SEPA parameter box specifies that a master data log will be maintained for the
SEPA module. The master data log contains all activities relating to master data administration
(e.g. new entries, deletions and alterations in the reference tables and the Order database). Print
the master data log using menu item -Master data log-. The master data log can only be printed
via this menu item; you cannot print it using the DOS PRINT command

Please remember...
to print the master data log at regular intervals and then delete it when the message
appears. If you do not do this, the size of the master data log can quickly reach
unmanageable proportions and take up a lot of space on your hard disk.

Accept account group of user on import

Using this parameter you decide whether the account group of the current user should be
accepted or not when entering new accounts on payment orders import (cf. Chapter 7.5: Import
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payment order file). If the parameter is set, the account is saved together with the account group
of the user currently logged on. If the parameter is not set, the account group "0" is allocated to
the new account.

Delete expired mandates
Checking this parameter activates a delete function for expired mandates. |.e., mandates for
one-off payments, which have been already used once or mandates for recurrent payments,
where the validity period has expired, are deleted automatically if the parameter is ticked.

When due on weekend:

If for single orders a due date on the weekend is selected, the due date of credit transfers will be
shifted to the workday before the weekend automatically.

Example (credit transfer):

_| 4| September2014 » |}

(%3]
Ma
(=]
A
ey}
ra
(=)
[}
(4=

an "".-1
Ll o

1 2 3 4 5 § 7

9 10 11 12 13 14
15 16 17 18 13 20 21
723 24 25 26 @P 28
29 3 1 2 3 4 5

Due date |/ 27/09/2014 ~ | Earliest transmission ~ [26.09.14

Due date

Earliest transmission 26.09.14
is shifted to

For direct debits, the due date will be shifted to the workday after the weekend (by taking into account
the submission deadlines).

Example (direct debit):

| 4| September 2014  » |}
25 26 27 28 29 30 3
12 3 4 5 6 7
{8 3 W 11 12 13 14
2 15 16 17 18 19 20 21
Z 3 24 25 % I B
2 30 1 2 3 4 5
10

is shifted to
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For standing orders one has to distinguish between the desired execution date of the order ("e.g.
execution always on the first day of the month", to be specified on the Times property page under "First
time") and the concrete execution date of the payment (indicated under "Due date").

For standing orders, the new entry of a first time for execution on weekends is always allowed. Each
concrete execution date (due date) is then, if it coincide with a weekend, shifted for credit transfers to
the workday before the weekend.

Example:

Mew entry Standing orders

L= | o)

Payments
Additional information
Order number

End-To-End reference

First time
Last time
Last execution
Due date

Frequency

] Partner

Ordering party / Intemal
| Direct debit addtional | LDGR data

] |Itimate parties
Times

|f-a1CCT'IiCEEEECEEC'I

E

| Standing order

|EEEC1iCEEECCCEC1

=

|Creu:|'rt transfer

For direct debits the due date is shifted to the workday after the weekend (by taking into account the

submission deadlines).

Example:

-

Mew entry Standing orders

= | B [

Payments
Additional information

Crder number

End-To-End reference

First time
Last time
Last execution
Due date

Frequency

] Partner

] Ordering party / Intemal
| Direct debit additional | LDGR data

] |Itimate parties
Times

|HCDD'I£EEEEEEEEE1

=

| Standing onder

|EEED1£EEEEEEEEE1

=

| Direct debit

If, deviating from this standard, credit transfers should be executed after instead of before the
weekend, the parameter "Credit transfer: Due date after weekend instead of before weekend"

need to be checked.

2017

SEPA

2-7



2.1.1 General (parameters) property page

If, deviating from this standard, direct debits should be executed before instead of after the weekend,
the parameter "Direct debit: Due date before weekend instead of after weekend" need to be
checked.
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2.1.2 Approvals property page

SEP4 Parameters — O >
General  Approvals l Payments ] File creation | Mandates
(General parameters
Creator of payment order may not approve it [
Credit transfers
Mo. of approvals for credit transfers One -
Direct debits
Mo. of approvals for direct debits One -
B2B direct debits
Mo. of approvals for B2E direct debits One -
|Ungent transfers
Mo. of approvals for urgent transfers One -
Payment reversals
Mo. of approvals for payment reversals Mone -
Prirt Help Save

Keyer of the payment may not approve this
If you highlight this parameter, the user who has entered a payment order has not the option to
approve the payment order (see Chapter 5: Approvals. The approval can be made only by
another user authorized to approve.

Number of approvals
Specify the number of approvals required (none, one or two) for the payment types

- Credit transfers

- Direct debits

- B2B direct debits

- Express transfers

- Payment reversals (only if additional module "SEPA Payment Reversal" is installed)

2017 SEPA 2-9



2.1.2 Approvals property page

by entering the appropriate value in the relevant text box. The default value is -One-.

Specify the number of approvals by clicking the drop-down arrow to the right and clicking on an entry in
the list box.

If you enter -None-, each payment order of the relevant payment type is automatically approved
immediately on entry and is available for transfer to a payment order file.

With -One-, each payment order of the relevant payment type need only be approved once before it is
transferred to a payment order file.

If you enter -Two-, you must specify in the next box the minimum amount requiring two approvals. If
you do not change this default value of 0.00, each payment order must be approved twice regardless
of its amount.

The second approval CANNOT be entered by the same user who has entered the payment order and
entered the first approval.

You can find out more about approving payment orders in Chapter 5: Approvals.
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2.1.3 Payments parameters property page

SEPA Parameters

General ] Approvals  Payments
Mew entry of payment orders

Prompt payment type

Prompt ordering party

Prompt ordering party accourt

Prompt Tawes

Prompt deduction

Prompt 10-4Group

Prompt access class

Always prompt order type

EZE reference

slaljalalalalaslalalajal

Default single payment

Payment history
Mairtain payment histony

File creation | Mandates

Predefine |D-Group for entry with user name

|F'rcumpt reference

Delete payment history after how many days

E‘
< s 1K1 in Bie Be e N B B B e

Waming !l 0 days means that the payment histony will never be deleted.

Prirtt

New entry of payment orders:

Help

Save

These parameters apply only to the [New order] function when entering domestic payment orders. For
more information on entering new payment orders, please refer to Chapter 4.1: Edit payment orders.

You can use the "Add new payment orders" box to specify whether certain fields should be pre-set with

default values. The program assumes that the default values will be taken from the data of the

most recent new order.

| You can change the default values at any time when entering a payment order.
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Choose between

Prompt payment type
"Payment types" are credit transfers (normal / urgent) or direct debits (Core / B2B).

The payment type of the most recent new entry is suggested.

Prompt ordering party
The ordering party of the most recent new entry is suggested.

Prompt ordering party a/c
The ordering party account of the most recent new entry is suggested.

Prompt tax
The tax rate of the most recent new entry is suggested.

Prompt deduction
"Deductions" are the entries in the Payment terms reference table (see Chapter 3.8), e.g.
discounts, rebates, bonuses, etc. The most recently entered deduction type is suggested.

Prompt ID-Group
The ID-Group of the most recent new entry will be suggested.

Prompt access class
The access class of the most recent new entry will be suggested.

Always prompt order type
Order types are single orders, standing and variable amount orders. Before you start entering a
foreign payment order, the program asks you to specify the order type.

If you check the "Always prompt order type" box, you are prompted for the order type before ALL
new entries.

If you leave it unchecked, you will be prompted only if you choose menu item -Payments- / -
Enter payment- or the corresponding icon and start the [New order] function for the first time. All
subsequent new entries are then automatically allocated the order type specified for the first new
entry in this cycle. You can change the order type by closing the box by double-clicking the Close
button and selecting it again with menu item -Payment orders- / -Payment orders- or the
corresponding icon.

Predefine ID-Group for entry with user name
If you highlight this parameter, the “ID-Group” field on the Ordering party / Internal property page
is predefined on payment input with the name of the user who enterd it. This parameter also
applies on the generation of single orders from the history, on creating single orders from
standard orders, on saving single orders as standard orders, on the import of payments via
payment or text file and on generating single orders from standing or variable amount orders.
If different users have to enter payment orders within a network and have to create their own
Payment order files, the orders can be selected easily later on using the user names (as ID-
Group).

E2E reference
If you choose the option —Predefine reference-, the field "End-to-End reference" will be
predefine with a refence automatically. On using the —Do not predefine E2E reference- option
no reference is predefined. If an End-to-End reference should not be used, select the option—Do
not use E2E reference- and the field "End-to-End reference" is filled with "NOTPROVIDED".

Predefine single payment
If this parameter is checked, the "Single payment" check box (in the file BtchBookg=false) on
the Payments property page (see Chapter 4.1.1) is activated for banks, where the option "Single
booking possible" (see Chapter 3.2: Reference table Banks) is used. This activation works:
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a) always on payment entry,
b) on the import of payment files, if the flag BtchBookg=true is set or not available,
c) on the import of TXT files, if the flag is not available.

For banks, which have the option "Single booking possible" not set, always BtchBookg=true is
set.

Payment history:

Maintain payment history

2017

Checking this SEPA parameter box specifies that a master data log will be maintained for the
SEPA module. All the information required for processing payment orders is saved in Payment
history (see Chapter 7.4).

Enter the number of days for which this information is to be saved behind the field "Delete
payment history after how many days". The default setting is 14 days.

Please note:
If you enter a period of 0 days, the information on payment history will not be deleted.

The storage period for entries in the history may not exceed the storage defined for the
file manager (see Core module Chapter 6.4.1: Session types property page).
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2.1.4 File creation parameters property page

SEPA Parameters — O >

General ] Approvals ] Paymerts  File creation ll'u'landates

Type of file creation

ﬂ Switch off multiple file creation v
ﬂ With preview v
ﬂ With display of files after creation ~
Printouts for file creation
Print medium |PDF |
ﬂ Short list at file creation |Nnne j
ﬂ Mo. of cover notes for file creation on hard disk |Nnne ﬂ
Prepare file for Comms.

Prepare file for Comms. is mandatony [

Prirt Help Save

Type of file creation:

Switch off multiple file creation
Select this parameter if you want to create files for a single bank. When you activate this
parameter the following parameter will also appear: Prepare file for Comms. is mandatory.

With preview
If you have highlighted this parameter, an overview will be shown to you at file creation, in which
you can exactly define, which orders should be added to the payment order file to be created
(see Add orders to payment order file in Chapter 6.1).

With display of files after creation

If you have highlighted this parameter, an overview will be shown to you at file creation, in which
all payment order files prepared for sending are listed (see Files to be sent in Chapter 6.1).
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Printouts for file creation:

Print medium

As output device (see Chapter 1.5.2) for printing the different documents, you have the choice
between:

- Printer and

- PDF.

Using this parameter the selection of the output medium at file creation can be predefined (see
Chapter 6.1). This presetting can be changed there, naturally.

Short list at file creation

The summary list documents the key data on the contents of the payment order file which has
been created, including the total, the number of records and the checksum.

Use this parameter to specify whether and how a summary will be printed when creating a
payment order file. The settings you select by clicking on items in the list box are transferred to
the payment order file creation dialog box.

Choose between:

- None

- Overview

- Complete

- Item by item and
- Two-line.

You can change this default setting at any time in the file creation dialog box.

Number of cover notes for file creation on hard disk

Use this parameter to define whether the program will suggest that no, one or two cover notes
will be printed when a payment order file is written to the hard disk. Select the number of cover
notes by clicking on the drop-down arrow to the right and clicking on one of the entries in the list
box.

You can change this default at any time in the dialog box for creating payment order files (s.
Chapter 6.1).

Prepare file for Comms. (only in the case of single bank-oriented file creation):

Prepare file for Comms. is mandatory

2017

If you have checked the parameter "Prepare file for Comms. is mandatory", you have to exit the
preparing windows "Files to be sent" and "Include in Comms. batch" regularly (see Chapter 6.1:
Single-bank oriented file creation) in order to prepare the payment order file for Comms. and
make it directly available for execution in the File manager. On the other hand in the case of
abort using the close button no payment order file is created and the payments remain in the
order database.

If the parameter "Prepare file for Comms. is mandatory" is not checked, the payment order file
will be created also in the case of quitting the preparing windows via close button.

After closing the dialog, in which the created file is shown, a file open box appears, in which you
can freely define storage place and name of the file. Even if this window is also aborted, the
procedure is cancelled after a further security prompt and the generated file is deleted.

For Commes. this file however must be added to a Comms. batch using the [New order] button
in the File manager (see Comms. Chapter 5.1.1: Database overview: File Manager in the Core
module).
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2.1.5 Mandates property page

This property page is only available, if the additional module "SEPA Mandate
Administration Plus" has been installed.

SEP4 Parameters — O >
General ] Approvals ] Payments ] File creation Mandates
Pre-notifications
Generate prenotification [v

Time limits / lead times (n days)
Feedback expected urtil

Lead time pre-notifications

BN

Lead time mandate expiny waming

Forms
Mo. of standard mandate forms

Mo. of mandate forms BZB

il

Prirt Help Save

Pre-notifications:

Generate pre-notifications
This parameter is used to control, whether pre-notifications should be generated from this
mandate administration.
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Time limits / lead times (in days):

Feedback expected until
Using this parameter you can set a deadline before retrying to get feedback again.

Lead time pre-notifications
Via this parameter you specify the lead time days for pre-notifications before the date of the first
payment execution.

Lead time mandate expiry warning
Via this parameter you can set lead time days for the warning before the expiry of the mandate.
Forms:
No. of standard mandate forms
This parameter sets the number of form copies, which should be attached to the letter in
standard mandates.
No. of mandate forms B2B

This parameter sets the number of form copies, which should be attached to the letter in B2B
mandates.
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2.2 Import / Export functions

Using the Import / Export functions of the program you have the option to export text files with data of
the reference tables as basis for the financial accounting (cf. Chapter 6.4: Generate SPAFIBU.TXT)
and to import data into the reference tables from externally provided text files.

Start the desired processing function by selecting the corresponding menu item -Administration- / -
Import/Export-

- Define control file

- Export

- Import reference tables

- Delete reference tables

General information regarding the import /export functions can be found in Chapter

- 2.2.1: General information

Before you can create user output files for the reference tables or before importing text files, you must
define control files containing data needed to output the file. You can modify control files at any time
to meet changing needs.

Instructions for creating a control file are contained in chapters

- 2.2.2.1: General property page
- 2.2.2.2: Fields property page
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2.2.1 General information

Input/output files are text files containing user-defined data from the reference tables and the Order
database. These text files can be easily imported and edited by other programs.

These text files are created
- by selecting the menu item -Administration - / -Import/Export- / -Execute Export-.
or

- by clicking on

or

Test files for export contain ASCII characters only; each line ends in <CR><LF>. The columns are
separated by delimiters.

The individual columns of the text files have variable lengths. If some fields in the databases contain
no entries, the "blank entries" are represented in the text files by a sequence of delimiters The
delimiters continue until a completed data field is found in the reference table.

Text files for export are updated, meaning that the data is added to the records already contained in

such a file. If you want to save only the "latest" records in a text file, you will have to set the parameter
"Overwrite existing text file" (see Chapter 2.2.2.1: General property page).
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2.2.2 Control files for defining output or import files

Use the menu item -Maintain Import / Export file- to define your own text files for further processing.

To generate an output (export) file or to import an input file, a control file is required that contains the
information required for the export / import of data. This file is used to define which fields are to be

added in the respective output file or adopted from the import file.
Control files can be modified at any time to meet changing needs.

Select the menu item -Maintain Import / Export file- to open a dialog box in which you can enter or

select the name of the control file.

™ Import/Export file >
Suchenin: | | DAT ~| e ®mekE
* Mame Anderungsdatum Typ &
ABS_ALLEWVD 23/07/2014 15:23 WVD-Datei
Schnelugff = o /ot el
|| ACC_ALLEWVD 23/07/2014 15:45 WVD-Datei
Val (] bed_alleWVD 10/09/2014 13:12 WVD-Datei
Desktop || BNK_alleWVD 10/09/2014 13:13 WVD-Datei
. [ DEVISEN.WVD 10/09/2014 13:07 WVD-Datei
~ [ FIBU_032.WVD 17/07/2014 18:09 WVD-Datei
Bibliotheken | | FIBUalle. WVD 23/07/2014 17:51 WVD-Datei
o [ FIBUCTEZWVD 24/07/2014 10:08 WVD-Datei
- [ FIBUEXPO.WVD 28/07/2014 11:07 WVD-Datei
Dieser PC ™ HisTalle.wvD 24/07/2014 11:57 WVD-Datei
ﬁ [ HISTONEU.WVD 25/11/2015 14:40 WVD-Datei "
Netzwerk < .
Dateiname: | j COffnen |
Dateityp: | Impart/Export file j Abbrechen
Hilfe
Please note ...

By default, the control files are located in subdirectory ..\DAT of the Payments module; and this

directory will first be searched by the program for control files.

If you have copied the control files to another directory or another drive, you must click on the

corresponding drive/directory.

. Open a new control file

The cursor marks the first text box in the dialog box: File name. Enter a name for the new
control file in this text box. The name of the new control file may have a max. 8 characters; the
extension ".WVD" is automatically assigned by the program. Confirm your entry by clicking on

[Open].

A list box will open in which you can select the database that the control file will access.
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B ' Select database — O >

Please select the database

Accounts |
Banks

Countries
Cumencies

Histony

LDGR

Mandates contracts
Mandates plus
Mandates

Ordering party
Partners

Paymenrt terms
Taxes

Help || oK |

Choose between the following databases:
- Accounts

- Banks

- Countries

- Currencies

- History

- LDGR

- Mandates

- Mandates Plus
- Ordering parties
- Partners

- Payment terms
- Taxes

Confirm your selection by clicking on [OK] or double-clicking on the required database.
. Open an existing control file
If one or more control files already exist and you wish to modify an existing WVD file, click on the

name of the file in the selection window and then click on [Open] or double-click on the name of
the desired file.

In either case, the first control file property page will now be displayed to accept your entries or
modifications (cf. Chapter 2.2.2.1: General property page). Then select the fields to be included in the
export file or accepted from the import file (cf. Chapter 2.2.2.2: Fields property page

Click on [Save] to finish your definition of the control file and return to the main window.
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2.2.2.1 General property page

On this property page you can define which format should be used and specify which delimiter should
be present in the export or import file. After the "File name" the name of the control file will be
displayed and after the "for" that of the associated database.

Define Import/Export file — O >

General | Fields |

File name NEU for |SPAMANDP

Description |

Separator I_ Cutput Autoroutine |
Date format |‘."'.|"|r1dnws standard j
Date separator If_

Decimal separator I_

Iv Teat fields inv. commas

[ Compress fields

[+ Cutput in Windows character set
I+ Field names in line 1

[ Search for / create impoart / export file in user directory

(It is recommended to store these files in the workstation directory of the core module)
[+ Prompt name of export / import file

(Default is the workstation- or possibly the user directony of the core module)
[ Overwrite existing text file

[ Call batch after creating export file

Prirtt Help

A key to the fields, which you need to define:

Description
You can enter an explanatory text in this text box to provide a more detailed explanation than the
max. 8 character control file name. This description will be displayed whenever the control file is
presented in a list box.

Separator
This mandatory field specifies the character to be used to separate the fields in the export/import

2017

You can use, ; . : etc. as a delimiter. If a 0 (zero) is entered for the delimiter, this will be
converted to a hexadecimal "0"; a "T" will be converted to hexadecimal 9, in other words the
TAB character. Furthermore the not printable characters B (or b) [for "blank"] or N (or n) [for "no"
separator] can be used.

Please note:

Do not use a comma ( , ) as a delimiter if the data includes amounts in euro or other
amounts with commas used for the decimal separators. The use of B (or b) does only
make sense in the case of not using the Compress fields option.
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[Output Autoroutine]
Use this button to output export files automatically. Select the [Output Autoroutine] button to
access the dialog box "Store print" in which you can define and save a report so that you can
edit or execute it at a later time in the Core module after selecting the menu item -
Administration- /-Predefined reports-. The boxes essentially correspond to those described in
the Core module - Chapter 6.8.2: Define reports, but there is a slight difference with respect to
their arrangement:

B Store print — O >
[
Output in autoroutine |Never ﬂ Save with selection 7 [
Output file j |E:"~...\MCC‘:"'.I’lN‘\DAT\H—MI{F.T\MANDATEF'.W
Sorting:
1. | j [~ Descending 2. | j [ Descending
3. | ] [ Descending 4 | ] [ Descending

Help| oKk |

Text field
Enter a description of the report in the text field which will improve your orientation when
processing the report in the Core module.

Printing in autoroutines

Use this function to define at what interval the automatic print routines are initiated when starting
the program. You can select between "After Commes." (Printing is effected after each data
communication), "Daily", "Weekly" and "Monthly". Selecting the option "never" stops the
automatic print routines and "Current data" limits the data that will be printed to new data added
in the current session. Records that have already been printed are not considered.

Save with selection?

If you activate this option, 7 selection boxes each with 3 columns will be added to the dialog box
which you can use to define the selection criteria. In the first column, select one field from the list
of all fields available for the selected database. If, for example, you want to create an export file
on the basis of the "Countries" database, you will only be able to select from "Code" and
"Description”. You set an absolute value in the third column, e.g. a number, and an Operator
which defines the ratio between field and value in the second column.

Output file

If you marked the parameter "Prompt name of export / import file" on the General property
page while defining the control file, the drive and path of the export file will also be displayed now
or a list box can be displayed by clicking on [?] in which you can select the output file (*.TXT) or
create a new one.

Private order

If you check the "Private?" box, the output order will be treated as private and only you will be
permitted to output this order. Afterwards, this output order will only be outputted by the
autoroutines when you have started the program.

Sorting
You can define the content and sequence of the first four fields of the export file in the list boxes
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provided here. Select one of the various field names from the list boxes which vary depending
on the database selected. The default setting is an ascending sort sequence (A-Z, 1-100). If,
however, you want a descending sort sequence, check the "descending" box (Z-A, 100-1).

Date format
You can define the date format in the text files via this list box. You can select from

- Standard Windows (Default)
- MM.DD.YY
- DD.MM.YY
- YY.MM.DD

If you choose the option "Standard Windows", the field will be filled in accordance to the country
settings made in the Windows Control panel.

Date separator
Here you can enter the separator to be used for dates, e. g. "." in german language or "/" in
english language.
The field will be preset with settings made in the Windows Control panel/Country settings.

Decimal separator
Here you can define the decimal separator to be used for currencies or numbers, e. g. "," in
nn

german language or "." in english language.
The field will be preset with settings made in the Windows Control panel/Country settings.

Txt fields inv. commas
Specify whether text fields in the export file to be created should be enclosed by inverted
commas " ". Check the box accordingly.

Compress fields
"Compress" in this case means that spaces and leading zeros are "cut" from text fields The lines
of the export file then have different lengths. Check the box if you want to compress the fields.

Output in Windows character set
The setting in this field will depend on whether you want to use a Windows or a DOS program to
process the export file.
This is of particular importance if special characters are used, as Windows and DOS use
different code sets.

For output in the Windows character set," . . "is entered in the export files if no entry is
made in the date field.

Field names in line 1
Export files (output files) do not normally contain field names. Check this box if you want to add
the field names to the 1st line of the export file in the sequence of the fields. However, you can
only add field names if the output file to be created (extension: .TXT) has not yet been stored in
directory \DAT in the Core module

This function supports processing in spreadsheet applications such as Microsoft Excel as the
result is that the field name can be used automatically as the line or column label.

Search for / create Import / Export file in user directory
If this parameter is highlighted, the Import file is searched in the user directory or the Export file
is written in the user directory (under .\MCCWIN\USERS).
However, the storage in the PC directory of the Core module is recommended (under
-\MCCWIN\DAT). To do this, leave the parameter untagged.

Prompt name of export / import file
If you have marked the parameter "Prompt name of export / import file", a list box will be
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displayed in which you can explicitly select the export or import file (*.TXT) or enter a new one.
This list box will be displayed when:

- exporting, in other words when generating an output file, between the selection of the
control file and setting the selection criteria

- saving a report for the autoroutine or

- importing a text file between the selection of the control file and the confirmation prompt
before file is finally imported.

The default directory is the PC directory of the Core module (under .\MCCWIN\DAT) or, if the
parameter has been highlighted above, the user directory of the Core module (under
.\MCCWIN\USERS).

If the import / export files have been saved to another directory or to another drive, you will have
to select the corresponding drive/directory by clicking on it.

Overwrite existing text file

If you have marked the parameter "Overwrite existing text file", any existing text files for export
will be overwritten and not updated.

Call batch after creating Export file

2017

If a batch file should be opened after creating the Export file, highlight this checkbox. Use the
appearing [Program selection] button to choose the required batch file.

In the batch file the name of the created text file can be requested. The request can be done
using the following parameter: %1 = name of the created text file.
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2.2.2.2 Fields property page

On this property page, specify the fields to be included in the export file.

Incidentally:
The export file templates (extension .WVV) form the basis for creating new control files. Export
file templates contain the field names that will be accessed when a control file is created.

Define Import/Export file — O >
General  Fields
Data fields Output file
Additional nete ~

Advance notice on
Amendment date
Amount to be debited (ELIR)

Add x> B2E Mandate
Change debtor bank
Code retum reason
Add all == Contract language
Cortract number

Creditor ident. no.

Date deactivation

<<< Remove all Date last retum

Date last utilization
Description

<< Remove Generate pre-notification
Generation mandateAransfor
ldentification

ID-Group

Inactive

Index hd

Prirnt Help Save

The dialog box is split into three sections.

The list box on the left contains a list of all of the data fields that are in the selected database and can
be output to the export file.

The list box on the right is still "empty" (if a new control file is being created); it will subsequently show
the names of the fields whose contents will be included in the output file (= export file).

The centre section contains the buttons [Add >>>] or [Add all >>>] and [<<< Remove] or [<<<
Remove all].

From the list of data fields in the left-hand section of the dialog box, select the field name which you
want to appear first in the output file. Then click on [Add >>>]. The field name disappears from the list
and appears at the top of the right-hand dialog box section. Then add all other fields to be included in
the export file in the same way.
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To remove a field name from the output file, check it (click it) and select [<<< Delete]. It then reappears
in the left-hand list.

To shift a field name in the output file list, first mark it and click [<<< Remove]. Then move the cursor
to the field name after which the file name just removed is to be added and click on [Add >>>].

You can add or remove all fields at one time by selecting the [Add all >>>] and [<<< Remove all]
buttons.

Select [Save] to secure all entries on the property page and to return to the main window.
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2.2.3 Export (Generate output file)

Menu item -Administration- / -Import/Export- / -Execute Export- relates to the control files you have
defined using menu item -Maintain Import / Export file-.

Create an output file (= *. TXT file) on the basis of a control file by selecting the -Export- function from
the Administration menu or by clicking on the corresponding icon:

or

Please note ...
If you have activated the "Function menu" parameter in menu item -Administration- / -System
parameters- in the Core module on the General system parameters property page, menu item -
Export- is no longer contained in the Administration menu. You can then select this item using
the keyboard in the -Functions- menu under -Execute Export-.

B Select import/export file — O X

Please select an import/export file

ABS ALLE A

ACC_ALLE
bed_alle
BME_ale
Devisen
FIBU_D32
FIEUalle
FIBUEXPO
HISTalle
HISTONEU
HISTTEST
KOM_alle
LMD _alle b

Help || oK |

A window then displays all control files present in directory . \SPAWIN\DAT. Position the cursor and
confirm with <Return> or click and press the [OK] button to select the control file to be used for
generating (creating, updating) an output file.

The Export file is created under the same name as the control file, but with the extension ".TXT" in
directory .\MCCWIN\DAT and is available for the import in other programs.

If you have marked the parameter "Prompt name of export / import file" on the General property

page for the control file, a list box will now appear from which you can select the output file (*. TXT) or
create a new one.
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Select export file X
Suchenin: | | R-MKA3 v «memE-
i Mame Anderungsdatum Typ Gr ™
Schnellzugif TMP 06/07/2016 13:44 Dateiordner
=] ABS_ALLETXT 28/07/201411:46  Textdokument
Val =] ABS_TEST.TXT 26/03/201511:42  Textdokument
Deskiop =] ACCNTEST.TXT 24/05/2016 1455 Textdokument
. = ACCs.TXT 10/11/201411:22  Textdokument
~ | AG_DETXT 11/11/201417:25  Textdokument
Bibliotheken | =| AGN_TEST.TXT 24/05/2016 1452 Textdokument
2 = AGS.TXT 10/11/201410:47  Textdokument
s || AZVSD32.5RC 05/07/2016 1518 SRC-Datei
—EE S Z| BANK_DE.TXT 11/11/201417:24  Textdokument
@ =] BANKEN.TXT 26/04/2016 16:47  Textdokument "
Metzwerk < »
Dateiname: [MANDATEP.TXT =l Ofnen |
Dateityp: | Al files™* =] Abbrechen
Hilfe |
A

Afterwards, a selection dialog will open in which you can set selection criteria with which the quantity of
data exported can be reduced.

B Selection criteria — O >
Oy the records matching the following criteria are considered in the display and in the printouts.
-l | =l =l | | x| jano -]
[ = =l =l | =] jano -]
[ =l =l =l | =l jano -]
[ =l =l =l | =l jano -]
= | = | o | =] [
[ = =l =l | =] jano -]
[ =l =l =l | =
Delete citeria | Hep || ok ]
Save criteria | Load zaved critera |

You can then specify the way the individual records will be sorted as they are added to the output file
In total, a fourfold sort is possible. To open the selection box for the first sort criterion, click on the
drop-down arrow to the right.
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B Sort export files - O X
Sorting

1| | T Descending
2. | | TI” Descending
3| v| T Descending
4. | | T Descending

Help| ok |

Position the cursor and confirm your selection with <Return> or click on the field name to be used as
the first sort criterion. The standard (default) sort is ascending order (alphanumeric) If you want a
descending sort sequence, check the "descending" box. Use the same method to enter additional sort
criteria if required. As soon as you click on [OK], the export file will be generated.

To indicate the progress of the export, the number of records output will be counted in the information

window; the process is otherwise invisible. Once the export is completed, the program will return to the
main window.
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2.2.4 Import reference tables

You can populate the system reference tables with data by importing ASCII (text) files.

To do so, you need

- a corresponding control file with extension ".WVD" in directory \SPAWIN\DAT (see Chapter
2.2.2: Control files for defining output or input files)

and

- an Import file=text file (ASCII file) with the same name with the extension ".TXT" and a structure
corresponding to the control file in directory .\MCCWIN\DAT

Please note:

When importing a text file only those fields, which actually exist in the imported text file, will be
overwritten in the matching database records, i.e. always only a partial update is accomplished.

In the first step, the program searches in directory .\SPAWIN\DAT for files with the extension ".WVD"
defining the structure of the text files to be imported.The files identified are shown in a list box. Position
the cursor and confirm your selection with <Return>, or click on the [OK] button or double-click to
select the export file to be accessed during the import process.

If you have checked on the parameter "Prompt name of export / import file" in the General property
page while defining the control file, a list box will be now be displayed in which you can select the
import file (*.TXT).

Select the import file that is, for example, to be imported into the Beneficiaries reference table and then
click on the [Open] button.

B Select import/export file — O e

Please select an import /export file

ABS_ALLE ~
ACC_ALLE

bed_alle

BME_alle

KOM_alle

MAMN_alle

MANDATE

MDP _alle

MDV_alle

pri_alle

SPAMAMYP

SPAMANDA b

Help || oK |

The program then accesses the TXT file with the same name in the . \MCCWIN\DAT directory of the
Core module.
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Select import file

>
Suchenin: | | R-MKA3 M e B
* Mame Anderungsdatum Typ
TMP 06/07/2016 13:44 Dateiord
Schnellzugrif or srEarenst
=] MAMNDATEP.TXT 06/07/2016 13:55 Textdokument
Desktop
(|

Bibliotheken
Dieser PC
Netzwerk <

Dateiname: IMANDATEF *

Dateityp: |P-.II files™*

Hilfe

Led Lo
g

8

g W

Please ensure that the text file (ASCII file) you have selected is also suitable for importing

into the reference table. The text file should not contain any control characters, and each line
must end with <CR><LF>.

A message will appear to remind you that when the selected file is imported, all entries in the database

with an index (code, ID) which is identical to an index in the file being imported will be overwritten by
the value in the text file. You must confirm with [Yes] to start the import routine.

Using WVD

| On impoerting the file all entries in the database will be overwritten with
' entries from the file. Proceed with import 7

la

Mein

The import process is a background operation. All that you will see is a message showing the current

total number of imported records. As soon as the import process has been completed, the program
returns to the main application window.

The structure of the text files for the individual reference tables is contained in the Annex.
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2.2.5 Delete reference tables

Records from reference tables used in the system can be deleted using the import of ASCII (text) files.
To do so, you need

- a corresponding control file with the extension ".WVD" in the directory .\SPAWIN\DAT (see
Chapter 2.2.2: Define control files for output or import files)

and
- an Import file=text file (ASCII file) with the same name with the extension ".TXT" and a structure

corresponding to the control file in directory .\MCCWIN\DAT

In the first step, the program searches in directory .\SPAWIN\DAT for files with the extension ".WVD"
that define the structure of the text files to be imported. The files found will be shown in a list box.
Position the cursor and confirm your selection with <Return>, or click on the [OK] button to select the
export file to be accessed during the import process.

B Select import/export file — O e

Please select an import /export file

ABS_ALLE ~
ACC_ALLE

bed_alle

BME_alle

KOM_alle

MAMN_alle

MANDATE

MDP _alle

MDV_alle

pri_alle

SPAMAMYP

SPAMANDA b

Help || oK |

If you have checked on the parameter "Prompt name of export or import file" in the General
property page for the control file, at this point a list box will be appear from which you can explicitly
select the desired import file (*. TXT).

Select the import file that should, for example, be imported into the Beneficiaries reference table and
then click on the [Open] button.

Only then the program accesses the TXT file with the same name available in directory
.AMCCWIN\DAT.
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Select import file

B cf B

Typ
Dateiordner
Textdokument

Suchenin: | | R-MKA3 |
* Mame Anderungsdatum
TMP 06/07/2016 13:44
Schnellzugriff i
=] MAMNDATEP.TXT 06/07/2016 13:55
Desktop
™
Bibliotheken
Dieser PC
Netzwerk <
Dateiname: IMANDATEF *

Dateityp: |P-.II files™*

Hilfe

Led Lo
g

8

g W

Please make very certain that the text file (ASCII file) you have selected is suitable for

importing into the database. The text file should not contain any control characters, and each

line must end with <CR><LF>.

A message reminds you that when the selected file is imported, all entries in the database with an
index (code, ID) which is identical to the index of the file being imported will be deleted. You must

confirm with [Yes] to start the import routine for deletion.

Using WVD

e

F

|' "_"“‘-.I When using this file, all records available in the database which are in
Y thefile will be deleted. Execute import?

la

Mein

The import process is a background operation. All that you will see is a message showing the current
total number of imported records. As soon as the import process has been completed, the program

returns to the main application window.

The structure of the text files for the individual reference tables can be found in the Annex.
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2.3 Display text files

Select the menu item -Display text files- or click on the icon

=

to select files from existing subdirectories and view them on the screen.

or

Please note ...
If you have activated the "Function menu" parameter on the General system parameters
property page, menu item -Display text files- is no longer contained in the Administration menu.
You can then select this item using the keyboard with the menu item -Functions- under -Display
text files-.

A selection dialog box divided into several sections is then displayed.

B Display file X
Suchenin: | MCCWIN | e EefE-
* Mame ﬁmderung\;datum Typ Graf ™
PVERINFO.STR 06/07/2016 11:01  STR-Datei
Schnelug /ot o
[ 20160706.ABG 06/07/2016 10:57  ABG-Datei
Wl ] 20160706.LOE 06/07/201610:57  LOE-Datei
Deskiop || GetSubject 05/07/201611:32  Datei
. [ 20160705.ABG 05/07/201609:47  ABG-Datei
™ || 20160705.LOE 05/07/201609:47  LOE-Datei
Bibliotheken 1| REJECTO2.CRJ 04/07/2016 17:02  CRJ-Datei
2 | REJECTO1.CRI 04/07/2016 1701 CRJ-Datei
= [ 20160704.A8G 04/07/2016 10:42  ABG-Datei
SEE S [ 20160704.LOE 04/07/201610:42  LOE-Datei
e' || BWMDAOOO.HKD 04/07/201610:42  HKD-Datei "
Netzwerk < >
S =
Dateityp: |l files* * ~| Abbrechen

Hilfe

The window shows the names of all the files that are saved in the current folder. If you want to
open a file that is saved in another folder, first click on the arrow beside the field "Find in:" and
then on the data carrier on which the folder is saved. You may have to use the scroll bar to
display further folders.

Double-click on the folder which contains the required file and then select the file you want to

open by double-clicking on it, clicking on it with the mouse and then clicking on [Open] or by
positioning the cursor and confirming with <Return>.
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The file contents are displayed in a dialog box. Use the <PgUp> / <PgDn> keys, the arrow keys and/or
the scroll bars to move in this dialog box.

@A E\_325\MCCWIN\loremips.bt - O ¥
F & Y ¢4

Lorem ipsum dolor sit amet. Consectetuer adipiscing ~
elit, sed diam nonummy nibh euismod tincidunt ut Taoreet dolore magna
aliquam erat wvolutpat. UL wisi enim ad minim veniam, gquis nostrud

exerci tation ullamcorper suscipit Tobortis nisl ut aligquip ex ea

commodo consequat. Duis autem vel eum iriure dolor in hendrerit in
vulputate velit esse molestie consequat, vel illum dolore eu feugiat

nulla facilisis at vero eros et accumsan et justo odio dignissim qui
blandit praesent Tuptatum azril delenit augue duis dolore te feugait

nulla facilisi. Lorem ipsum dolor sito amet, atol consectetuer

adipiscing elit, sed diam nonummy nibal as eui mode.visit autem vel

eum iriure dolor in hendrerit in vulputate velit esse molestie consequat,
vel illum dolore eu feugiat nulla facilisis at vero eros et accumsan

et justo odio dignissim qui blandit praesent Tuptatum zzril delenit

augue duis dolore te feugait nulla facilisi. Lorem ipsum dolor sit
amet.Consectetuer adipiscing elit, sed diam nonummy nibh euismod tincidunt
ut laoreet dolore magna aliquam erat volutpat. Ut wisi enim ad

minim veniam, quis nostrud exerci tation ullamcorper suscipit lobortis
nisl ut aliquip ex ea commodo consequat. Duis autem vel eum iriure

dolor in hendrerit in vulputate velit esse molestie consequat, vel

11Tum dolore eu feugiat nulla facilisis at vero eros et accumsan et

iusto odio dignissim qui blandit praesent luptatum azril delenit augue
duis dolore te feugait nulla faci?iSi. Consectetuer adipiscing elit,

sed diam nonummy nibh euismod tincidunt ut laoreet dolore magna aliquam
erat volutpat. UL wisi enim ad minim veniam, quis nostrud exerci

tation ullamcorper 5u5ci€ﬁt lobortis nisl ut aliquip ex ea commodo
consequat. Duis autem vel eum iriure dolor in hendrerit in vulputate

velit esse molestie consequat, vel illum dolore eu feu?iat nulla facilisis
at vero eros et accumsan et justo odio dignissim qui blandit praesent
Tuptatum azril delenit augue duis dolore te feugait nulla facilisi.

Click on the icon

F

to switch between the Windows and DOS character sets if needed. This function makes it possible to
properly display files that were generated by DOS programs.

Depending on the operating system further options for the font specification within the file display are
available.

(Change font)

Click on the

ﬁ (Print text)

to print a copy of the file.

2017 SEPA 2-36



2.3 Display text files

Using the following button

E’ (PDF file)

you will get the printout as PDF file.

You can search the content of the file by clicking on the

ﬂ (Search text)

icon.

This will open a dialog box in which you can enter the text you wish to find. Start the search operation
by clicking on the [Continue search] button or pressing the Return key.

You can specify your search using the check boxes "Search only complete word" or "Case
sensitivity".

If the program finds the text, it will be highlighted in the dialog box. Click on [Continue search] again to
continue the search. You can continue to click on [Continue search] until the end of the text has been
reached. A message will appear to inform you when you have reached the end of the text and the file
has been searched completely. Answer the prompt "Do you wish to continue the search?" with [Yes] or
[No] accordingly.

If you choose [Yes], a new search starts at the beginning of the file after clicking on the [Continue
search] button. With [No] the search will be terminated.

During the search you can terminate it at any time using the [Cancel] button.
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2.4 Master data log

A master data log will be maintained only if you check the parameter "Maintain master data log" in
the General parameters property page. The master data log contains all movements occurring in the
reference tables and the Order database, e.g. new entries, deletions, alterations.

Choosing the menu item opens a dialog box in which you specify whether the master data log should
be output to screen (default), or to a printer. Change the output device by clicking on the drop-down
arrow and clicking on the device you want to use. Overview is currently the only report type available in
the Report box.

Start output by clicking on the [Output] button.

Lo

@G Page 10f 11 Gotopage: [ |
SEPA payments
Master data log 06/07/16  14:11 Page 1
Banks
Date Time Function Menu tem User
05/07/16 16:20:07 NEW ENTRY BANKS 1
BIC Address Type file creation
COOPCHBB69A BANCA COOP SA SEPA CH
Bank parameter file
MCFT-BANKZUGANG ZUR TESTBANKST
Single booking possible
No
Urgent transfer allowed
No
Structured details possible
No
Aviso permitted
No
Payment reversal is supported
No
SEPA payments

Date Time Function Menu item User

The master data log features a header containing explanations on the function keys and entry types,
as space restrictions have resulted in some actions being denoted only by codes.

As in all screen lists the "Up" and "Down" keys and <PgUp>/<PgDn> are used to move up and down
the master data log. Alternatively you can use the scroll bar on the right-hand side of the window. If the
list extends over several pages, use the [<<] and [>>] buttons in the button bar to page back and
forward. The current page and the total number of pages are also shown in the tool bar. In the case of
multiple pages, you can enter the page number after "Go to page" and jump there by confirming with
TAB. Close the screen list with the close button or by pressing <ESC>.
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After the output has been finished, a message asks you if you want to delete the log file. Click the
appropriate button: [Yes] or [No].

! . Doyouwant to delete the log file?

la Mein

Please remember...
to print the master data log at regular intervals and then delete it when the message appears. If
you do not do this, the size of the master data log can quickly reach unmanageable proportions
and take up a lot of space on your hard disk.
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3 Reference tables

3 Reference tables

Reference tables facilitate the keying of instructions, by capturing all frequently used details (e.qg.
ordering party, beneficiary, banks, accounts, currencies etc.) in easy to use databases.

There is no icon for starting the -Reference tables- function. You must choose the item —Reference
tables- in the menu bar.

The reference tables contain data that you can access while creating a payment order. The data in the
reference tables is available in the text boxes and can be accessed by clicking on the [?] button to
open the respective selection list box.

The SEPA Payments module uses a total of eight reference tables:

- Countries

- Banks

- Ordering parties

- Accounts

- Partners

- Taxes

- Payment terms

- Mandates (in case of installation of the Direct Debit module) or Mandate Admin Plus (in case of
installation of the further additional module)

You can populate the reference tables in two ways:

- by entering data manually
- by importing text files

You can find out more about entering data manually in the explanations of the individual reference

tables. Information on Import reference tables is contained in Chapter 2.2.4. An explanation of the data
structure required can be found in the Annex.

Click on [Save] in the dialog box to add the entry to the reference table.

The

- [Additional information]

button is also available in the database overview for reference tables for Accounts and Partners. The

[Additional information] button displays additional information in the display section for the selected
(= highlighted) record.

A special check and approval mechanism prevents unauthorized Users from being able to change
payment orders still existing in the Order database by changing or deleting records in the reference
tables.

This protection extends to the reference tables Account holder/Ordering party, Banks, Accounts and
Partners.

If the User who, after entering an order, makes a change or deletion in one of the mentioned reference

tables is authorized to approve payment orders, only a check prompt follows whether the record
shall be changed despite the effect on approved orders.
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If the changes mentioned are made by a non-authorized User, these records will be blocked and
must be approved by an authorized User before a renewed use. Corresponding notes that a record
requires an approval can be found in each database overview (Note: "Approval required!) or in the
detailed view (Note: "Must still be approved!) of the concerned reference table.

As long as reference table records still require an approval, payment orders using these records
cannot be approved. If the order has already been approved, it cannot be included into a file.
Moreover, the use of these reference table records is not possible when changing or newly creating
orders.

The record can be approved by an authorized User in the database overview using the context menu
entry -Approval- or in the detailed view using the [Approval] button.

The context menu entry or the [Approval] button appear only if the User is also authorized to approve
the record, i. e., for example, he has not made the change or deletion (for set parameter, see below.),
he has an approval right (User right in the functional profile: "Approve payment orders") or for two
required approvals he has not already issued an approval.

If, furthermore, the parameter "Editor of the payment order may not approve this" has been
activated, the approval of a blocked record may not be made by the editor of a payment order but must
be made by another user authorized to approve.

If a double approval has been defined, record changes must be authorized twice.
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3.1 Countries reference table

Selecting the menu item -Reference tables- / -Countries- opens a database overview displaying all of
the countries in the reference table, together with their details. Move up and down the list with the "Up"
and "Down" arrow keys or with <PgDn> / <PgUp> or use the scroll bar.

To edit a record, first select the respective entry with the cursor and press <Return>, double-click or
click the right mouse button and click on -View details-.

M Countries — O ot
Code | Description | Deactivated  w
AF AFGHAMISTAMN Mo
ANTIGUAUND BARBUDA
Al ANGUILLA Mo v
< ) »
» »

Select Brrint | Help Hew country

The selected record will be displayed in a dialog box, where it can be modified or deleted. Use the [<]
and [>] to page to other countries. The boxes in the Countries dialog box are the same as those in the
input mask described below for adding a new country.

To add a new entry, click on [New Country] in the database overview.

1 | Countries — O >
150 code
Description |
Deactivate courtry [
Help

The program will prompt you to enter the 2-character alphanumeric ISO-Code to identify the reference
table entry.

After the country code you must enter a description of the country to which the code refers.

Use the checkbox "Deactivate country" to deactivate a defined country for a certain time, without
completely removing the country from the database.
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3.2 Banks reference table

The Banks reference table contains information about the Ordering party’s banks (but does not include
account numbers). Entries made in the Accounts reference table access data already stored in the
Banks reference table.

Choosing menu item -Reference tables- / -Banks- opens a database overview containing all of the
banks stored in the reference table, together with their details. Use the "Up" and "Down" arrow keys
and <PgDn> / <PgUp> to move up and down the list. Alternatively you can use the scroll bar on the
right-hand side of the window.

In the banks overview it is immediately apparent in addition to the supported schema whether urgent
payments are supported.

M Banks _ O .
=C hame Tyrpe file creation Urgent transfer allowed A
BAMKATI3

BAMKATPP UMIFI 2009 M

BAMKCHZ2 SEPACH Mo "
¢ o ) »
|p |JD | Jo

Select Frint | Help MNew bank

To edit a record, first select the respective entry with the cursor and press <Return>, double-click or
click the right mouse button and click on -View details-.

The selected record will be displayed in a dialog box, where it can be modified or deleted. Use the [<]
and [>] to page to other banks. The boxes in the Banks dialog box are the same as those in the input
mask described below for adding a new bank.

To add a new entry, click on the function [New Bank] in the database overview.
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Banks — O >

Banks

BIC \BANKDE BIC search

MName

Strest

Town

Bank parameter file ﬂ |

Lead time for file creation

Type of file creation ZKA

Single booking possible
Urgert transfer allowed
Suppress purpose code for urgent payments

Session type urgent payments ccu
Structured details possible

(=)
7 L —|—|—||L‘|

Help Save

The program prompts you to enter the BIC (Business ldentifier Code = SWIFT Code/Address) of the
new bank. For this, click on the [BIC search] button next to the input field to open the dialog box for the
BIC search.

Depending on the size of the database delivered by your bank, you have here the option to search
nationwide or worldwide for SWIFT addresses. In the fields with the selection criteria (SWIFT
address, name/description, (postcode,) town or country), you can enter text strings or parts of it; and by
clicking on the [Start search] button you can get the search started. The words found (with bank
name, SWIFT address and bank town) will be viewed in a list below. If necessary, you have to change
your search item and repeat the search.

Choose the appropriate BIC by clicking on it and confirm your selection with [OK] or double-click the
desired entry; the BIC will then be included in the appropriate field.
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® ' Bank search — O .

Selection criteria

SwLF. T -Address Mame / description
(i)
Postcode Town Country

@ Start search | Entries found : 14 van 51095

Bank name | Mame 2 | SWLF.T -Address | E ank town

BANCA COOP 54 COOPCHEEESA

BaME COOP &G COOPCHEBEOA

BaMK COOP AG COOPCHEBEOA

BaNK COOP AG COOPCHEBS0A

BANE COOP AG COOPCHEBSZA

BaME COOP &G COOPCHEB==

BaMK COOP AG COOPCHEBZ254

BaNK COOP AG COOPCHEE

BANE COOP AG COOPCHEB4EA

BaME COOP &G COOPCHEB30A

BaMK COOP AG COOPCHEBSZA,

BAWQUE COOPR, 54 COOPCHEBTZ4

BAWQUE COOP, 54 COOPCHEBT04

BAMQUE COOP, 54 COOPCHEBZ204

< >
]9 Cancel

Then enter the name and the address (street, town) of the bank.

To select the bank parameter file (BPD file), choose the [?].
If the parameter "Prompt EPFT bank parameter files also from external medium" (see Chapter
6.1.2 in Core module) has been set, a prompt for inserting the medium appears, if not already happen.

Press [Yes] if you want to choose a BPD file from the medium (and the medium is inserted). Choose
[No] if only the BPD files available on your hard disk should be provided for selection. Using [Cancel]
you can quit this prompt.

The following list box displays all BPD files saved in default directory ..\MCCWIN\DAT or on the
medium (drive letter of the medium in brackets behind the BPD file name).
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B Select bank parameter files — O >

Omikran Testbank (EBIXBAMNK)

Import exdemnal STA files (IMPORSTA)

Import account information STA (INFOEIML)
MultiCash-Anbindung via SWIFT (SWIFTCOM
MCFT-Bankzugang zur TestbankST (TESTBAMK]

HE.-I|:|| oKk |

Double-click or click/position the cursor and press [OK] to choose the BPD file which should be
accessed for communication with the bank.

Please note:
With Multi-bank file creation (see Chapter 6.2) the BPD must have been selected before
generally for a bank or for an individual account (see Chapter 3.4), since orders with a bank
account, for which no BPD was selected, are ignored in payment order file creation. The
appropriate orders will be rejected as defective.

Quit the list using the close button and assign a suitable BPD.

With single-bank oriented file creation (see Chapter 6.1) you nevertheless can add orders to
banks or from accounts without having made a BPD allocation and assign a BPD only short
before sending the file (see Chapter 6.1.1).

Lead time for creating file

Here you can define a lead time by entering the required number of lead days (bank-specific;
maximum is 99). During this time the orders will be due (field "To execution date" at file creation) and
can be sent. Orders lying beyond this time frame will be shown as due orders (displayed using the
[Due orders] button) as soon as their payment date falls within the chosen time-frame. It is only
possible to transfer orders that are within the time frame.

If you choose "0", only orders that were entered on or before the system date will be considered due.
After changes on the lead time days, the order database must be searched in order to adapt the lead
time period. An appropriate confirmation prompt appears.

Type of file creation
Select the file creation format/scheme defined for your country from a list, e.g. for Germany "ZKA", for
Austria "STUZZA" etc.

If Single booking is available at your bank, tick the appropriate check box. In the payment entry mask
a check box is then available, by which the payment can be marked as single payment. If not checked,
batch booking is made.

Using the "Urgent transfer allowed" check box you can define, whether urgent transfers are also
available alongside to normal transfers. If this box is checked, urgent transfer can be chosen as
payment type at payment entry.

If an already entered but in the case of switching from Transfer to Urgent transfer obsolet payment

purpose should be deleted, the "Suppress purpose code for urgent payments" check box has to be
ticked.
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Use the "Session type urgent payments" parameter to specify the session type, which is supported
for urgent payments by the bank. You can choose via list box between session type "CCU" or "CCT".

If there are "Structured details possible", tick the appropriate check box. Then, on payments entry a
selection list box "Display details" is available on the Payments property page, which you can use to
switch between the unstructured and the structured details entry option.

If the parameter "Aviso permitted" is checked, an appropriate field is activated in the payments entry
for payment orders concerning ordering party accounts of this bank. If the field is ticked there, the field
"Instruction for Debtor Agent” in the file is filled with "AVISO" (only for central bank data Bulgaria in
UNIFI 2009).

The parameter "Payment reversal is supported" is only available, if the additional module "SEPA
Payment Reversal" is installed. If this parameter is activated, the generation of payment reversals for
payment orders concerning ordering party accounts of this bank is allowed.

In the scheme for Italy you hav to enter a Local bank (code) here.

In Austria (file creation format: STUZZA) a bank server identification (Receiving party ID), which is
communicated to you by your bank, is to be entered in the Receiving party field.
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3.3 Ordering parties reference table

The Ordering parties reference table contains the address of the Ordering party.

Selecting the menu item -Reference table- / -Ordering parties- opens a database overview containing
all Ordering parties stored in the reference table. Use the "Up" and "Down" arrow keys and <PgDn> /
<PgUp> to move up and down the list. Alternatively you can use the scroll bar on the right-hand side of
the window.

To edit a record, first select the respective entry with the cursor and press <Return>, double-click or
click the right mouse button and click on -View details-.

M Ordering parties — O >
Code | Mame | Town S
5 NAMENBANC KOELM
i Auftraggeber in Deutschland KOELM
7 Ordering party name Ordering party town
€ >
ERNFE

Select Frint Help Mew ordering party

The selected record will be displayed in a dialog box, where it can be modified or deleted. Use the [<]
and [>] to page to other Ordering parties. The boxes in the Ordering party dialog box are the same as
those in the input mask for a new Ordering party.

Click on [New Ordering party] in the database overview to add a new entry.

The program prompts you to enter a max. 4-digit numeric ordering party code to identify the reference
table entry.

Two lines are available for entering the ordering party name, plus one each for the street and town
(incl. postcode). The first line of the name is a mandatory field.

You can use the [?] button to access entries in the Country database when entering the name of the
Country in which the ordering party resides. The country boxes now contain entries corresponding to
your selection.

For sending E-Mail, an E-Mail address can be entered here.

Creditor identification no. = Identification no. of the direct debit presenter
The SEPA direct debit procedure requires an account-independent and unique feature to identify
the direct debit creditor. This creditor identification number (creditor identifier = Cl) is a SEPA-
wide harmonized and standardized number, with which the presenter of a direct debit can be
clearly identified. In Germany e.g. this number is issued by the German Federal Bank.
Enter the issued identification number here. Presented direct debits cannot be processed
without this number.
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Ordering parties reference table

The creditor identification number is structured as follows (example for Germany):
AANNZZZXXXXXXXXXXX

a = 2 alphabetic digits for the ISO country code of the county issuing the creditor identifier

n = 2 numeric digits for check digits (analog IBAN check digits)

z = 3 alphanumeric digits for the creditor business code (with this, several direct debits
presenting entities in a company can be identified; the default is "ZZZ"; blanks, special
characters and mutated vowels (umlauts) are not allowed here)

x = max. 28 digits for a national identification feature (e.g. in Germany 11 digits in consecutively
ascending numbering, where the eighth digit of the creditor identification number is always
occupied with "0" until further notice)

Crdering parties — O >

Ordering party

Code 16!

Mame

Town

Postcode

Country ﬂ

EMail |
Creditor identification no. |

|
|
|
Street |
|
|
|

|dentification | ﬂ

Multi purpose (D |

Help

Identification

2017

Here you can enter a unique identification attribute for an organization or a person (labelled by a
"priv." placed behind).

First you have to select the type of identification from a list. Then you have to enter the numbers
etc. in the next field(s). In the list you have the following options:

- BIC (Bank Identifier Code according to ISO/SWIFT)

- IBEI (International Business Entity Identifier)

- BEI (Business Entity Identifier)

- EANGLN (Global Location Number according to the rules of the European Association for
Numbering)
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Ordering parties reference table

- USCHU (Universal Identification provided by CHIPS (U.S. Clearing House Interbank Payments
System))

- DUNS (Data Universal Numbering System for companies provided by Dun & Bradstreet)

- Bank Party Identification

- Tax Identification Number

- Proprietary Identification

- Drivers Licence Number (priv.)

- Customer Number (priv.)

- Social Security Number (priv.)

- Alien Registration Number (priv.)

- Passport Number (priv.)

- Tax Identification Number (priv.)

- Identity Card Number (priv.)

- Employer Identification Number (priv.)

- Date And Place Of Birth [place, date and country have to be entered] (priv.)

- Other Identification (priv.)

- Other Identification (Organization)

- Central Bank ID (Organization)

- Clearing ID (Organization)

- Country ID code (Organization)

- Customer Number (Organization)

- Employer ID (Organization)

- GS1GLN (Global Location Number issued by GS1 (Global Standards One in Brussels), also
EAN Address Code) (Organization)

- SIREN (=Systéme d’ldentification du Répertoire des Entreprises) Enterprise ID in France
(Organization)

- SIRET (=Systéme d’ldentification du Répertoire des Etablissements) Commercial units ID in
France (Organization)

Please note:

If for a customer direct debits should be created using the file creation procedure SEPA CH
(Switzerland), the field "Other Identification (Organisation)" must be selected and filled.

A multi-purpose field is available, which can be used for example for internal IDs of the ordering

party.

If Central Bank data are required (as in Bulgaria), they can be entered via [Bulgarian declaration
data] button.

2017
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3.4 Accounts reference table

The Accounts reference table contains the Ordering Party's bank details including account numbers.
By entering the bank name, you can access the bank details in the Banks reference table.

Selecting the menu item -Reference tables- / -Accounts- opens a database overview containing all of
the accounts stored in the reference table, together with their key details. Use the "Up" and "Down"
arrow keys and <PgDn> / <PgUp> to move up and down the list. Alternatively you can use the scroll
bar on the right-hand side of the window.

To edit a record, first select the respective entry with the cursor and press <Return>, double-click or
click the right mouse button and click on -View details-.

M Accounts - O *
Bank code Cash Management Bank name
37010050 Stadtsparkasse
Ale. no. Cash Management
43657548T6EUR
Code | Description | BIC | 1BAN | Ac.goup | A&
1 AUFTRAGGEBERKOMNTO 1 COLSDE33:3CC | DE9T370501980033633322 0
2 AUFTRAGGEBERKOMNTO 2 COLSDE333C | DE43370502990033633322 0
3 ORDERING PARTY ACCOUNT 1 COLSDE33HK
4 KOMNTO COKSDE3330CC | DESO3T0502990010203040 0
=4 LMk TOAIA DT IR BEEL 0 TEI ] OakIFMCDDY MCEMNTAMAEREATERMAMAMAMMAMNT 30 n <
PP » » »
Select | Prrirt | Additional information | Help | Mew alc. |

The selected record will be displayed in a dialog box, where it can be modified or deleted. Use the [<]
and [>] to page to other accounts. The boxes in the Accounts dialog box are the same as those in the
input mask described below for a new account.

To add a new entry, click on [New Account] in the database overview.

You will be prompted to enter a max. 4-digit numeric Account code to identify the reference table entry.
One line is available for the account description, which can be entered manually or by clicking on the
[Cash Management account] button (see below).

You can, however, enter a different account name manually. You must then fill in the remaining fields.

You can enter the Account Currency manually or select it by clicking on [?].
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Accounts - O >
Accounts

Code

Description |

Cumency ﬂ| |

IBAN |
Bank
BIC 2 BIC search

MName |

Strest |

Town |

Bank parameter file ﬂ|

LDGR account

COrdering party
Code 2]

MName |

Cash Management account
Cash Managemert accourt | _ |

|37010050 43657548 76ELR

w S

Adc. group 0

Help

As account number the IBAN(IBAN = International Bank Account Number) must be specified in the
appropriate box (input in "paper representation” is possible).

The max. 34 digits long IBAN will be checked for correct entry. The structure of the IBAN account
number is as follows:

ccppbbbbbbbbbbaaaaaaaaaaaaaaaaaaaa

¢ = IS0 Country code (2 digits alphanumeric)

p = Check digits (2 digits numeric)

b = Local Bank ID (max. 10 digits alphanumeric)
a = Account number  (max. 20 digits alphanumeric)

When the IBAN is printed it is split into groups of four characters separated by blanks to ensure easy
recognition ("paper representation"):
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IBAN

DE97 37050198 0033 6333 22

If the account data are only available as national account number and bank code, the additional
module "IBAN Finder" enables the conversion of the account data into IBAN and BIC (SWIFT
address).

IBAN Finder X
View Tems of Use |
Country | DE - Germany ﬂ
Account 33633322
Bank code 37050138
Generate IBAN

IBAN |DES7370501980033633322
BIC ICOLSDE33XKX

|SPARKASSE KOELNBONN

Bank:

Bank data such as the SWIFT address and the name of the bank can be copied from the Banks
reference table by clicking on [?] provided, of course, that you have already entered records there. You
can also enter the SWIFT Code manually and add a new bank by entering the SWIFT Code,
confirming with <TAB> and then entering the data in the input mask. The SWIFT Code and bank name
fields will now contain the entry that you selected.

Please note:
If you enter a SWIFT Code manually that is not found in the Banks reference table but is
available via [SWIFT search] and then confirm with <TAB> or by clicking on [?] once again, the
bank name will be displayed and the New entry of the appropriate bank into the Banks reference
table is offered.

If you enter a SWIFT Code manually which is neither stored in the Banks reference table nor
available via [SWIFT search] and then confirm with <TAB> or by clicking on [?] once again, the
input mask for entering bank data opens. Click on [Save] to enter the data into the Banks
reference table. It will then be available for selection whenever you enter new payment orders by
clicking on [?].

Click on the [?] button to select the bank parameter file (BPD) as it ist described for the Banks
reference table (see Chapter 3.2).

The selection of a bank parameter file for an account must only be made if another bank parameter file
should be allocated to the account as is generally selected for the bank.
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The LDGR account no. (Ledger account number) is entered manually.

The LDGR a/c no. box allows you to link payments for the current account with accounts in your
internal accounting system. You can then use suitable export files to process the payments of the
current account in the LDGR programs using this LDGR a/c number.

Entries in this box do not affect payments themselves.

You can enter a maximum eight-digit sequence of numbers for a LDGR account in this box.

Ordering party:

The Ordering party data can be copied from Ordering party reference table by clicking on [?] provided,
of course, that you have already entered records there. You can also enter the Ordering party manually
and add an Ordering party by entering the Bank Code No., confirming with <TAB> and then entering
the data in the input mask. The “Ordering party code” and “Ordering party name* boxes will now
contain the entry you have selected.

CashManagement account:

You can use this button to copy data from accounts that have already been created in the Core module
(Cash Management). This is recommended if you intend to use the -Plan data- function in the Core
module. When you import the data, the fields for the bank details will already be filled in.

By the way:
You can cut off the connection to the cash management account by pressing the [ _ ] button.

The "Cash Management account" box allows you to assign payments for the current account to a
specific Cash Management account (=CM account) for which e.g. statements are collected by the Core
module. If you want to generate plan data for this CM account (to do so you must have set the
parameter "Generate plan data automatically” on the General (parameters) property page), which is
to be automatically reconciled with the received statement data, it is only necessary to perform an
allocation using the field "Cash Management account" if the Bank Codes or account numbers are
different from those of the CM account are used (e.g. if the SWIFT code have been altered in the
SEPA module, but only the Sort code has been altered in the Core module).

If the account data that is entered manually is identical to that of the existing CM account with regards
to the Bank Code / account number, this allocation need not be performed. The plan data that is then
generated for the Payments account will be reconciled automatically with the statement data of the CM
account as a result of the matching Bank Code and account number. Information about criteria for plan
data reconciliation can be found in the Cashmanagement module — Chapter 6.1: Plan data
reconciliation.

You can restrict account access to specific users by assigning an Account group.

The "A/c group" box contains a 3-digit numeric account code, whose permissible value is
dependent on the group to which the current user is allocated in the Core module (cf. Chapter
5.4 .1: User property page). It the user has been assigned to an A/c. group other than "0", he can
only enter this account group or "0".

The default account group entered in the box is "0". This means that all users have unlimited
access to this account.

If you change the default "0" to another value between "1" and "255", only one user with the
corresponding A/c group can perform actions on the accounts (view and edit accounts or
payment orders from these accounts) that have been assigned to this account group or to
account group "0".
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3.5 Partners reference table

The "Partners" reference table contains the name, address and bank details of the Partners.

Selecting the menu item -Reference tables- / -Partners- opens a database overview containing all of
the Partners stored in the reference table. Use the "Up" and "Down" arrow keys and <PgDn> / <PgUp>
to move up and down the list. Alternatively you can use the scroll bar on the right-hand side of the
window.

Use the [Display incomplete orders] toggle button to limit the display to incomplete partners. After
clicking the button, the labelling changes to [Display all orders]. Click this button to switch to the view
with all partners.

To edit a record, first select the relevant entry with the cursor and then press <Return>, double-click or
click the right mouse button and click on -View details-.

L)

Bank name 1 Bank strest

Bank name 2 Bank town

Code | Mame | BIC | 1Ban ~
PARTHMERMA PARTMERMAME [ ZAHLUNGSPFL 1 COLSDEIZNX DESY370501980033633322
PARTHERMAM  PARTMERMAME COKSDE3I3:0X DES03T0502990010202040
PARTOHMBIC Empfanger ohne BIC ("IBAN only™) DEST370501980033633322

< >

» » »
Select | Print | Additional information Djzplay incomplete orders Help | Mew Partrer |

The selected record will be displayed in a dialog box, where it can be modified or deleted. Use the [<]
and [>] to page to other Partners. The fields in the Partners dialog box are the same as the input mask
for a new partner.

To add a new entry, click on [New Partner] in the database overview.
Two property pages are available for entry here:

3.5.1 Partner property page
352 Additional information property page

Click on [Save] in the dialog box to add the entry to the database.
Please note:
When you are entering a payment order, if you enter data on the Partner property page that is

not yet stored in any of the reference tables, and you want to add this data to the corresponding
reference table, click on [Include in reference table].
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Partners reference table

Please note also:

2017

Subsequent changes to the Partners database do not affect the payment record, if you have
checked the parameter "Change partner (reference) table without changing existing
orders?" (see chapter 2.1.1: General property page), as the Partners index is then deleted
whenever you save the payment record. The changed content is valid and included in the
creation of the file only if you have not checked this parameter.

SEPA
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3.5.1 Partner property page

3.5.1 Partner property page

Double-click or select the -Details dialog box- in the context menu of the database overview to open
the details dialog box for Partner data or else select the [New partner] function to display a Partner
property page which is practically “empty*.

The program prompts you to enter a max. 10-character alphanumeric Partner code to identify the
reference table entry.

Using the field "Company" you specify, whether the partner is a company. Only for companies labelled
appropriately you can enter B2B direct debit mandates later on.

Two lines are available for entering the Partner name, plus one each for the street, town and
postcode (Postleitzahl etc.). The first line of the name is mandatory.

You can use the [?] button to access entries in the Country database when entering the name of the
country in which the Partner resides. The country boxes now contain entries corresponding to your
selection.

Partners - O X

Partner | Additional information ]

Code FARTHMERMAM

Address

Company v

Name |PARTNERNAME
|F‘artner name

Strest |Partnier street

Town |12345 Partnier town

Postcode |

Country ﬂ |DE |DE'_|TSCHL'~".I'JD

EMail |

Cash Management a/c.

Cwn account [ | J
|3?C 0050 4365754876EUR

IBAM |D E50370502550010203040

Bank

BIC |CCI KSDE31G BIC search

Mame |
|

Identification | ﬂ

< | Goto Delete Prirt Help
<
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For sending E-Mail, an E-Mail address can be entered here.

CashManagement account:

You can mark the "Own account” box to indicate that the Beneficiary is an in-house Beneficiary. Plan
data is recorded for in-house Partners accounts in the same way as for Ordering party accounts. If the
code "Intracompany" is set, the [Cash Management accounft] button is active and allows access to
the entries saved in the Account master database in the Cash Management module. On importing an
account number, the Beneficiary account is allocated to a certain Cash Management account.

By the way:
You can cut off the connection to the cash management account by pressing the [ _ ] button.

You have to enter (maybe later) the Partners IBAN (IBAN = International Bank Account Number)
manually ("weak" mandatory field). The field will be checked for correct entry of the IBAN account
number.

The structure of the IBAN account number (max. 34 digits) is as follows:
ccppbbbbbbbbbbaaaaaaaaaaaaaaaaaaaa

¢ = ISO Country code (2 digits alphanumeric)

p = Check digits (2 digits numeric)

b = Local Bank ID (max. 10 digits alphanumeric)
a = account number  (max. 20 digits alphanumeric)

If the account data are only available as national account number and bank code, the additional
module "IBAN Finder" enables the conversion of the account data into IBAN and BIC (SWIFT
address).

IBAN Finder *
View Temns of Use |
Country | DE - Germary ﬂ
Account 33633322
Bank code 37050138
Generate IBAN

IBAN |DE97370501980033633322
BIC ICOLSDE33XX

|SPARKASSE KOELNEONN

2017 SEPA 3-20
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Bank:

The bank data identifies the partner’s bank account. The filling of the "BIC" is now optional in the SEPA
area. Nevertheless it is useful to identify the bank of the partner. Click on the [BIC search] button next
to the input field to open the dialog box for the BIC search.

Depending on the size of the database delivered by your bank, you have here the option to search
nationally or world-wide for SWIFT addresses. In the fields with the selection criteria (SWIFT
address, name/description, (postcode,) town or country), you can enter text strings or parts of it; and by
clicking on the [Start search] button you can get the search started. The words found (with bank name
1+2, SWIFT address and bank town) will be viewed in a list below. If necessary, you have to change
your search item and repeat the search.

Choose the appropriate BIC by clicking on it and confirm your selection with [OK] or double-click the

desired entry; the BIC will then be included in the appropriate field. Two lines are available for
displaying the bank name.

B Bank search — O >

Selection criteria

SWLF. T -Address Mame / description

|COK.

Postoode Tawn CoLntry

@ Start search | Entries found : 3 won 51095

Bank narme | M ame 2 ST -Address Bank town
KREISSPARKASSE KOELM COKSDE33DOT
FREISSPARKASSE KOELM COESDEZ3
FREISSPARKASSE KOELM COESDE 33544
£ >

] Cancel

Identification
Here you can enter a unique identification attribute for an organization or a person (labelled by a
"priv." placed behind).
First you have to select the type of identification from a list. Then you have to enter the numbers
etc. in the next field(s). In the list you have the following options:

- BIC (Bank Identifier Code according to ISO/SWIFT)

- IBEI (International Business Entity Identifier)
- BEI (Business Entity Identifier)
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3.5.1 Partner property page

- EANGLN (Global Location Number according to the rules of the European Association for
Numbering)

- USCHU (Universal Identification provided by CHIPS (U.S. Clearing House Interbank Payments
System))

- DUNS (Data Universal Numbering System for companies provided by Dun & Bradstreet)

- Bank Party Identification

- Tax Identification Number

- Proprietary Identification

- Drivers Licence Number (priv.)

- Customer Number (priv.)

- Social Security Number (priv.)

- Alien Registration Number (priv.)

- Passport Number (priv.)

- Tax Identification Number (priv.)

- Identity Card Number (priv.)

- Employer Identification Number (priv.)

- Date And Place Of Birth [place, date and country have to be entered] (priv.)

- Other Identification (priv.)

- Other Identification (Organization)

- Central Bank ID (Organization)

- Clearing ID (Organization)

- Country ID code (Organization)

- Customer Number (Organization)

- Employer ID (Organization)

- GS1GLN (Global Location Number issued by GS1 (Global Standards One in Brussels), also
EAN Address Code) (Organization)

- SIREN (=Systéme d’ldentification du Répertoire des Entreprises) Enterprise ID in France
(Organization)

- SIRET (=Systéme d’ldentification du Répertoire des Etablissements) Commercial units ID in
France (Organization)
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3.5.2 Additional information property page

Internal data such as Customer number, LDGR debtors (receivables) account and LDGR
creditors (payables) account is entered manually.

A default of the payment details is only then useful if always the same details, e.g. “Tax number
201/000/9811”, “Rent house EmilstralRe 5” etc. should be in the payment order details (see Payments

property page) for this partner.
To identify the group, you can enter in addition a max. 10-digit numeric code. Using the digit entered

by you the field “Group” will then be predefined correspondingly when entering payments on the
Partner property page.

Partners - O X

Partner Addtional infarmation l

Code FARTMERMAM
Intemal Data
Customer number (intemal) |

LDGR receivables account
LDGR payables account

Fayment details Default details

Group 1234567330

< | Goto Delete Prirt Help
<

If Central Bank data are required (as in Bulgaria), they can be entered via [Bulgarian declaration
data] button.
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3.6 Mandates reference table (only, if Direct Debit module is installed)

Via direct debit mandate a debtor authorizes the creditor to debit his account by direct debit. At the
same time he instructs his bank to debit his account by the presented direct debits. The Mandates
reference table includes information on these direct debit mandates.

Selecting the menu item -Reference tables- / -Mandates- opens a database overview containing all of
the Mandates stored in the reference table. Use the "Up" and "Down" arrow keys and <PgDn> /
<PgUp> to move up and down the list. Alternatively you can use the scroll bar on the right-hand side of
the window.

To edit a record, first select the relevant entry with the cursor and then press <Return>, double-click or
click the right mouse button and click on -View details-.

M Mandates — O >
Ordering party Code | Mandate-1D Drescription Partner code Mo longer usable
IDMAMDATOT...  Mandat2 1
2 MAMDATSKE... | Mandat 1 1 [
£ >
» » » »
Select | Frirt | Dizplay incomplete orders | Help | MHew mandate

The selected record will be displayed in a dialog box, where it can be modified or deleted. Use the [<]
and [>] to page to other Mandates. The fields in the Mandates dialog box are the same as the input
mask for a new mandate, which is described in the following.

For a new entry, select in the database overview the [New mandate] function. There two property
pages are then available for the entries:

3.6.1 Basic information property page
3.6.2 Amendment details property page

To add the entries to the database, confirm finally with [Save].
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3.6.1 Basic information property page

After a double-click or using the -Detailed view- from the context menu of the database overview, the
detailed view of the mandate data opens or after selecting the [New mandate] function, an "empty"
Basic information property page is displayed.

Mandates — O >

Basic infos | Amendment details ]

Mandate-1D |IDI'I-I'IAN DATO012345673301234567830123456

Description |Mandat 2
Date of signature

Partner
|PARTNER 1
Ordering party ﬂ 1 |AUFTRAGGEBER 1
Creditor identification no. |[=E“
Mandate |recurrerrt j [ BZE Mandate fremeword
Last used I"ipg/07/201 Utilization [0

£ > Goto Delete Prirnt Help
<

Mandate-ID (mandate reference)
Enter here the unique reference of the direct debit mandate .

Description
As description (for a more exact, unique description of the mandate entry) one line with 35

characters is available.

Date of signature
Enter here the date of the signature (less than or equal to system date) on the direct debit

mandate with the assistance of the calendar function.

Partner
Enter here the ordering party (code, name) of the direct debit (creditor).
When entering the Partner, you can access the entries of the Partner database using the [?].
The fields for the Partner code and for the Partner name are then filled according to your

selection.
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Ordering party
Enter here the ordering party (code, name) of the direct debit.
When entering the ordering party, you can access the entries of the Ordering party database
using the [?]. The fields for the ordering party code, for the ordering party name and for the
creditor identification no. (see below) are then filled according to your selection.

Creditor identification no. = Identification no. of the ordering party of the direct debit
The creditor identification number saved for the presenter of the direct debit is displayed here
(cf. to Chapter 3.3: Ordering parties).
If there is no creditor identification number stored for the ordering party, you can add it here.
Presented direct debits cannot be processed without this number.
The creditor identification number is structured as follows (example for Germany):

AANNZZZXXXXXXXXXXX

a = 2 alphabetic digits for the ISO country code of the country issuing the creditor identifier

n = 2 numeric digits for check digits (analog IBAN check digits)

z = 3 alphanumeric digits for the creditor business code (with this, several direct debits
presenting entities in a company can be identified; the default is "ZZZ")

x = max. 28 digits for a national identification feature (e.g. in Germany 11 digits in consecutively
ascending numbering, where the eighth digit of the creditor identification number is always
occupied with "0" until further notice)

Using the [Include in reference table] function you can transfer the creditor identification
number to the Ordering parties reference table then.

Mandate type
Using this list box you decide, whether the entered mandate is a mandate to be used one-time
(for a one-off payment) or is a mandate to be used several times (for recurrent payments). For
"B2B" mandates the appropriate check box need to be ticked.

Mandate framework
The selection of the option "Mandate framework" has the effect that in standing orders with an
end date the last direct debit is not sent with the flag "FNAL" and the mandate remains active.

Date last utilization
Under "Last used" is displayed, when the mandate has been used the last time. The field
"Utilization" shows, how often the mandate has already been used.

No longer usable
As soon as a one-time usable mandate has been used once or the usability period (can be
configured) of a several times usable mandate has expired they are flagged as "no longer
usable". No longer usable mandates can be removed by an automatic delete function (to be
activated by a system parameter).
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3.6.2 Amendment details property page

The SDD formats allow to notify amendments of the mandate data to the debtor. If an existing
mandate is changed on the Basic information property page, the original data are transferred to
appropriate data fields on this property page. Confirm the message on this with [OK].

The Mandate-ID is always transferred from the Basic information property page.

2017

SPAWIN

MMandates

The data of the mandate change are saved.

Basic infos  Amendment details l

Mandate-ID
Amendment

Criginal Mandate-1D

Criginal ard. party

Pt

0K

Criginal creditor identification no.

Criginal partner a/c.

Change debtor account

Date of amendment

Transmission date

Transaction reference of

transmission

|IDr-a1.-'l'-.f'wlD.-"—'-.TC1EELEE?EEU 234567330123456

|D E6070051 7550000007229
v

ﬂ Goto

Delete

Prirtt

SEPA

Help
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3.6.2 Amendment details property page

Amendment (except the date fields and the transaction field all fields can be overwritten):

In the case of a direct debit mandat amendment the original data are displayed here.

Original mandate ID
If the mandate ID was modified, the original mandate ID is displayed here.

Original ordering party (creditor)
If the ordering party was modified, the original ordering party (creditor) is displayed here.

Original creditor ID
The ID no. of the direct debit presenter (=creditor ID) associated with the original ordering party

is displayed here.

Original partner a/c.
The a/c. number associated with the original partner is displayed here.

Change debtor account
A change of the debtor account is indicated by using the mit Change debtor account check
box. In this case the code "SMNDA" (=Same Mandate with a New Debtor Account) is written to
the SEPA file.

Amendment date
In the case of any change of a direct debit mandate the system date is set as amendment date.

Transmission date
As soon as the changed data were sent, the transmission date is registered here.

Transaction reference of the transmission

The transaction reference (=order number) of the transmission, with which the mandate
amendment was notified, is also stored here.

2017 SEPA 3-28



3.7 Taxes reference table

3.7 Taxes reference table

Various tax rates can be saved in the Taxes reference table.

Choosing menu item -Reference table- / -Taxes- opens a database overview containing all taxes
stored in the reference table, together with their key details. Move up and down the list with the "Up"
and "Down" arrow keys and with <PgDn> / <PgUp>. Alternatively you can use the scroll bar on the
right-hand side of the window.

B Taxes — O *

Code | Text Tax rate Tax alc. Revenue a'c.

Mehrwersteuer [ VAT 19.00 11111111 22222272

pp PR A

Select Brrirt Help | Hew Tan |

To edit a record, first select the relevant entry with the cursor and press <Return>, double-click or click
the right mouse button and click on -View details-.

The selected record is displayed in a dialog box, where it can be modified or deleted. Use the [<] and
[>] to page to other taxes. The boxes in the Taxes dialog box are the same as the input dialog box for a
new tax.

This is described below. Click on [New tax] in the database overview to add a new entry.

Taxes — O .

Taxes l

Tax code

Text |

Tax rate 0.00
LDGR tax a/c.
LDGR revenue asc.

Help

The program prompts you to enter a max. 4-digit numeric Tax code to identify the reference table
entry.

Then enter description of the tax code (Text) and the Tax rate in %. Two further boxes are available
for the LDGR (ledger) tax and revenue accounts.
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3.8 Payment terms reference table

Various payment agreements / models can be saved in the Payment terms reference table.

Choosing menu item -Reference tables- / -Payment terms- opens a database overview containing all
payment terms stored in the reference table, together with their key details. Move up and down the list
with the "Up" and "Down" arrow keys and with <PgDn> / <PgUp>. Alternatively you can use the scroll
bar on the right-hand side of the window.

B Payment terms — O >

LR A A

Select Brrint | Help | Hew payment term

To edit a record, first select the relevant entry with the cursor and press <Return>, double-click or click
the right mouse button and click on -View details-.

The selected record is displayed in a dialog box, where it can be modified or deleted. Use the [<] and
[>] to page to other payment terms. The boxes in the Payment terms dialog box are the same as the
input dialog box for new payment terms.

This is described below. Click on [New payment term] in the database overview to add a new entry.

The program prompts you to enter a max. 3-digit numeric Payment terms code to identify the
reference table entry.

Then enter the description of the payment terms (Text) and the percentage rate for any deduction.
Another box is provided for the LDGR (ledger) deduction account.

Payment terms — O >

Payment terms l

Code

Text
Percentage
LDGR deduction a/c.

Deduction type Discount -

"

Help
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3.8 Payment terms reference table

Select the Deduction type by clicking on the drop-down arrow at the right. A list box appears with the
following options:

- Discount
- Rebate

- Bonus

- Other

Double-click your choice to transfer it to the Deduction type box. Double-click to close the selection list
box.
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3.9 SEPA Mandate Admin Plus (additional module)

The functions described in this chapter are only available if the additional module "SEPA
Mandate Admin Plus" has been installed.

SEPA Mandates Administration Plus has been successfully installed.

| 0K

After installing the additional module, a separate -Mandates- menu is available. Then the mandates
can no longer be accessed using the -Reference tables- menu.

— O >

Mandates Administration View Help
Mew mandates
Active mandates

Inactive mandates

Event monitoring b Mandate feedback
Mandate import from legacy files Pre-notification
Expiry

According to the processing concept , a mandate can be found in different database overviews
depending on the status of processing.

First of all under -New mandates- (Entry of new (also incomplete) mandates)
Later under -Active mandates- (Research the active mandates)
Finally under -Inactive mandates- (Research the inactive mandates=mandate history)

If actions on the part of the user are necessary, the mandates can be found even for a short time in the
menu item

-Event monitoring- under other sub-menu items, until the relevant action has been accomplished:
-Mandate feedback- (Feedback action relating to mandate collection)
-Pre-notification- (Generate due pre-notifications)
-Expiry- (Overview of soon-expiring mandates)

Selecting the appropriate menu item opens a database overview containing all of the mandates of a

specific processing status. Use the "Up" and "Down" arrow keys and <PgDn> / <PgUp> to move up
and down the list. Alternatively you can use the scroll bar on the right-hand side of the window.
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™ New mandates - O >
Oirdering party Code | Mandate-10 | Partner code Inactive | Reason deactivation | Date deactivation A
@20141023162722... PARTMERMAM Mo

1 @20151109134437.. | 2 Ma

2 1 PARTHMERMAM | Mo

3 20131107151805219 | PARTMEL Ma

| FINAR112TNAaAQAT AT MHRIER™ Pl <
£ >
» o L »p P

Help | Hew mandate

Select | Print Selection of mandates | ~|

In the overview the following selection options for mandates are available:

Selection of mandates |

[nzomplete only
Complete anly befare sending forms
W aiting for feedback

Feedback open | fallow up

Example "Waiting for feedback":

M Waiting for feedback — O >

Oirdering party Code | Mandate-10 | Partner code Inactive | Reason deactivation | Date deactivation

20140827132222681 PARTOHMEIC Mo

o A o R

Select Print Selection of mandates |'w'aiting for feedback ﬂ

Help | Hew mandate

To edit an existing record, first select the relevant entry with the cursor and then press <Return>,
double-click or click the right mouse button and click on -View details-.

The selected record will be displayed in a dialog box, where it can be modified or deleted. Use the [<]

and [>] to page to other mandates. The fields in the mandates dialog boxes are the same as the input
masks for a new mandate, which is described in the following.
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For a new entry, select in the database overview the [New mandate] function. There following property
pages are then available for the entries:

3.9.1 Basic information property page
3.9.2 Process property page

3.9.3 Amendment details property page
3.94 Ordering party data property page
3.9.5 Partner data property page

To add the entries to the database, confirm finally with [Save].
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3.9.1 Basic information property page

After a double-click or using the -Detailed view- from the context menu of the database overview, the
detailed view of the mandate data opens or after selecting the [New mandate] function, an "empty"
Basic information property page is displayed.

Mew mandates — O >

Basic information | ch:essl Amendment detailsl Ordering party data I Partner data

Mandate |D =220160706154718650
Status I LI Inactive =

Description
Date of signature Validto [ 06/07/201¢ =

Mandate type Iunce ;I [~ B2B Cualification I ;I
Mandate framewark r

Partner ll I Contract language I

IBAN |
BIC |
Bank code / Account number I

| Calculate BAN

Ordering party l“ I
Creditor ID |

—Contract number(s)
Mumber I Add

Delete |
[Drescription |

— Intemal fields

|D-Group ll I—

Form ta printer | Form to POF

Impart farm |

Help Save

Mandate ID (mandate reference)
For new mandates a mandate ID (unique mandate reference) need to be entered. How the field
is filled by automatic procedures see below under - Automatic mandate creation).
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Status
Using status flags and date fields (see Process property page) for actions planned and actually
carried out the accomplishment of the respective action is supported.

The following status flags are provided for a mandate:

Status Explanation

Partially entered The mandate was entered (automatically), but remains incomplete. This
status is used when on saving still necessary data fields are not filled.

Status | Fartially ertered J

Completely entered | The mandate is filled completely (except the date of signature), but the
form is still not generated.

Status |C-:|mp|-3t-3|;- entered J
Form sent The mandate form has been sent.
Status Form sent J
Mandate active The mandate has been activated after the return of the signed mandate form by

clicking on the "Activate" button.

Status | Mandate active J

Mandate inactive This status has been set manually or automatically by expiry (in the case of
several times usable mandates) or by returns (some reason codes).

Status | Mandate inactive J

Using the "Inactive" check box a mandate can be deactivated manually.

Description
As description for a more exact characterization of the mandate entry, one line with 35
characters is available. How the field is filled by automatic procedures see below under >
Automatic mandate creation).

Date of signature
Enter here the date of the signature (less than or equal to system date) on the direct debit
mandate (with system date as default, selection via calendar function ).
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Basic information property page

Description |
Date of signature [+ 031242018 ~ Valid from [{+i03/12/201 Valid to
Mandate type ﬂ December 2015 » [ Qualfication
Rahmenmang
Partner w1 2E8Mm4 5 6 Contract language |DE
78 5 1w 11 12 13
14 15 16 17 18 15 20
IBAM 21 2 23 24 25 26 27 (50000007225
“SCEE R

A mandate can also be equipped with a validity date in the future. As long as the "valid from"
date is in the future, the mandate cannot be used.

The validity of a mandate can be limited by an entry in the field "valid until" (e.g. after
cancelation of the mandate). As soon as the field "valid until" is exceeded, the mandate will be

deactivated.
Entries are checked fur plausibility.

Example:

Error message 2172 >

Iel Date 'Valid from' may not be before date of signature

OK

Mandate type

Here, a distinction is to be made via list box between mandates for one-off payments (mandate
type "once") and for recurrent payments (mandate type "recurrent") as well as between
mandates for core direct debits (checkbox "B2B" unchecked) and for business direct debits
(checkbox "B2B" checked). B2B direct debits require B2B mandates!

For B2B direct debit mandates only partners labelled as company may be used. Otherwise, an
error message is displayed.

Error message 2615 X

[Q] Mo BZE mandate possible as the chosen partner is no company.

0K

Qualification

2017

Under Qualification it is recorded, whether the mandate was generated by conversion (from a
direct debit authorization) or whether an amendment (of an existing SEPA mandate) has been
made. This field remains blank if a new mandate is entered.
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Basic information property page

Mandate framework mandate

The selection of the option "Mandate framework" has the effect that in standing orders with an
end date the last direct debit is not sent with the flag "FNAL" and the mandate remains active.

Partner / Contract language

The selection of the payment partner is also necessary, who can be added via [?] from the
entries in the Partner reference table. The fields for the Partner code and for the Partner name
are then filled according to your selection. The further partner data can be viewed using the
Partner data property pages.

If the information on the partner is still incomplete, the required mandate data can be collected
using ready-made - mandate forms (see below).

If the contract language (country code) of the debtor is known, the specific > mandate forms
(see below) in the appropriate language can be generated in dependency of and in connection
with the type of mandate.

As you know, for SEPA direct debits, the entry of the IBAN (international account number) and
BIC (international bank code) is necessary.

If the payment partner provides only the national bank code (BLZ) and account number, then
IBAN and BIC can be generated by clicking on the [Calculate IBAN] button.

Partner ﬂ |5 Contract language |GB

|F'artn-3r name / Debtor 5
IBAN |
BIC |
Bark code / Accourt number 37050299  [10203040 Calculate IBAN |

First enter bank code and account number. Then click on the [Calculate IBAN] button. The
result is entered in the fields "IBAN" and "BIC".

Partner ﬂ |5 Contract language |GB

|Partn-3r name / Debtor &

IBAN \DE50370502390010203040
BIC ICOKSDE33XKX
Bank code / Accourt number 37050293 10203040 Calculate IBAN

Ordering party

2017

To be identifiable as payment recipient on the direct debit mandates (and the - mandate
forms), the own data should be added here using the [?] from the entries in the Ordering party
reference table. The fields for the ordering party code, for the ordering party name and for the
creditor identification no. are then filled according to your selection. The further partner data can
be viewed using the Ordering party data property pages.

Here is in particular the creditor idenfication number (also named UCI=Unique Creditor
Identifier) important which is used for the unique identification of the direct debit creditor. This
must be requested from and assigned by the central issuing institution —the German Federal
Bank- beforehand and must be entered in the ordering party data.
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Basic information property page

Ordering party ﬂ E |Clr-:|-3ring party name

Creditor identfication na.

mmdrmmd o skl U

You can find more about the creditor idenfication number in Chapter 3.3: Ordering parties.

Contract number(s)
If direct debit mandates have been granted as part of contracts, additional information can be
stored regarding the respective contracts, as and if required. Here, the contract numbers can
be stored referring to the mandate. By clicking the corresponding buttons you can [Add] or

[Delete] contract number(s) or enter a [Description] for this.

Contract number(s)
Mumber

Internal field
ID-Group an the fields for ID-Group supplements are criteria to be filled individually, which can
be used for selection at later stages.

Mandate forms
Subsequently, the appropriate forms can either be printed directly using the [Form to printer]
button or can first be generated via [Form to PDF] button as PDF file, which can then be sent by

2017

e-mail.

L |

ABCEB726435767265767826... Description for contract number 1 Delete

DEF5475135475154757157... Description for contract number 2

In addition to the mandate forms cover letters are provided for printing and e-mailing, which can
be sent alone (e.g. for rededication of legacy direct debits or pre-notifications) or together with
the mandate form as attachment.

Special mandate forms are supported for the case that BIC and IBAN are not yet known.

Overview of the supported variants:

Process

Cover letter

Attachments

New mandate

Request for mandate
Cycle 1

Mandate form
2 x (can be controlled by parameter)

New mandate
Follow-up letter

Request for mandate
Cyclen

Mandate form
2 x (can be controlled by parameter)

Direct debit authorization

Conversion of lecagy agreements:

Rededication notification

Direct debit order

Conversion of lecagy agreements:

Conversion letter B2B
Cycle 1

Mandate form
3 x (can be controlled by parameter)

Direct debit order

Conversion of lecagy agreements:

Conversion letter B2B
Cyclen

Mandate form
3 x (can be controlled by parameter)

SEPA
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Follow-up letter

Pre-natification Pre-natification -

You can find more information about the concerning templates in the Chapter A5: Form
templates.

Example of a form for a one-off core direct debit mandate with request of BIC and IBAN:

SEPL Direct Dsbit Mandate

Creditor:

Ordsring party nams / Payes
Street of the ording party 345
67890 Town of the ording party

Creditor identifier: DESBZZZ09999995%99

Mandates reference : 20140117113943038

By signing this mandate form, you authorize

(&) Ordering party name / Payes,

to send once an instruction to your bank to debit your account

and

(B) your bank to debit your account in accordance with the instructions
from Ordering party name / Payee.

s part of your rights, you are entitlsed to a refund from your bank
under the terms and conditions of your agresemsnt with your bank. 2
refund must be claimsd within 8 weeks starting from the date on which
your account was dsbited.

name / Debtor 5
without BIC / IBAEN
Partner street 678

90123 Partner town
UNITED EINGDCOM

Debtor's kbank/account:

BIC

IERN

Location, date and signture(s) of the dsbtor(s)

SEPA
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Example of a form for a multiple usable B2B direct debit, with BIC and IBAN already known:

SEPL-Business-to-Business Direct Debit Mandate

Creditor:

Ordering party name / Payse
Street of the ording party 345
67890 Town of the ording party

Creditor identifier: DE9BZZZ09%99%999%9%9

Mandate reference : 201401171145025%68

By signing this mandate form, vou authorize

(L) Ordering party name / Payee,

to send instructions to your bank to debit your account

and

(B) wyour bank to debit your account in accordance with the instructions
from Ordering party name / Payee.

This mandate is only intendsd for business-to-business transactions.
You are not entitled to a refund from your bank after your account has
been debited, but you are entitled to request your bank not to debit
your account up until the day on which the payment is due.

Debtor:

Partner name / Debtor 2

Company customer, data complete
Street of the debtor 345

€7890 Town of the debtor

UNITED EINGDOM

Debtor's bank/account:

BIC CORSGBPP
IBAN GBZO9NWBRG60161331%2681%9

Location, date and signture(s) of the debtor(s)

The SEPA direct debit includes the obligation for storing the original mandates. For this reason,

alongside the entry of the data, the electronic reproduction of the original written document,

scanned for example by a scan service, can be added as PDF file to the mandate by clicking on

the [Import document] button. Using this interface, also digital mandate forms in any other

formats can be added to the internal data. Clicking the button opens a dialog for selecting the

respective PDF file.
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™ Choose file (.PDF) 4
Suchenin: [ MCCWIN =l £ B
* Mame ﬁnderung\;datum Typ Grak ™
Schnelzugif "\ Signed-dd-mandate-01.pdf 09/11/2015 12:08 Adul.:re Acroba...
DaT 060772016 1542 Dateiordner
Val LOG 06/07/201615:41  Dateiordner
Desktop X5CGRB 06/07/2016 1538 Dateiordner
- PRG 06/07/2016 1538 Dateiordner
™ DoC 0e/07/2016 15:38 Dateiordner
Bibliotheken XSCDE 06/07/2016 10:54 Cateiordner
. CHEPATS0 20/10/2015 13:34 Dateiordner
_ = SAY 16/09/2015 15:38 Dateiordner
SEE L XSCRU 21/07/201510:28  Dateiordner
¢ sta2pdf 27/03/201513:35  Dateiordner "
Netzwerk < -
Dateiname: |5igned-dd-mandate-ﬂ1 pdf j Offnen |
Dateityp: |PDF files -] Abbrechen

Hilfe

Choose the corresponding PDF file and confirm by clicking on the [Open] button. After clicking
the [Save] button, the document is then available at any time for display by clicking the [Display

document] button.

Form to printer | Form to POF

Impaort form | Display form

The storage of the imported PDFs is made in the Core module directory .\DAT\SPMDAT with

the structure:

<Creditor identification number>-<Mandate reference>-<Mandate version>.<Original extension>.

To activate a new mandate, click on the [Activate] button all below.

Form to prirter | Form to PDF |

Impaort form | Diigplay form |

ﬂ >| Delete | Print

The mandate can then be viewed using the menu item -Active mandates-.
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If data are still incomplete, this will be notified accordingly.

Error message 2145

OK

An active mandate can be reset to the status "New" using the [Resef] button and can then be modified

under -New mandates-.

ﬂ Delete | Print IHesetI
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Automatic mandate creation

Mandates can be automatically created from the following source data:

1. Import of DTAUS direct debit files (see below to menu item —Mandate import from legacy files-)
2. Data import from old modules

3. CSV import (format descriptions see Chapter A1: Reference tables)

Regardless of the data source, the following options are supported and beside ordering party and
partner data (names and bank details) the following mandate fields are filled:

Field Explanation

Mandate ID Depending on the configuration:
a) the field remains empty and need to be filled later
b) to be filled automatically according to defined rule
(SPAMDDEF.INI)

Date of signature On import from old modules or formats to be filled with

a) 09.07.2012 (starting from this date, the rededication of a
direct debit authorization ("Einzugserméchtigung") in a
SEPA direct debit mandate is possible)
Preparation

Print mandate / Transformation on
Retum expected until

Retum time excesded
b) specification from SPAMDDEF.INI
Mandate category Core or B2B, to be filled with
(mandate type) a) Default: Mandate for core direct debits

b) Mandate for B2B direct debits, if type can be derived
from source format=direct debit write-off ("Abbuchungsauftrag")
(text code 04) or equivalent from foreign countries. In this case,
the company flag is set in the associated partner master data

record.
c) specification from SPAMDDEF.INI
Sequence type Once or several times, to be filled
(mandate type) a) Default: usable one
b) Usable several times, if the sequence typ can be

derived from the souce format, i.e. from single payment ,Once®,

from all other types ,Several times*

c) specification from SPAMDDEF.INI

Utilization (see Process property | Number of the already accomplished utilizations:

page) a) from non-executed orders and default records empty,
from executed, standing orders / variable amount orders
1

b) specification from SPAMDDEF.INI

for item 1:

Import of mandate information from DTAUS files using the menu item —Mandate import from legacy
files-:

Mandate information can also be extracted from existing DTAUS direct debit files. The direct debit

type is derived from the text code available in the DTAUS file (direct debit collection (text code 05) =>
core direct debit, direct debit write-off (text code 04) => B2B direct debit).
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Mandate ID, creditor ID and signature date as well as the execution frequency are exspected in
the first four details lines of the DTAUS file to be converted. This information has to be flagged by the
following keywords:

MID/ Mandate ID (Please note: caused by restrictions of the DTAUS format only 27 characters
are available for mandate ID incl. keyword and slash

cl/ Creditor ID (for the structure see Chapter 3.3: Ordering Party reference table

SIGN/ | Date of Signature (of the mandate) as YYYY-MM-DD with subsequent slash (Please note:
the slash as separator from the SEQT field can be replaced by a blank)

SEQT/ |Sequence Type
The following values are possible here:

OOFF One-off payment
FRST First payment
RCUR Recurrent payment
FNAL Final payment

Example for a DTAUS direct debit file with details structured accordingly:

L N

Single orders = | E 2

Payments | Payor Detals | Intemalfields | LDGR data | Times |

Order number |1 |Single order J |Direu:t debit collection J

|I"-I'IIDEI"-I'IHN DATAUSDTAUSLASTSTS0S
|le DESEZ7 705953999959
|SIG MNA2013-10-11/5EQT/FRST

To import the mandate information, start menu item —Mandate import from legacy files-.

— O x
Mandates Administration View Help
; Mew mandates
Active mandates
Inactive mandates

Event monitoring »

Mandate import from legacy files
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Subsequently, a dialog box for selecting the DTAUS file is opened.

M Choose DTAUS file for import of mandate information

Suchen in: | [ZVWIN j £ Efw

* MName ﬁnderung\;datum Typ
Schnelzugif | | 14063001.1ZL 30/06/2014 14:20 |ZL-D‘EtEI.
[ | 1406300312V 30/06/2014 14:28 [ZV-Datei
- | | 14063002.12v 30/06/2014 14:27 [ZV-Diatei
Desktop | ] 1406300112V 30/06/2014 14:27 [ZV-Datei
- [ ] 1405260217V 26/05/2014 13:29 [ZV-Datei
™ | ] 1405260112V 26/05/2014 12:09 [ZV-Diatei
Biblictheken [ ] 14032001.1ZL 20/03/2014 10:13 [ZL-Datei
. || 14020402.17L 04,/02/2014 10:49 [ZL-Datei
= | ] 14020401.1ZL 04/02/2014 10:45 [ZL-Datei

27/01/2014 11:530 [ZL-Datei
27/01/2014 11:50 [ZL-Datei o

Dieser PC | ] 14012701.1ZL

ﬁ [ VZ_NOMID.IZL

Netzwerk < >
Dateiname: || j Cffnen
Dateityp: [DTAUS files -

Hilfe

Lg
i
T

After confirmation by clicking the [Open] button, a new direct debit mandate is created using the
available data. Information on the import can be found in a message box.

B | Mandate import from legacy files — O >

Ordering party Code | Creditor ident. no.
12 DES3Z7Z0999999999

Mandate-1D Signature date
MANDAT-AUS-DTALS-L5-04- 07/11/13

< >
1 Mandates allocated or added

Close the message box using the close button.

The mandates created by data import can be found in the overview "New mandates" or "Active
mandates" depending on the "filling status".
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3.9.2 Process property page

The processing of mandates is according to the following processing concept. There are certain

actions depending on the processing status of a mandate.

Preparation phase (Overview -New mandates-)

Data entry _
(maybe incomplete) <=>

Mandate form: —_
generate / send <=>

Active phase (Overview -Active mandates-)

Pre-notification plan / send <=>
Recording of utilization <=>
Recording of rejects <=>

Inactive phase (Overview -Inactive mandates-)

Deactivation —_
(manually, automatically) <=>

Pending, until complete

Supervision of feedback,
retry if required

Supervision of due date

Supervision of frequency

Supervision of frequency / Deactivation

Supervision of expiry / Archiving

The accomplishment of the respective actions is supported by status indicators (see basic information
property page) and date fields for actions planned and actually carried out.

The information transfer is made by entries in the information and log manager (ILM). In addition, the
relevant mandates can be selected in the respective menu items.
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Preparation phase:

First of all, if data exists, this has to be imported automatically or to be entered manually. The mandate
data can be stored incomplete.

The missing data or all data when entering a new a mandate (always with B2B direct debit mandates)
of the debtor should be requested from the debtor using mandate forms.

Appropriate > mandate forms (see Basic information property page) can be generated for this, which
will be sent to the debtor.

As long as BIC and IBAN of the debtor are still missing, the field "Contract language", that determines
the form's language, is still empty. The field is preset by the country from the partner IBAN. Should
mandate forms be produced in the German language, the field has to be filled with "DE".

Then create the - mandate forms using the corresponding buttons (see Basic information property
page) and send them.

Preparation:

The print date is recorded on the process property page in the preparation section ("Print mandate")
and the date of the expected return is set.

The expected date of the mandate return ("Feedback expected until") is filled on mandate creation as
follows: print date + number of days from the mandate parameter "Feedback expected until".

Event to be monitored in this case:

Time limit / Event Triggering Menu item Alerting (ILM)
Mandate feedback Flag "Feedback time Event monitoring / "Mandate feedback
expired" Mandate feedback overdue"

Display in the ILM:

=% Information / Log manager
=-5% SEPA Payments

Feedback expected urtil

The debtor gives the mandate subsequently by completing the mandate form, signing it and returning it
to the payee. The completion of the mandate entry can be started again at any time, by double-clicking
the corresponding entry from the database overview "New mandates".

The mandate data can now be completed, the signed form can be filed electronically and the mandate

can be activated finally (see Basic information property page). As an active mandate it is accessible
using the menu item -Active mandates- then.
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Active phase:
Pre-notification:

Generally, the debtor need to be informed in advance about an upcoming SEPA direct debit.This can
be done for example by means of a payment plan, which will be communicated to the debtor in the
context of the annual consumption billing.

If these pre-notifications should be generated separately by the mandate administration, a
corresponding parameter is to be set ("Generate pre-notifications").

Also an appropriate time limit (before debiting) need to be set ("Lead time pre-notifications"). The
debtor must be informed at least 14 days in advance of the direct debit. Depending on the notification
medium additional times such as postal delivery times are to be considered.

Then, at the same time an entry is created under -Event monitoring- / -Pre-notification-. The
mandates shown here meet the following conditions:

. It is a current mandate.
3 No pre-notification has been accomplished.
. No direct debit has been executed with this mandate.
¥ pre-notification [ Selection ] — O >
Oirdering party Code | Mandate-ID | Partner code Inactive Reason deactivation Date deactivation
@20140123165759773 PARTMEU Mo 14M2M6
3 @20151127004947746 | AT_OHMEBIC | Mo
6 20140827132222681 PARTOHMBIC | Mo
4 >
» » » L P

Select Frirt Help

Event to be monitored in this case:

Time limit / Event Triggering Menu item Alerting (ILM)

Pre-notification Mandate parameter Event monitoring / "Mandates: Pre-
"Generate pre- Pre-notification notification(s) waiting for
notification" processing"

Display in ILM:

-+ Information / Log manager
El-<% SEPA Payments
...5%» Mandates: Pre-notification(s) waiting for processing.
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Double clicking the mandate entry opens the detailed view. The fields "Next collection date" and
"Collection amount (EUR)" should be filled so that these values can be inserted in the pre-notification
letter.

Pre-notification

Mext collection date Collection amourt (ELUR) 123.45

At the latest when the pre-notification is due (the deadline, set in the parameters, is exceeded), the
pre-notification of the debtor must be made by means of a corresponding letter.

Similar to the creation of mandate forms a letter with the pre-notification can be generated by either

clicking on the [Pre-notification print] button to print it or by clicking the [Pre-notification PDF] button
to generate it as PDF file first, which can then be sent, for example, by e-mail.

Pre-notification print | Pre-notification POF |

<[ [>] petete | Pt | Hep ||

Example (Pre-notification letter):

E PreMNotification.PDF - Adobe Reader

|Datei Bearbeiten Anzeige Fenster Hilfe

AR EHE | L]n]| @ @[] |[HB| 22|

2%.01.14
Direct Debit Collection
Mandate : 201401171145029€8
Creditor Identifier: DES8Z22Z09999999999 |
Dear Sirs,
We like to inform you that we will collect the agreed direct debit £

based on the mandate mentionsd above. We will dsbit your account

BIC COE3GEFP
IBAN GBZINWBFRG016133152681%

with 1.234.567,89% Eurcs on 14.02.14.

Best regards,
Crdsring party nams / Payss

You must confirm subsequently the correct generation of the corresponding print job or the PDF file
with [Yes]. In the case of [No] the entry remains in the database.

2017 SEPA 3-50



3.9.2 Process property page

| Motice correct?

Ja Mein

In the Pre-notification section it is noted behind "Last pre-notification created on" when the pre-
notification has been sent.

Pre-notification
-

MNext collection date M 22:07/2006 ~

MNext pre-notification date

1+:06/07/2

| ast pre-notfication created on 016

After the sending of the pre-notification, the mandate entry can only be accessed using the database
-Active mandates-.

Utilization:

In the Utilization section usage on the Process property page characteristics of the mandate utilization
are displayed.

Under "Last utilization date" it is indicated when the mandate has been used last. In the field
"Utilization cycles" it is noted how often the mandate has already been used.

Ltilization
|tilization cycles 1 Last utilization date
Reject reason Date of last reject

1 :06/07/2016

Utilization set manually:

In special cases, it may be necessary to correct these fields manually (for example, if a direct debit
sent to a bank could not be executed and should be executed once again after correction with the
original sequence label). The correction will be recorded in the system log.
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Returns:
If returns occur, so the date of the last return is recorded, together with the return reason.

Some returns automatically result in the deactivation of the concerned mandate:

SEPA-R-Code Explanation

AC04 Closed account number
ACO06 Blocked account

MDO1 No mandate

MDO7 End customer deceased

Monitoring of the utilization:

In connection with the mandate type the system then decides on the further usability and with it on the
validity of the mandates.

As soon as a simply usable mandate has been used once or if in case of several times usable
mandates the usability period (configurable) has expired, these mandates are flagged as "no longer

usable". Expired mandates can be removed using an automatic delete function (to be activated using
a system parameter).

Transition to the inactive phase:
Deactivation:

Event to be monitored in this case:

Time limit / Event Triggering Menu item Alerting (ILM)
Deactivation Flag "Inactive" can be Inactive mandates "Mandates deactivated
set manually; it is set by direct debit reject(s)
automatically on expiry or manually"
or by some returns

Display in ILM:
-2 Information / Log manager

|§|.. SEPA Payments
Mandate(s) deactivated by direct debit reject(s) or manually

Deactivation by manual setting of the flag "Inactive" is possible.

Active mandates

Basic information l Process ] Amendment details ] Ordering party data ] Partner data ]

Mandate 1D |I"-I'IAJ"~.I DAT-AUS-DTAUS-LS-04-

Status
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In the field "Deactivation reason" the way in which the mandate was deactivated is recorded
(Expired/Deactivated manually/Collection return). The date of the deactivation will be registered behind

"Deactivation date".
Example:

Deactivation

Deactivation reason |[=ea-:ti'-r'at-3-:| manually J

gl_'\frg 7 M

Famr Ve DR 1

Deactivation date 016

Expiration waming active [

Apart from the previously mentioned inactivation reasons a recurring mandate expire by non-usage, if
after the first direct debit within a period of 36 months the mandate was not used again. Before expiry it

can be warned accordingly.

Event to be monitored in this case:

Time limit / Event Triggering Menu item Alerting (ILM)

Expiry Mandate parameter Event monitoring / "Mandate(s) going to
"Lead time mandate Expiry expire within two
expiry warning" months"

Display in ILM:

=% Information / Log manager
- SEPA Payments

Warning time reached:

Deactivation
Deactivation reason | J

Deactivation date

You can react on this, if necessary, with a new direct debit.

Otherwise, it expires:

Deactivation

Deactivation reason |Eq:|ir-=--:| J

Deactivation date
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Inactive phase = Mandate history:

Invalid, i.e. no longer usable direct debit mandates are automatically moved to the overview -Inactive
mandates-. Use this to retrieve all information in the long term view until the final deletion.

B |nactive mandates [ Selection ] — O >
Mand=te-| D Version | Description | Partner code Owrdering p... | Insctive | Resson deactivation | Date deactivation s
20140724095827171 4 Fertige.. PARTMER.. 1 Yes Expired 0G6/0TME
20140724095827171 3 PARTMER... 1| Yes Expired 28/07M14
20140827102103331 1 | Mandat... | AT_PART... 1| Yes Expired 29/01M15
< T B o >

Fe R Fe Fe Yes |©

Select Print Help

An inactivated mandate can be reactivated using an appropriate entry in the context menu of the
respective record.

E Inactive mandates [ Selection ] — O
Mandate-ID Version | Description | Fartner code | Ordering p... | Inactive | Reason deactivation | Date deactivati
201407 24095827171 4 Fertige.. PARTMNER.. View details
20140724085827171 3 PARTHER... - 2800714
20140827102103331 1 | Mandat... | AT_PART... Reactivate mandate 29/01M15

Mote 2050 *

! L Mandate 20140724095827171has been reactivated

OK

Double-click on a corresponding database entry to open the respective detailed view.

As the mandate history is a sole display function, data can only be viewed here, but no longer be
processed. For this reason, the corresponding fields appear inactive.
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The dialogs largely correspond to the corresponding dialogs for the entry/editing of new/current
mandates. In addition to the mandate ID the version of the mandate is displayed here.

Inactive mandates —

Basic infarmation l Process ] Amendment details ] Ordering party data ] Partner data

Mandate D

|
Status | J [

20140827132455856

‘

2017 SEPA

3-55



3.9.3 Amendment details property page

3.9.3 Amendment details property page

The SEPA direct debit scheme requires that changes on the mandate data must be notified to the
debtor. To be able to do this these must be recorded accurately first.

If an existing mandate is changed on the Basic information property page, the original data are
transferred to appropriate data fields on this property page. Confirm the message on this with [OK].

Mote 2047 >

| Forthe existing mandate, a new ordering party has been chosen

OK

Amendment (except the date fields and the transaction field all fields can be overwritten):

In the case of a direct debit mandat amendment the original data are displayed here.

Original mandate ID
If the mandate ID was modified, the original mandate ID is displayed here.

Original ordering party (creditor)
If the ordering party was modified, the original ordering party (creditor) is displayed here.

Original creditor ID
The ID no. of the direct debit presenter (=creditor ID) associated with the original ordering party
is displayed here.

Original partner a/c.
The a/c. number associated with the original partner is displayed here.

Change debtor account
A change of the debtor account is indicated by using the mit Change debtor account check
box. In this case the code "SMNDA" (=Same Mandate with a New Debtor Account) is written to
the SEPA file.

Amendment date
In the case of any change of a direct debit mandate the system date is set as amendment date.

Transmission date
As soon as the changed data were sent, the transmission date is registered here.

Transaction reference of the transmission

The transaction reference (=order number) of the transmission, with which the mandate
amendment was notified, is also stored here.
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Active mandates —

Basic information | Process  Amendment details |Gn:|ering party data I Partner data I

Mandate |D |I"-'1;'-'-.N DATSIDD123456785RCUREZB
Status IMandate active ;I

— Amendment
Criginal mandate 1D |I'H'IAN DATSID0123456789B28
Criginal ordering party (creditar) I

Criginal creditor (D I

Criginal partner a./c. I
Change debtor account r

Amendment date |{f_‘;1?f11;2n14 vI
Transmission date |{_‘_’_“;n5,#[:-?;2[:-15 vI

Transaction reference of transmission I
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3.9.4 Ordering party data property page

The ordering party data can be viewed at any time using the Ordering party data property page.

Active mandates —

Basic information I F'mmasl Amendment details | Ordering party data I Partner data I

Mandate |0 |I"J1AN DATSID0123456789RCURB2B
Status IMandate active ;I
—Ordering party
Code I?
Mame IOrdering party name
ICDmparr'_.r name
Strest IOrdering party strest
Town IOrdering party town
Postal code [12345
Country [DE  |GERMANY
EMail Iname @company.de
Creditor 10 |DEEE~EZZE!555555555
|dertification I ;I
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3.9.5 Partner data property page

The partner data can be viewed at any time using the Partner data property page.

Active mandates

Basic information I Process I Amendment details I Ordering party data  Partner data I

Mandate ID |MAN DATSIDO1 234567 8900FFCOR
Status I Mandate active j
— Partner
Code IPAHTN ERMAM
Compary ¥
Name |[PARTNERNAME
IPartner name
Street IF'artner street
Town I'IEME- Partner town
Postal code I
Country [DE  |GERMANY
EMail |
Customer number (intemal) I
Cash Management account |3?I}1 0050 4365754876EUR
IBAM |DE5D3?D5D255DD‘I 0203040
BIC |CD KSDE33DOT
|dentification I LI
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4 Payment orders

4 Payment orders

Click on

or choose menu item -Payment orders- / -Payment orders- to start the Payment orders function.

Use this function to edit (alter, delete, view, print) SEPA payment orders. New payment orders are also

added using this section of the program.
You can perform all these functions with the options shown in the button bar.

Adding new payment orders is described in detail in Chapters

4.1 Edit payment orders.

411 Payments property page

41.2 Partners property page

4.1.3 Ordering parties / Internal property page
414 Ultimate parties property page

415 Additional information property page
41.6 Direct debits additional property page
4.1.7 LDGR data property page

41.8 Times property page

419 Reversal property page (only if additional module is installed)
4110 Using templates
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4.1 Edit payment orders

Depending on the displayed order type you enter, the database overview displays payment orders in
the form of single, standing and variable amount orders and templates, provided that these have
already been entered.

Use "All orders" to display all order forms in the database overview.

Move up and down the list with the "Up" and "Down" arrow keys and with <PgDn> / <PgUp>.
Alternatively you can use the scroll bar on the right-hand side of the window.

B payment orders - O X
Order number | End-To-End reference | Order form Payment type Ordering party | Partner | Cumency Amount | Due date A
MCCT16... EZEC1511190... 3Single order Credittransfer MNAME/BA.. 1 14,923.00 05/07M6
BANKDE... | HAA..
DEBOTO0 .. | AT4..
MCDD15... | E2ZED1512030... | Single order | Direct debit MEINEFI.. |1 EUR 1.00 | 08/07HM6
COLSDE... | CO..
DES7370.. | DEG..
MCDD16... | E2ZED1511250... | Single order | Direct debit MEINEFI... |1 EUR 12,345.00 | 08/07THM6
COLSDE.. |CO.. v
L4 >
» » o o » »p LR
Dizplay incomplete orders | Show order ype Mew order from template |
Select | Frrint | Detailz | |A" orders j Help ‘ Mew order |

Use the [Display incomplete orders] button to limit the display e. g. for the orders shown as defective
when importing Payments files so that a specific post-processing of these incomplete orders is
possible. After clicking the button, the labelling changes to [Display all orders]. Click this button to
switch to the view with all orders.

In addition to the standard buttons [Select], [Print] and [Help], the button bar of the database overview
also contains the following buttons:

[New order] opens the dialog box for adding new payment orders. That means, if the
displayed order type is showing "single orders", you can enter single orders
via this button, if it says "standing orders" you can key in standing orders etc.
The manner in which new orders are added is explained in detail in the
following chapters:

4.1.1: Payments property page

4.1.2: Partners property page

4.1.3: Ordering parties / Internal property page
4.1.4: Ultimate parties property page

4.1.5: Additional information property page
4.1.6: Direct debits additional property page
4.1.7: LDGR data property page

4.1.8: Times property page

4.1.9: Reversal property page

[New order from template]
opens the template database. Here you can select from all available
templates. This is described in further detail in Chapter 4.1.10: Using
templates.
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4.1 Edit payment orders

[Details] displays the payment details of the selected record in the database overview
header.

To edit an existing record, select the corresponding entry by positioning the cursor and confirming with
<Return>, by clicking the right mouse button and clicking on -View details- or by double-clicking the
left mouse button. The selected record is displayed in a dialog box, where it can be modified or
deleted. Use the [<] and [>] buttons to page to further payment orders.

In addition, within the database overview you can delete individual records using the right mouse
button (context menu), accept records as templates (see Chapter 4.1.10) and generate single orders
from standing orders and variable amount orders on a deviating date (see Chapter 4.1.8).

Via context menu you can generate single orders from standard orders.

STANDARD

WView details

Delet d
STANDARD SIEtE recor mplate

Add as single payment
| |
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4.1.1 Payments property page

4.1.1 Payments property page

You can make the following entries on the Payments property page. These entries can, of course, be
performed in any required order:

- Select order type

- Assign order reference

- Enter end-to-end reference
- Specify payment type

- Assign access class

- Enter ordering party account
- Enter ordering party

- Enter ultimate ordering party
- Select payment purposes

- Enter partner

- Enter payment amount

- Enter details

- Display number of approvals
- Define execution date

If you have set the corresponding parameter in the parameter settings, the mandatory fields will be
shown in highlighted form.

Each pre-setting can be changed by you naturally.

Click on [Save] to save the payment order once you have entered all the data.

Select order type
Depending on the selection of the order type in the database overview, the form in the dialog box
is already filled (single order, standing order, variable amount order or template) and cannot be
changed here any longer. If all orders have been displayed in the database overview, a prompt
of the order type follows here. Use a list box which you open by clicking the drop-down arrow to
choose between

- single order,

- standing order,

- variable amount order and
- template.

Choose the appropriate order type by clicking it and confirm your selection by clicking [OK].
If you have chosen in the SEPA parameters the Always prompt order type parameter on the
Payments property page, the prompt for the order type is always made before each further

payment order added newly. Otherwise, a default is made according to the order type chosen at
the first time in a new entry cycle.
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4.1.1 Payments property page

Payment orders - O >
Addttional information I Direct debit addtional I LOGR data I Times I Reverzal
Payments I Partner I Ordering party / Intemal I timate parties

Order number IMCCT'I 0705000001 I Single order ;I
End-To-End reference |E33215111m1 ICred'rt transfer ;I
Access class il I I
Alc. code BIC IBAMN
7B [COLSDE33XXX  |DES7370501980033633322
Ord. party Oird. party name
2|5 [NAME/IBANC
Littimate ordering party
2l |
Type of payment (batch)
| TAXS - Tax Paymert =] Single payment [
Payment purpose Regulatory Reporting
Partner Partner name
2l 1
IBAN BIC Counitry
|DE6D700517550000007229 COKSDE33CXX |
Payment may require central bank declaration
Currency Amnount Gross/Met
IEUH I 14.523.00 Add Regulatary Reporting
Display details Unistructured -]
Details
™ Use COR1 scheme Due date |{+ D6/D7/2016 ~ Earliest transmission IDE;’I}?H 6
Approvals ID_ aof |1_
Delete Print Help Save

Allocation of order number

As with standing and variable amount orders, single orders are identified by an unique order
number. The program allocates the order number (order reference, point-to-point reference)

automatically.

Enter End-to-End reference

The End-to-End reference is used for the unique identification of the transaction and is passed
throughout the entire processing chain to the partner. The program prompts the lowest end-to-

end reference not yet filled.

You accept the prompted end-to-end reference using <TAB> or a mouse click in another field,
add or overwrite it by the entry of an end-to-end reference (max. 35 characters) of your choice.

2017
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4.1.1 Payments property page

If the end-to-end reference entered by you is already filled, the program allocates - as soon as
you have confirmed the entries using [Save] - the next higher end-to-end reference not yet filled.

Specify payment type
Click on the drop-down arrow to open the list box for payment types and choose, if allowed for
your Bank (cf. Chapter 3.2), between

- Credit transfer,

- Direct debit,

- B2B direct debit or
- Urgent transfer.

If the SEPA parameter "Prompt payment type" (see Chapter 2.1.3: Payments property page) is
checked, the payment type of the most recent order will be suggested.

Assign access class
When defining the access class for the order, you access the data of the Access classes
reference table from the Core module using the [?], provided that records have already been
added there. Position the cursor and confirm with <Return> or double-click to choose an access
class from the available access classes which you want to assign to the payment order in order
to “tag” the record with it.

If payment orders are marked with access classes, these orders will be added for each class to
separate physical payment files and the particular access class is automatically added to the
corresponding entry in the file manager. Thereby it is ensured that the display can be checked
also here by the access classes.

If you have set the parameter Prompt access class in the SEPA parameters (cf. to Chapter
2.1.3: Payments property page), the access class will be automatically predefined from the order
added before.

Enter Ordering party account
When entering the Ordering party account, you also use the [?] button to access the data in the
Accounts reference table. The account data appears in the relevant boxes: Account code,
SWIFT Code and IBAN are immediately displayed.

Incidentally: You can also enter the account code under which the record is stored in the
reference table (if known) directly into the "Account code" box.

If you enter an Account code that is not used in the reference table and confirm with the <TAB>
key, an input mask will open in which you can enter Account data. Click on [Save] to save the
data in the Account reference table. It will then be available for selection by clicking on [?] when
you enter new payment orders.

If the SEPA parameter "Prompt ordering party account" (see Chapter 2.1.3: Payments

property page) is checked, the bank details of the ordering party of the most recent order will be
suggested.

Define single payment
If the account of a bank was selected, which allows single bookings (see Chapter 3.2: Banks
reference table), then the "Single payment" checkbox is switched on.

Single payment [
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4.1.1 Payments property page

With this, you determine whether the payment posted as single booking or as batch booking.

This check box can be predefined using the parameter "Predefine single payment" vorbelegt
werden.

Enter Ordering party

When entering the Ordering party, you can use the [?] button to access the data in the Ordering
party reference table provided, of course, that you have already entered records there.

The Ordering party data appears in the relevant boxes: The Ordering party number and line 1 of
the Ordering party name are immediately visible.

Incidentally:

Instead of selecting the Ordering party with the [?] button, you can also enter the Ordering

party code under which the record is stored in the reference table (if known) directly into
the "Ordering party" box.

If you enter an Ordering party code not used in the database and confirm with <TAB>, a dialog
box will open in which you can enter the Ordering party data. Click on [Save] to save the data in

the Ordering party reference table. It will then be available for selection by clicking on [?] when
you enter new payment orders.

If the SEPA parameter "Prompt ordering party" (see Chapter 2.1.3: Payments property page)
is checked, the Ordering party of the most recent order will be suggested.

Enter ultimate ordering party

If deviating from the account owner an ultimate ordering party should be entered, access the

ordering parties reference table using the [?], of already stored. The chosen data is then added
to the appropriate "Ultimate ordering party" fields.

Select payment purposes
Depending on the selected account, i.e. the chosen bank/country specific file creation
format/scheme, different lists with payment purpose code are provided. Thes codes are used to
control the processing at the receiving institute. Codes for the Payment purpose on batch

level (Category Purpose Code) and for the Payment purpose on transaction level (Purpose
Code) are displayed.

Type of payment (batch) Payment purpose

| =] | =]

~

CORT - Trade Settlement Payment ACCT - Account Management

CASH - Cash Management Transfer ADMG - Administrative Management

DIV - Dividend L |ADVA - Advance Payment

GOVT - Govemment Payment AEMP - Active Employment Palicy

HEDG - Hedging AGRT - Agricultural Transfer

INTC - Intra{Company Payment ¥ | |AIRE - Air i

Regulatory Reporting (only Slovak Republic)

In the Slovak Republic, a code for the regulatory reporting is required, which can be selected
here together with the appropriate text from a list box.
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4.1.1 Payments property page

Regulatory Reporting

711 - BG Transaction code 1
811 - BG Transaction code 2
812 - BG Transaction code 3
822 - BG Transaction code 4
841 - BG Transaction code &
710 - Chaice 1 hd

Enter Partner

When entering the Partner, you can use the [?] button to access the data in the Partner
reference table provided, of course, that you have already entered records there.

The Partner data is transferred to the appropriate boxes. The Partner Code, line 1 of the Partner
name, SWIFT Code and IBAN as well as the country of the Partner are displayed immediately.
Make additions and/or changes of the partner data using the Partner property page and save the
entries there using the [Include in reference table] button.

One-off Partners can also be added. These are not saved in the Partner reference table. Enter
the name of the Partner in the "Partner name" box. The remaining Partner data is entered using
the Partner property page.

Incidentally:

Instead of selecting the partner with the [?] button, you can also enter the partner number
under which the record is stored in the reference table (if known) directly into the "Partner"
box.

Please note:
If the Partner is not stored in the Partners reference table, enter the Partner Code
manually. Other Partner data is entered using the Partner property page and saved by
clicking on the [Include in reference table] button.

Currency of payment amount
The ISO code of the currency of the payment amount is predefined with "EUR" (Euro).

Enter payment amount
You can enter the amount to be transferred or debited as a gross or a net amount after clicking

on [Gross/Net]. The payment amount is the amount you enter, adjusted for the entries under
"Tax" and/or "Deduction".

i | Payment amount — O >

Met amount 1.14958
Tax |1_ |fv1EHH"."-.-'EHTS TEUER # VAT
(Gross amourt 1.368.00

Deduction _? |[1 [BARZAHLUNGSRABATT / CASH DIS

Payment 1,326.96

Help| oK |
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4.1.1 Payments property page

Once more, you access the reference tables in the case of the tax and deduction fields,
provided, of course, that records have already been saved there. Click on [?] to view a list of the
data stored in the "Tax" or "Deductions" reference tables. Selection is effected by double-clicking
with the mouse. If you know the record number under which the entry is stored in the database,
you can also enter this number in the relevant box. Confirm your entries with [OK].

If the "Prompt tax or "Prompt deduction” parameters (see Chapter 2.1.3: Payments property
page) have been checked, the tax or deduction type of the most recent entry is suggested.

Use the button [Add] to enter up to three invoices with invoice numbers and amounts in this
dialog box and then calculate the total payment amount by pressing [OK].

B’ Invoices - O ot
Invoice no. (Gross amount
|Invoice 1 EUR 123.00-3.63- 1123.00
llnvoice 2 EUR 456.00 -13.68- 1456.00
|Inveice 3 EUR 789.00 -23.67- 3z

Help || oK |

Amounts with a minus sign (-) can also be entered here. When entering the information, press
<TAB> to move from one box to the next.

Both single amount and discount (if entered under [Gross/Net]) are each attached to the invoice
number, provided that the space of 35 characters per details line allows this.

After you click on [OK], the total payment amount is transferred to the dialog box for entering
payment orders.

If foreign payments exceed 12.500 EUR, the message "Payment may require return” will be
shown, indicating that reporting to the German Federal Bank is required.

Using the [Regulatory Reporting] button you can switch to the Z4-AWV CBD module (Payment
property page / Declarations property page ), if installed.

For Austrian Tax Office Payments a special input dialog is available under the [Enter tax
payment] button.

Payment purpose

|TF-.)<S - Tax Payments ﬂ
Partner Partner name
2 Finanzamt Wien 1/23
IBAN BIC Country
|AT62'I]'I{I'[I'[I'[I'[I'[I{I55'I]4'I]33 BUNDATWWICOL AT
Currency Armount Gross/Net
[EUR | 1.000,00 —
Enter tax payment
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411

Payments property page

T ax number 03 [123485 [7

Tax type
Perind Perind figld Aot

| 0.00

2
| 0,00

3
GB Gerichtlicher Kostenersatz-vorschuss | 0,00

AE GBAbgabenerhdhung $29(6) FinStrG
4 AL 5B Abgabe von Zuwendungen

B (3B Betrage/Abgabe v land- u. forstw. Betr. | Q.00
BA 5B Bodenwertabgabe

5. BAL | GB Barauslagen
BAP | GB Beihilfedquivalent fir Auslands patienten | Q.00
E BBB | GB Cluotenzahlung W
< >
| 0,00

Mizcellaneous

Receivables | 1.000,00
Credt | 0.00
WARNING!

The entry of 'WROMG TAx CODES can lead to wrong allocations at the taws officel

Transfer amount 1.000,00

Ok [

Display details

2017

If an account is chosen from a bank, which supports structured details (stored in the bank record
by checking the parameter Structured details possible; see Chapter 3.2: Banks reference
table), the selection list box "Display details" is shown. Using this box you are able to select
between the unstructured and the structured input option for the details.

Dispizy details | Structured |

Creditor reference

Tyee |Structured communication reference v | |RF38123456789012345678901

of  |Biller

Using the structured details you e.g. have the possibility to input a Creditor reference according
to ISO standard 11649 (Structured Creditor Reference). This allows billers the automatic
reconciliation of the incoming payments with the outstanding invoices.
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Payments property page

Enter

2017

details (unstructured)
To enter details in the unstructured way, 140 characters altogether are available.
Information on how to use Wildcards to generate variable details can be found below.

Using wildcards in payment details

You will often find yourself using standing and variable amount orders with payment details
whose month or year must be changed to the current month or year.

There are two ways to do this:

1) By updating manually using the [Replace] function. This function is described in detail in
Chapter 7.2: Search / Replace data in payment orders.

2) By entering wildcards when you define payment details:

You can use the variables "$M" or "%M" and "$J" or "%J" as wildcards, where "M" stands for the
month and "J“ stands for the year. Directly after these variables, you can specify how many
months and/or years should be added to or subtracted from the current month and/or year. The
variables "M" and/or "J" are replaced when the file is created. They always relate to the month
or year of the due date.

Example 1:

You are entering monthly rent payments. The payment details should show the current month.
The first rent payment is for November 2013.

Generate a variable amount order and set the due date to 01.11.2013 (1st of November 2013).
Enter "monthly“ as the payment cycle. Enter "Rent $M 20$J" as the payment details. When the
payment date 01.11.2013 is reached, the payment details "Rent November 2013 are in the file
created.

When the due date 01.12.2013 is reached, the payment details in the file are "Rent December
2013".

The variable displayed in the payment order always remains the same, i.e. it is not updated to
e.g. "Rent December 2013

Example 2:

You want to make yearly bonus payments. The payment details should show the current year.
The first bonus is payable on the 27th of December 2013 for January 20014.

Generate a variable amount order and set the due date to 27.12.2013. Set the payment cycle to
"yearly“. Enter "Bonus $J+1" as the payment details. Once the payment date 27.12.2013 has
been reached, the payment details in the file are "Bonus 2014". When the due date 27.12.2014
is reached, the payment details entry will be "Bonus 2015".

The variable displayed in the payment order always remains the same, i.e. it is not updated to
"Bonus 2014 or "Bonus 2015“

The combination of the variables "$M", "%M", "$J" and "%J" and the addition of months or years

(e.g. $M+3" for quarterly payments) or the subtraction of months or years (e.g. "$M-3" for
retroactive quarterly payments) thus offers you a wide variety of options.
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Payments property page

Display number of approvals

The "Number of approvals" will only be populated after the order has been saved. For
verification purposes, the number of approvals already entered is displayed together with the
total number of Approvals specified via the menu item -Administration- / -SEPA parameters- on
the Payments property page.

Define execution date

2017

For single orders, he "Due date" describes the time when the order shall be executed at the
bank.

The "Earliest transmission" describes the date, from which a payment order can be added to a
payment order file at the earliest and sent to the bank (see Chapter 6: Create payment order
files).

Normally, the payment order file is created on the same day and and transferred to the bank. For
this reason, the fields are predefined each time with the system date(=current date).

On new entry, first only the execution date at the bank can be set in the field "Due date".
Therefore, the system date can remain or you can choose any future date using the calendar.
After this the field "Earliest transmission" will be filled with the execution date minus lead time (at
the earliest the system date).

If for a credit transfer single order a due date is selected, which coincide with a weekend, the
due date will be shifted to the workday before the weekend.

If for a direct debit single order a due date is selected, which coincide with a weekend, the due
date will be shifted to the workday after the weekend (by taking into account the submission
deadlines, see below).

For standing orders and variable amount orders, only the due date (of the next order) is
displayed. Make settings for the execution dates on the Times property page.

For SEPA credit transfers, the due date is the date on which the bank should process the
transfer.

For SEPA direct debits, the due date is the requested collection date, i.e. bank booking day
(working day), on which the account of the debtor is debited and the equivalent amount is
credited on the creditor's account. In order that the debtor and its bank have enough time to
make all intended preparations provided by the SEPA scheme, direct debits must be submitted
according to the SEPA rules in compliance with appropriate submission deadlines to debtor's
bank.

The processing on customer side and on bank side can take some of time so that in the
electronic banking environment the current day after cut-off time, default 15:00 o'clock, is not
counted and another day is added as buffer.

Depending on the fields "Payment type" and "Repetition frequency” (on the Direct debits
additional property page) the field "Due date" is filled accordingly.

If a mismatching due date is entered manually, the following error message is shown:

Error message 2599 >

f ~ \ According to the SEPA policies the required due date is invalid. Please
" enter a later date. (1)

OK
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4.1.1 Payments property page

Please note:

If the submission deadlines for SEPA direct debit collections are not met, your bank may
refuse the processing of your collection order.

For the due date of standing orders and variable amount orders see Chapter 4.1.8: Times
property page.

After populating the boxes on the various property pages, save your entries by clicking on [Save].

You also have the option of saving the newly recorded order data as a Template. To do so, save the
order by clicking on the [Save and store as template] button.

However you can save your order first and define already saved records as templates at any time
using the context menu item -Add as template- within the order database overview.

Please note:

If the payment is mandatory for reporting, an appropriate message opens after clicking on the
[Save] button.

Declaration to Central Bank ot

The equivalent amount of the payment order amounts to Euro | 13.523.00

Due to this the obligation to notify exists according to Foreign Trade Regulation.

Do not display this dialog any longer in future. [

Help | oK |

Confirm this message by clicking on [OK]. Then the Z4-AWV CBD module (Payment property
page / Declarations property page ) is called, if installed.

If the message should no longer be displayed, tick the appropriate check box.
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4.1.2 Partner property page

4.1.2 Partner property page

Code, Address, Country, Cash Management account, Bank data of the Partner

As soon as you click on the tab on the Partner property page a dialog box appears in which you
can enter other Partner data such name, address, bank details and CM data. These entries are
normally already recorded if you have already entered the Partner on the Payments property

page using the [?] button.

Payment orders — O >
Additional infarmation I Direct debit additional I LDGR data I Times I Reversal
Payments Partner | COrdering party / Intemal I |timate parties

Order number |MCCT'I 60705000001 I Single order ;I
End-To-End reference |E2EC1 51115000001 IC:eu:I'rt transfer ;I

Code I |nizlude in reference table |

Group Compary [
— Address
Name -
|
Street |
Town I
|

Country il

—Cash Management a/c.

Cwn accournt r Cazh M anagement a/c. I ;I
[37010050 [4365754876EUR
—Bank
BAN Pecoroosizssoooonorzs
BIC |COKSDE33XX BIC search |
Name I
|
Identfication | -

Delete Print Help

[

Save

Enter the data for the partner as described in Chapter 3.5: Partners reference table.
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4.1.2 Partner property page

2017

In addition, under Cash Management account , the field “Group” can be filled here with a max.
10-digit numeric code; this field can also be predefined using an entry in the field "Group" on the
Additional information property page (see Chapter 3.5.2).

This field can be used when defining the data profiles in the Core module in order to control the
access of the user to the Partner data.

Click on the [Include in reference table] button to add data to the Partners reference table. It
will then be available when you enter new payment orders by clicking on [?].

The "Code" box is not populated and the [Include in reference table] button remains inactive in
the case a one-off Partner. After you have populated the remaining boxes on the Partner
property page, save your entries by clicking on [Save]. The Partner data on the Payments
property page is now in accordance with the entries you have selected. A Partner code is not
entered for partners.

Please note:
Changes made to the Partner data do not affect the payment record if you have checked
the parameter "Change Partner reference table without affecting existing orders?"
(see chapter 2.1.1: General (parameters) property page).
This is the same as changing the Partner data without using the [Include in reference
table] button. This deletes the Partners index in the payment record and interprets the
Partner as a “one-off Partner®.
Your changes will be valid and included in the file to be created only if you have not
checked this parameter.
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4.1.3 Ordering party / Internal property page

4.1.3 Ordering party / Internal property page

Ordering party / Ordering party bank:

Ordering party data / Ordering party bank data
This property page also provides detailed Ordering party data/Ordering party bank data. It is,
however, not possible to edit Ordering party data/Ordering party bank data here.

Payment orders - O >
Addttional information I Direct debit additional | LDGRdata | Times I Reversal
Payments I Partner Ordering party / Intemal | timate parties

Order no. IMCCT'I &0702000001 I Single order ;I
End-To-End reference |E2EC1 51113000001 IC:eu:I'rt transfer ;I
—Ordering party
[NAME/IBANC
[WEG 1
[KOELN
[DE  |GERMANY

| ~] Fioer072016 <]
I |
|

—Ordering party bank
|COLSDE33XXX
IStadtsparkasse
IEnzeIsatzbuu:hung maglich
— Intemal data

Supplementary |D-Groups | D-Group il I
| | -

Entered by |2 1. Approval I 2. Approval I

Delete Print Help Save

[
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4.1.3 Ordering party / Internal property page

Internal data:

Internal data

The "Internal data" are designed for data required to describe the order or further processing.

ID-Group / Supplementary ID-Groups

"ID Groups" are criteria used to select particular payment orders at a later stage. ID Groups are
displayed, for example, when you choose [Select] in the Selection dialog box or when you
Create payment order files.

When defining the ID-Group for the order, you access the data of the ID-Groups reference table
from the Core module using the [?], provided that records have already been added there.
Position the cursor and confirm with <Return> or double-click to choose an ID-Group from the
available ID-Groups which you want to assign to the payment order.

If you have set the parameter "Predefine ID-Group for input with user name" on the
Payments property page in the SEPA parameters, the field "ID-Group" will be automatically
predefined with the user name of the editor of the order.

If you have set the parameter "Prompt ID-Group" on the Payments property page in the SEPA
parameters, each ID-Group will be prompted from the order added before.

To add the supplementary ID-Groups two further lines are available.

Entered by, 1. Approval, 2. Approval

2017

Finally, it is displayed here who has entered the order or who has made approvals.
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4.1.4 Ultimate parties property page

4.1.4 Ultimate parties property page

Ultimate Partner (Ultimate Creditor/Debtor):

Ultimate partner data

If an ultimate partner not identical to the respective account owner is known, then this partner
can be entered here. If already stored, the ultimate partner can be chosen from the Partners
reference table using the [?] button, e.g. the ultimate beneficiary in the case of a credit transfer.

Enter name, address and identification of the ultimate partner otherwise manually.

Payment orders — >
Additional infarmation I Direct debit additional I LDGR data I Times I Reversal
Payments I Partner | COrdering party / Intemal |timate parties

Order number |MCCT'I 60705000001 I Single order ;I
End-To-End Reference |E2EC1 51115000001 IC:eu:I'rt transfer ;I
— Uttimate Partner

? | I |nizlude in reference table |

|
|

Street |

Town I

Postcode I

Courtry 2

Identfication | -l
|

— Ultimate ordering party

Prirt Help

Save
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4.1.4 Ultimate parties property page

Ultimate Ordering Party (Ultimate Debtor/Creditor):

Ultimate ordering party data
If an ultimate ordering party not identical to the respective account owner is known, then this can

be entered here. The complete data of an ultimate ordering party can be displayed here for your
information, if selected on the Payments property page and already stored in the Ordering
parties reference table. It is, however, not possible to edit the ultimate ordering party data here.
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4.1.5 Additional information property page

4.1.5 Additional information property page

Instructions
Additional information such as instructions to your bank can be entered on this property page.

Entries can only be made here, if the chosen scheme supports this (at the moment with the
formats UNIFI and STUZZA).

If extensive regulatory reporting is required (e.g. as in Bulgaria), these data can be entered using a
separate property page.

Payment orders — O x
Payments ] Partner ] Ordering party / Intemal ] Utimate parties
Additional information l Direct debit additional ] LDGR data ] Times ] Reversal
COrder number |f-a1CCT'IEE.'-"CEEECEE |Single order J
End-To-End Reference |EEEC1 51115000001 |Creu:|'rt transfer J
Instructions

2017 SEPA 4-21
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4.1.6 Direct debit additional property page (only if Direct Debits module is
installed)

Direct debit-specific information can be entered on this property page.

Payment orders - O >
Paymenrts I Partner I COrdering party / Intemal I |Itimate parties
Additional information Direct debit additional | LDGR data I Times I Reversal

Order number IMCDD1 60704000005 I Single order ;I
End-To-End reference  |E2ED 151125000001 | Direct debit |
Repetition frequency IOne aoff ;I

Include in reference table |

Mandate-1D

Description

Signature date

Mandate framework r

Creditor identification no. |DE98ZZ709995993999
— Mandate amendment

Date of amendment

Original Mandate-1D [MANDALD1

Original ord. party |ALI FTRAGGEBERMNAME

Original creditor identification no. I

Original partner a/c. I

Change debtor bank: r

Transmit mandate amendments Mo -

€ > Delete Print Help Save
<l 2]

Repetition frequency
Use a selection list box to choose whether the direct debit is a first, one-off, recurrent or a final
direct debit.
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module is installed)

Mandate-ID

To enter the Mandate-ID, you can access the entries of the Mandates reference table using the

[?].

On mandates selection only the partner chosen on the Payments property page is displayed,
since only its mandates may be assigned.

The fields mandate-ID (mandatory field), description, signature date (mandatory field) and
creditor identification no. (display only; need to be entered for the ordering party before) are
then filled according to your choice.

The selection of the option "Mandate framework" has the effect that in standing orders with an
end date the last direct debit is not sent with the flag "FNAL" and the mandate remains active.

Click on the [Include in reference table] button to add new data to the Reference table
Mandates. The new data then will be available when you enter new payment orders by clicking
on [?].

It is also possible to enter one-off mandates, since the mandate fields (mandate-ID, date of
signature) are stored in the payment record.

Mandate amendment:

In case of a modified direct debit mandate the original information (Mandate-ID, ordering party,
creditor identification number, a/c. number) is also shown (cf. to Chapter 3.6.2: Amendment details

property page).

Transmit mandate amendments (only possible with repetition frequency "Recurrent" or "Final")

2017

If the direct debit amendments were not yet transmitted, the field is filled with "Yes". On file
creation this amendment information is written into the file. Besides this, the fields "Transmission
date" and "Transaction reference of the transmission" are filled in the mandate administration cf.
to Chapter 3.6.2: Amendment details property page).

At the next direct debit entry the field is filled with "No" then.

This mechanism ensures that the data is transmitted exactly once. After this the change details
are only transmitted if the selection field is set to "Yes" explicitly.

If an unchanged mandate is selected, the field is empty.
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4.1.7 LDGR data property page

View LDGR data
Click on the LDGR data property page if you want to view the Ledger Accounting System data

2017

(LDGR data) calculated from the data already entered.

Payment orders — O >
Payments I Partner I Ordering party / Intemal I |timate parties
Additional information I Direct debit additional LOGR data I Times I Reversal

Order number |MCCT'I &0705000001 I Single order ;I
End-To-End Reference |E2EC1 51115000001 IC:eu:I'rt transfer ;I
Deduction amourt ID.DD
Tax amourt II}.I}I}
LDGR payables a/c. |
LDGR receivables a/c. |
Taxratein % jo.00
LDGR tax a/c. |
LOGR revenue a/c. I
Deduction rate in % jo.o0
LDGR deduction a/c. |
Deduction type I Discount LI
Adc. name ORDERING PARTY ACCOUNT 1
Print Help Save
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4.1.7 LDGR data property page

2017

The following data will then be displayed:

Deduction amount

Tax amount

LDGR payables (creditors) account
LDGR receivables (debtors) account
Tax rate in %

LDGR tax alc

LDGR revenue account

Deduction rate in %

LDGR deduction a/c

Deduction type

Account name

The LDGR data cannot be edited here.
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4.1.8 Times property page

This property page is relevant for standing orders and variable amount orders:

- Standing orders

- Variable amount orders

At the time of due date, single orders are generated from these order types, whose processing has

been described in the previous chapters.

Payment orders - O >
Payments I Partner I Ordering party / Intemal | Ltimate parties
Additional information I Direct debit additional I LDGR data Times I Reversal

Order number IMCDD1 51203000001 IStanding arder ;I
End-To-End reference  |E2ED 151203000001 | Direct debit |
First time
Last time
Last execution [03/12/15
Due date
Frequency IWeeId'_f j
ﬂ ﬂ Delete Print Help Save
2017 SEPA
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4.1.8 Times property page

Standing orders are orders that have a fixed payment cycle.

Specify the First and Last time date of the standing order on the property page. If you do not
enter a date in either of these boxes, the first date is set to the system date, and no last date is
set. If —in the event of your having entered a last date- this is exceeded without the standing
order being deleted from the database, the box is setto " " (blank).

The "Last execution" shows the date on which the standing order was last executed. You
cannot alter this field manually. The "Due date" box shows you when the standing order is next
scheduled for execution.

Open the "Frequency" box by clicking on the drop-down arrow to the right of the field.
Choose one of the following cycles:

- Weekly

- Every 10 days
- Fortnightly

- Half-monthly

- Monthly

- Every 2 months
- Quarterly

- Half-yearly

- Annually

Select a cycle by positioning the cursor and pressing TAB or by clicking on the entry.

In the case of standing orders, the "Due date” is not entered until you have confirmed your
entries in the standing order dialog box with [Save].

Please note:
A standing order can only be executed once it has been approved.

Approval is necessary even if the Approvals parameter (see Chapter 2.1.2: Approvals property
page) is set to -None-.

On reaching the due date a corresponding single order is generated from the standing order and
added to the Payment file. The standing order is retained in the database. The order number
remains unchanged.

If the parameter "Set up standing orders as single orders" is checked on the General
(parameters) property page, this automatic adding will be stopped and in case of due date, a
single order will be generated first from the approved standing order. If (an) approval (s) is (are)
intended on the Payments property page, this single order must be approved before it can be
included in a payment file. This process complies with the procedure for variable amount orders.
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Variable amount orders are standing orders with variable amounts.

The amount is not entered directly in the case of variable amount orders. The amount is only
entered for variable amounts by editing the single orders generated from due variable amount
orders.

Please note:
A variable amount order can only be executed once it has been approved.

Approval is necessary even if the Approvals parameter (see Chapter 2.1.2: Approvals property
page) is set to -None-.

After approval, a single order is generated from the due variable amount order. The variable
amount order itself remains as a database record with its order number.

If the orders should be provided a certain time before the due date, a lead time can be defined
using the parameter Lead time for setting up variable amount orders as single orders on
the General (parameters) property page. This lead time affects that the orders are provided as
single orders before the due date. If this parameter is set to "0", the variable amount orders are
set up as single orders at the entered due date.

The next time you start the program, the single orders generated from variable amount orders
are displayed. The order numbers under which these single orders have been stored in the
database are also shown.

To enter the amount to be transferred, select the corresponding single order the payment orders
database overview and enter the amount. If you have specified that approval is necessary for the
payment type relating to the single order in SEPA-Approval- parameters, this order must also be
approved.

The order is only added to the Payment order file when the next payment order file is generated
for the Ordering party bank (incl. payment type).

You can cause a one-off change of date for saved variable amount orders and standing orders
(e. g. for holidays, New Year) by generating a single order with system date of the respective
standing order or variable amount order within the database overview of the payment orders
using the context menu entry -Extraordinary execution as single order- (right mouse button).
This order can be further edited. The due date of the standing order or variable amount is then
counted up to the next due date following in the normal frequency.

Enter the required execution date and confirm with [OK].

8 ' Extra transmission — O >

& gingle order will be generated and the next due date
for this order set to the execution date after nest.
Fleaze enter the requested execution date.

(v iDB/07/2016 ~|

The following applies to the due dates of standing orders and variable amount orders:

For the fields "First time" and "Last time" dates on weekends are allowed, since these are used for
the calculation of the frequency (e.g. "execution always on the first day of the month").
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The due date (ReqExecutionDate/ReqCollectionDate) is checked for each execution and adjusted if
necessary as follows:

a) Credit transfers: Shift to the workday before the weekend
b) Direct debits: Shift to the workday after the weekend, taking into account the submission deadlines

For the earliest transmission the following applies:
a) Credit transfers: due date minus lead time days of the ordering party bank, at the earliest the system
date

b) Direct debits: like a), also check whether due date minus submission deadline is greater /
equal to the calculated transmission date, otherwise the due date is shifted to the future
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4.1.9 Reversal property page (only if additional module is installed)

The property page can only be selected, if the additional module "SEPA Payment
Reversal” is installed.

If payment reversal are allowed (bank-specific parameter see Chapter 3.2), payment reversals can be
initiated from the payment history (see Chapter 7.4).

The basic data, which cannot be changed, are taken from the archived entry and are inserted as new

order in the order (Payment type: Direct debit reversal, label in the order number: MCPR... (=Message
Customer Payment Reversal)).

i Payment orders

Oirder mumiber End-Te-End reference Oirder farm Payment type
MCPR160704000001 EZED1S51125000001 Single order Direct debit reversal

Then you have to enter the reason for the reversalon this property page. This can be done by selecting
one from the official Code list for reversal reasons (Reversal Reason Codes).

Reason of |A.C{H - Closed Account Number j

e e ——— |
ACD - Closed Account Mumber

AGD2 - Invalid Bank Operation Code

AMOS - Duplication

MDO1 - Mo Mandate

MDO5 - Collection Mat Due

MS50Z2 - Mot Specified Reason Customer Generated
MS03 - Mot Specified Reason Agent Generated
TMO1 - Cut OFf Time

Additionally a free text field can be filled.

Payment orders — O et
Payments ] Partner Ordering party / Intemal ] |timate parties
Additional information ] Direct debit addtional ] LOGR data ] Times Reversal
Order number |MCF‘H1 G0704000001 | Single order J
End-To-End Reference |EEED‘I 51125000001 |Direc1 debit reversal J
Reason of |I'I-I'ISD2 - Mot specified reason customer generated ﬂ
reversal
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4.1.10 Using templates

Templates are fully completed payment orders with the exception of the amount and the due date.

You can generate a template by saving the payment order using the [Save and store as template]
button after you have populated the order input masks.

In addition, you have the option to generate a template after selecting the order type "Templates"
explicitly and to save it (even incompletely!).

However you can save your order first and define already saved records as templates at any time
using the context menu item -Add as template- within the order database overview.

If you have checked the parameter "Manual setting of template numbers" on the General property
page (see Chapter 2.1.1), you will be offered an additional dialog box which allows you to enter a
number of your choice. The program always suggests the next highest, free number for a template. If
necessary, overwrite this suggestion and confirm with [OK].

B " Enter order no. for template — O >

Order number for template 112

A message informs you in either case that a new template or a new record has been added to the
order database. Clear the message by clicking on [OK].

Mote 2008 X

I Template STANDARD 000112 was added to the database

0K

Select an existing template
If templates have already been saved in the system, you will be able to select an order from the
template database by clicking on the [New order from template] button.

If you have checked the parameter "Selection before showing templates" (see Chapter 2.1.1:
General property page), a selection dialog box opens before selecting the template in which you
can restrict the number of templates.

You have the option to select within template number, ordering party name, a/c. name, Swift
address, a/c. number, Partner name, currency and details.

If you do not enter a criterion, no selection is made.
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2017

B Template selection

All templates, which comespond in Partner index, Partner name, cumency, arder

| >

number, Partner BIC, Partner a/c. number or details to the entered search

criterion, are displayed.

Help

After confirming with [OK], a selection box appears (if you enter the four-digit template code,
the program first tries to read this template. If this is successful, only this single template is

displayed).

B Select a template — O

Ma. | Ordering party | Afe. name | BIC | Afe. number | Partner name

STAMDARD 0D0DOO1  MEINE FIRMA AUFTRAGGEBER... DES737050158...

STANDARD 0DDD00DZ2  Auftraggebemame ... AUFTRAGGEBER... COLSDE3X{O{ DES737050158..

STANDARD 0DDD0D3  Auftraggebemame ... AUFTRAGGEBER... COLSDE3X{O{ DE43370502599...

STANDARD 000004 Auftraggebemame ... AUFTRAGGEBER.. COLSDE3XX DE4337050293..

STANDARD 000005 NAME/IBANC ORDERING PAR... COLSDE33¢ DES737050198.. Parnerin Ostemsich

STANDARD 000006 MNAME/IBANC KONTOWaHRUM... BANKDEPP DEBOY0051755...  Partner in Ostemeich

STANDARD 000007 NAME/IBANC ORDERING PAR... COLSDE3®OO{ DES737080198.. 1

STANDARD DOOODZ  WAME/IBANC ORDERING PAR... COLSDE3®OO{ DES737080198.. 1

STANDARD 000111 MEINE FIRMA AUFTRAGGEBER.. COLSDE33xX DES7370501398.. Partnerin Ostemsich

<

Help | | Accept template

If

- you do not wish to use any of the stored templates, click on the Close button to close the
window. The dialog box for adding the payment order now appears.

- you want to access a template, select the corresponding template from the list by clicking
on it or by positioning the cursor and then clicking on the [Accept template] button.

In the latter case, all boxes in the dialog box which now opens contain data except for the

amount and the due date boxes.
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For direct debit templates, the following applies:

After the first creation of a direct debit from a template, the repetition frequency (sequence type)
is automatically changed from "First" to "Recurrent” in the template.
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5 Approvals

5 Approvals

Payment orders (single orders, standing and variable amount orders) must be approved before they
are added to a payment order file (cf. Chapter 6: Create payment order files) or, for cheques, output to
a cheque printer.

You can suppress approval of single orders (credit transfers, direct debits (Core/B2B), urgent transfers,
payment erversals) with the parameter "No. of approvals" (see Chapter 2.1.2: Approvals property
page) by setting the No. of approvals to -None-.

Regardless of the value entered under "No. of approvals" (cf. Chapter 4.1.8: standing and variable
amount orders Standing orders and Variable amount orders) must be approved.

Start the "Approval" function

- by choosing menu item -Payment orders- / -Approvals-

or

- by clicking on

for single approvals or

=

for approval by account.
After choosing -Approvals- from the menu bar, a submenu appears containing the items

- Single approval
- Account by account approval.

You have checked the parameter "Generate plan data automatically” in menu item -
Administration- / -SEPA parameters- on the General property page

and
you have set at -One- or -Two- as the number of approvals required,

then
all orders are added (credit transfers or direct debits) to the Planning database after approval. all
orders are added to the Planning database after approval. Please note, that the ordering party
account must be connected with the Cash Management account. Information on plan data is
contained in the User Manual and Help texts for the Cash Management module.

All orders are stored in the Planning database with their key data. The "Value date" box contains the

execution date of the order. The beneficiary name is entered in the first line of the details. The
second line of the details is filled with the first line of the order details.
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5 Approvals

and

then

2017

Intra-Company-Payments ("Own account") cause two entries with details 1 / 2 and value date,
but with an opposite algebraic sign of the amount: One record as described above for the
Cashmanagement account of the ordering party. A second entry for the Cashmanagement
account of the Intra-Company beneficiary. The first line of the details is filled with the ordering
party name in this case.

the first condition is met

-None- is set as the number of approvals,

the entry to the Planning database will be effected after the payment entry.
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5.1 Single approval

Start the "Single approval“ function by
- choosing menu item -Payment orders- / -Approvals- / -Single approval-
or

- by clicking on the icon

< B

or

The single approval —View details- box is very similar to the dialog box for entering payment orders.
However, you cannot edit any of the data.

To modify entries, click on

(cf. Chapter 4: Payment orders).

After clicking on the icon or choosing -Payment orders- / -Approvals- / -Single approval- the database
overview for the payment orders already entered appears.

L] Single approval Single orders

PLEASE MOTE: If required, the due date of the direct debit collections is adapted according to the SEPA policies!

Order number End-To-End reference Order form Payment typs Ordering party Partner Currency Amount | Due date Approvale | from S

MCCT160705000001 E2EC151118000001 Single order  Credit fransfer  NAMENBANG 1 X 14,923.00 06/0716
COLSDE33X... | COKSDE
DES737050... | DEGOTO0O...
MCDD151204000001 | E2ED151203000001 | Single order | Direct debit MEIME FIRMA | 1 EUR 1.00 | 08/07H6 1 1
COLSDE33X... | COKSDE...
NFEA737050 NFEANTN0

< >
E E E 2 » CEE I E »
Select ‘ Print | Details ‘ Da not display approved anes | Show arder type |Smg|e orders j Help

The payment orders are listed in the database overview with their key data: the order number, order
type, payment type, ordering party account data, partner account data, currency, payment amount, due
date and the number of approvals issued and still required. View available details lines by clicking on
the [Details] button.

Use the [Do not display approved ones] button to limit the display to orders still to be approved.

In the display status of the "orders not yet approved", all orders of an order form chosen before
become visible for which an approval is required, including the records which the user cannot approve
himself.

Click the button to change the labelling in [Display all orders]. Click this button to change again to a
view with all orders.
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In addition to the standard functions, the [Prinf] button allows you to select from
- an Overview
and
- Due orders
when selecting the output type (or the report type).

Report type -Overview- lists all the orders in the database with their key data. Report type -Due orders-
lists only the due orders, closing with a balance of the individual items listed.

Double-click or right-click and click on -View details- to view the payment order you want to approve.

The "Approvals" box tells you how many approvals have already been entered for this order and how
many are still required. Approve the order by clicking on the [Approve] button or by clicking the right
mouse button and clicking on -Approval- after opening the database overview.

If

- no approval is necessary, the payment orders are approved when you enter them and can be
added to a payment order file.

An exception to this rule involves standing and variable amount orders . Even if you have
stipulated — with the parameter “No. of approvals® — that no approval is required (cf. Chapter
2.1.2: Approvals property page) you must nonetheless approve these orders by clicking on
[Approve].

- only a single approval is necessary, the user who has entered the payment order can approve
the order (unless the parameter "Editor of payment order may not approve this" has been
set; see also Chapter 2.1.2: Approvals property page).

After clicking on [Approve], the button label changes to [Cancel approval]. Clicking on [Cancel
approval] cancels the approval. Click on the right mouse button and select —Approval- to
approve an order in the database overview or cancel an approval by selecting the option —
Cancel approval-

- two approvals are necessary, the user entering the order can enter the first approval (unless
the parameter "Editor of payment order may not approve this"; see above).
After clicking on [Approve], the button label changes to [Cancel approval]. Clicking on [Cancel
approval] cancels the first approval.

The second approval can only be entered by another user, who must first validate his or her
authority to use the system in menu item -User- / -New user- in the Core module. The button
then displays the label [Approve] for this new user. As soon as this second user has approved
the order, the button label changes to [Cancel approval] to allow both approvals to be reversed.
To approve the order, it must be approved again by both users .

oyl

]
[=

[ Due date Earliest transmission 0

Approvals |C_ af |1_

ﬂ > Prirt Help Approval

As the detailed view of the payment approval is primarily a display function, the data can be viewed
here but cannot be edited. The corresponding boxes are therefore inactive.

The boxes on the Payments property page thus correspond to the fields in the dialog box for payment

orders entry (cf. Chapter 4.1.1: Payments property page).
For direct debits, the due date is matched according to the SEPA guidelines if necessary.
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The boxes on the Partner property page are the same as the boxes in the dialog box for partner data
entry (cf. Chapter 4.1.2: Partner property page).

The boxes on the Ordering party / Internal property page are the same as the boxes in the dialog box
for ordering party data entry (cf. Chapter 4.1.3: Ordering party / Internal property page).

The boxes on the Ultimate parties property page correspond to the fields in the dialog box for ultimate
ordering parties/partners (cf. Chapter 4.1.4: Ultimate parties property page).

The boxes on the Additional information property page are the same as the boxes in the appropriate
dialog box (cf. Chapter 4.1.5: Additional information property page).

The boxes on the Direct debit additional property page (only available in case of installation of the
SEPA Direct Debit module) correspond to the fields in the dialog box for additional direct debit data
entry (cf. Chapter 4.1.6: Direct debits additional property page).

The boxes on the LDGR data property page correspond to the fields in the dialog box for LDGR data
entry (cf. Chapter 4.1.7: LDGR data property page).

The boxes on the Times property page are the same as the boxes in the appropriate dialog box (cf.
Chapter 4.1.8: Times property page).

The boxes on the Reversal property page are the same as the boxes in the appropriate dialog box (cf.
Chapter 4.1.9: Reversal property page).
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5.2 Approval by account

Start the "Approval by account " function by
- choosing menu item -Payment orders- / -Approvals- / -Approval by account -

or

- by clicking on the icon

= 5

or

The number of approvals that are required can be set by the parameter “No. of approvals® on the
Approvals property page (see Chapter 2.1.2) access from the menu item -Administration- / -SEPA
parameters-. If two approvals are specified (incl. the optional parameter of the amount above which
two approvals are required), both approvals CANNOT be entered by the same user.

If you are not authorized to enter the second approval and the database contains only orders requiring
a second approval, the program informs you that no order awaiting approval by YOU has been found.

If you have checked the parameter "Selection before approval by account and deletion" on the
General (parameters) property page, a selection dialog box opens before the orders to be approved
are displayed. Use this dialog box to define Selection criteria for limiting the payment orders to be
listed.

If you try to approve orders by account from included third-party files, thus incomplete orders are listed
in a "list of defective orders".

|f List of defective orders

W

Single order MCPR121130000001 : 2549 / Unknown ordering party

Single order MCPR121130000001 : 2500 / Ordering party code is missing
Single order MCPR121130000001 : 2504 / Ordering party name is missing
Single order MCPR121130000001 : 2551 / Unknown account

Single order MCPR121130000001 : 2523 / A/c. code is missing

Single order MCPR121130000001 : 2526 / BIC of ordering party bank is missing

Single order MCPR121130000001 : 2527 / Ordering party bank unknown
Cinola ardar MICPR1 24130000001 - 2520 / Afr miimher nf arderine nartv ic miscing

Using the button ~ (symbol "Process orders") you switch from this view into the database overview
of payment orders, where you can display incomplete orders in order to re-process them specifically.
After completing the orders, close the database overview and the list. Then the approval by account
will be continued.

The orders awaiting approval are displayed — starting with the order with the lowest number - in a

database overview (separate list for each Ordering party account). Select the account using the drop-
down arrow at the right beside the field "Account / BIC / IBAN / A/c. currency".
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1 Approval by account — O x

MNOTE: Marked entries will be approved. (Mark with mouse or space-bar)
With double-click you can view details of the order
PLEASE NOTE: If required, the due date of the direct debit collections is adapted according to the SEPA policies!

Account / BIC / IBAN / Alc. currency

| 1/ COLSDE33¥X / DEST370501980033633322 / EUR ﬂ
Value-dated balance including approved records Totsl of non-approved records Totsl of approved records
| 2.00 | 0.00 | -12,347.00
Order form Payment type | Order number | Ordering party | Partner Cumrency | Amount | Due date
. ... MCDD160704000005 MEINE FIRMA 12,345.00 13/D7/16
W Standing order .. Direct debit .. MCDD151202000001 MEINE FIRMA 1 EUR 1.00
£ >
Highlight all Delete highlight{s) Help | | Approve orders |

The upper part of the dialog box shows the account balance (value-dated balance including
approved records), the balance of non-approved records as well as the balance of approved records
in the respective account currency.

The account balance is calculated from

- the amounts of the payment orders already approved but not yet added to a file,

- the amounts of the payment orders checked in the current account by account approval that
are waiting for approval and,

- if the account has been allocated a Cash Management account, the opening balance of the
Cash Management account. If no cash management account is allocated to the account, the
program assumes that the opening balance of the account is 0.00.

For the account balance, only orders up to an execution date "today+1" are balanced with the current
value-dated balance.

In the account balance, credit transfers are shown with a minus sign (-) (debit), direct debits with a plus
sign (+) (credit).

The total of non-approved records is derived from the amounts of the payment orders not checked
in the current account by account approval.

The program calculates the total of approved records from
- the amounts of the payment orders already approved but not yet added to a file and
- the amounts of the payment orders checked in the current account by account approval that
are waiting for approval.

The payment orders are listed in the database overview with their key data, such as the order number,
order type and payment type, name of Ordering party, name of Partner, currency and payment amount.
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The individual orders are checked with a tick at the beginning of each line. This means that this order
must be approved under the account by account approval procedure.

Please note:
The payment orders displayed for account by account approval are normally shown as orders
awaiting approval. However, if you have checked "Default approvals to NO“ on the General
(parameters) property page, the payment orders listed for account by account approval are not
checked. This means that each payment order to be approved must be checked separately.

If you do not want to approve an order in the list, click on the corresponding record to remove the
check mark. You can use [Delete highlight(s)] button to remove all check marks at once.
Alternatively, you can check all unchecked records at the one time by clicking on [Highlight all].

If approval is to be effected for the "ticked" orders, select the [Approve orders] function.

For direct debits, the due date is matched according to the SEPA guidelines if necessary.
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6 Create payment order files

6 Create payment order files

All due and approved payment orders are saved to a payment order file.

To write a payment order file, click on

m=.

or

or choose menu item -Payment orders- / -Create payment order files-.

Please note:

then

Payment order files must be linked with a suitable bank parameter file (BPD) in order to define
the comms process. We recommend to connect the BPD file to the bank or account data
already at the first data entry in the corresponding reference tables.

If you edit orders with bank connections without BPD linkage, the result depends on the type of
file creation (see chapter 2.1.4: File creation property page).

With Single bank-oriented file creation it is possible to assign a BPD file afterwards.

With Multi-bank file creation these orders will not be processed. These orders will be recorded
in a list.

you have checked the parameter "Generate plan data automatically" in menu item -
Administration- / -SEPA parameters- on the General (parameters) property page

for the orders added to the payment order file a record is entered in the Planning database,
separated for transfers and direct debits respectively. Please note, that the ordering party
account must be connected with the Cash Management account. Information on plan data is
contained in the User Manual and Help texts for the Cash Management module.

As "first line of the details" the payment order file name and the creation date is entered; the
"second line of the details" is occupied with the name of the ordering party. The "Value date" box
contains the creation date of the file.

Intra-Company-Payments ("Own account") cause two entries with details 1 / 2 and value date,
but with an opposite algebraic sign of the amount: One record as described above for the
Cashmanagement account of the ordering party. A second entry for the Cashmanagement
account of the Intra-Company beneficiary. The "second line of the details" is filled with the name
of the Intra-Company beneficiary in this case.

You can view the contents of the payment order file by choosing menu item -Payment orders- / -
Display payment order files-

or by clicking on

gl IEF

or

(see Chapter 6.3: Display payment order files).

2017
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6.1 Single bank-oriented file creation

If you have checked the parameter "Switch off multiple file creation" on the File creation property
page, a dialog box opens in which you can enter the specifications for the payment order file you are
going to create.

Follow these steps to create a payment order file:

- Enter the name of the payment order file
- Define time frame for file creation

- Enter ID Groups

- Specify payment type

- View due orders

- Enter Ordering party

- Enter Bank Code

- Select a summary list

- Define the number of cover notes

- Define output medium

Confirm with [OK]. The payment order file is then created. As soon as the payment order file is
created, the orders added to the payment order file are deleted from the Order database.

B | Create payment order file — O >

MName payment order file 16070701

Execution date up to I 170075200 =

|D-Group ﬂ |

Supplementary |D-Groups |

Paymert type |Credit transfer |
COrdering party ﬂ | |

Ordering party bank ﬂ | |

Print short list None |

Print cover note | None ﬂ

Prirt medium |PDF =l

Bxisting payment order files:

15112303.CCT 15112501 .CD1 15120302 .CD1 16070401 .CD
15112304 CCT 15112601 CPR 16070401 CCT 16070402 CC
15112501.CCU 15120301 .CD1 16070401 .CCU 16070501 .CC
< >
Due orders Help | |
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The individual steps for single bank-oriented file creation:

Enter payment order file name
The program prompts the name in the "Name of payment order file“ text box according to this
general file name convention: YYMMDDnn, composed of the system date and a consecutive
number, e.g. 16122301.
You can overwrite this with a file name of your choice. The file is stored in directory .\SPAWIN
under the name you have entered. The extension is set according to the chosen payment type.

To prevent you from allocating the same file name twice, the names of the payment order files
still stored still stored on the hard disk and not yet be transmitted to the bank are shown for
control purposes in the dialog box below "Existing payment order files".

The payment order file is automatically deleted from directory .\SPAWIN after transmission to
the bank.

Define time frame for file creation
All orders with dates up to the execution date entered here can be added to the payment order
file.
If you have included lead time days for file creation in the Banks reference table, the system date
is increased by the highest number of these days used. In addition to the lead time days also the
submission deadlines for direct debits must be considered at this point. Therefore, always a date
in the future will be shown even if lead time days for all bank are equal to "0".
You can overwrite the prompt with a date of your choice between the system an the proposed
date in the future or choose it using the calendar function.

Enter ID-Group
ID-Group/supplementary ID-Groups are used to limit the orders included in the payment order
file. Specify the ID-Group in the payment order using the Ordering party / Internal property page
(see Chapter 4.1.3).

If you enter here an ID-Group or choose it using [2] from the central ID-Groups reference table
saved in the Core module, only those approved orders with the same ID-Group will be displayed
after clicking on the [Due orders] button and can be added to the payment order file to be
created afterwards. The same applies with supplementary ID-Groups. To supplement the ID-
Group two further lines are available.

If you choose an ID-Group the Comms. batch has the same ID-Group in the File manager (see
chapter 5.1.1 of the Core module). Otherwise the program generates an ID-Group.

Specify payment type
You can create payment order files for a specific payment type. Click on the drop-down arrow to
the right to open the list box.

Choose between

- Credit transfer

- Direct debit

- B2B direct debit

- Urgent transfer

- Direct debit reversal

View due orders
Click on [Due orders] (down on the left) to view due payment orders.

Depending on the chosen time frame, ID-Group/supplementary ID-Group(s)and payment type, a
database overview with the respective due orders is displayed after clicking on [Due orders].
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The essential details such as Swift address, a/c. number, ordering party code, ordering party
name, currency, sum of amounts, number of the respective orders, name of bank parameter file
and access class are listed for each ordering party bank connection.

B Credit transfers - O *
BIC | Afc. number Orderin... | Ordering party name | Currency Amount Mumber | Bank parameter file | Access class
Rt COLSDE33. . DES73705019... 5 NAME/IBANC 1 Omikron Testbank

Highlight al | Delete highlights | Help | oK |

Click the individual records to check (tick) the wanted bank connection.

To remove the (all) highlight(s), press the [Delete highlights] button. Use the [Highlight all]
button to mark all orders at once (of course, with the single bank-oriented file creation only the
selection for one bank is possible).

Confirm the selection of the highlighted orders, i. e. the due orders which you want to add to the
payment order file, with [OK] and return to the previous dialog box. There the following fields for

the ordering party bank connection (Ordering party + Ordering party bank) have already been
filled.

Enter Ordering party
To enter the Ordering party, either enter the
- Ordering party code immediately
or
- choose the ordering party using the [?] from the list of all ordering parties saved in the
Ordering parties reference table.
Enter Ordering party bank
To enter the Ordering party bank, either enter
- the corresponding bank code
or

- choose the bank using the [?] from the list of all ordering party banks saved in the Banks
reference table.
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Single bank-oriented file creation

Select a short list printout

Here you can specify whether and how a database short list will be printed.
Choose between:

- None

- One-line

- Two-line and

- Complete.

Using the SEPA parameter "Short list at file creation" on the File creation property page the
selection can be predefined. Of course, this pre-setting can be changed here.

Select the number of cover notes

Here you can define how many cover notes you want to print.
At file creation on hard disk you can select between:

- none,

- one or

- two

cover notes.

Using the SEPA parameters "No. of cover notes at file creation on hard disk" on the File
creation property page the selection can be predefined. Of course, this pre-setting can be
changed here.

Output medium

As output medium (see Chapter 1.5.2) for printing the different documents, you can choose
between:

- Printer and

- PDF.

Use the SEPA parameter "Print medium" on the File creation property page to predefine the
selection. Of course, this presetting can be changed here.

For the option PDF, you have the option to predefine the place of storage and the name of the
PDF file using the [...]. By default, the print in the fle SPADATEI.PDF is made in the directory of
the user. \MCCWIN\USERS\<User name>.

Initiate the creation of the payment order file by confirming your entries with [OK].

Display orders which can be sent

2017

If you have checked the "With preview" option on the File creation property page, a list box
showing all of the orders to be added will be displayed after you have confirmed the "Create file"
window with [OK].

All of the orders that are waiting to be added to the payment order file will be displayed here,
where each line corresponds to one order. If required, you can remove some of the orders to be
added to the payment order file by unchecking one (or more) of the orders.

Click the individual records to remove or set again the highlight (tick). To remove the (all)
hightlight(s), press the [Delete highlights] button. Use the [Highlight all] button to mark all
orders at once.

You can view the details of each order by double-clicking on the respective order.
For direct debits, the due date is matched according to the SEPA guidelines if necessary.

Create the payment order file by adding the checked orders to the file using the [Create files]
button.
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B Orders which can be sent - m} >
PLEASE MOTE: Highlighted orders are included in file(s) (Highlight by mouse click or space bar).
With double-click you can view details of the order.
PLEASE MOTE: If required, the due date of the direct debit collections is adapted according to the SEPA policies!
BIC | Adc. number | Ordering party | Due date | Cumency | Amourt | Partner | Order form | No.
W COLSDE33.. DES737050198.. NAME/IBANC 07/07/16  EUR 14,923.00 1 Single order MCCT160705000001
< >
Hep | | Create files

Highlight all Delete highlights

Display files to be sent
If you have checked the "With display files after creation" option on the File creation property

page, a list box showing all the files which can be sent will be displayed after you have confirmed
the "Create file" window with [OK] or -if activated- the "Orders which can be sent" window with

[Create files].

B ' Files which can be sent (ID-Group file manager: SPAZ7191) - O
PLEASE MOTE: View details by double clicking the order.
Payment order files BIC Bank parameter file Session type Total of amounts Mo. of orders
16070701.CCT COLSDE3I3HK Omikron Testbank: CcCcT 14,523.00
£
Help ‘ | Prepare files for Comms.

In the window title bar the ID-Group is shown, which is used for the Comms. batch of the file in
the file manager of the Core module. Usually this is an automatically generated ID consisting of

the abbreviation SPA and a number of five digits.
If you have specified an ID-Group in the "Create file" window before, it will be used instead.
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You can view the details of the appropriate file by double-clicking on the respective entry.

After pressing the [Prepare files for commes.] button and, if applicable, further prompts
concerning Comms. (see below), the file creation is completed.

In the event of an error, the corresponding file will be displayed in another window together with an
error text. Double-click the record to view the content of the file.

Please note:
All defective files will be deleted. Clear the error in accordance with the information in the error
text and repeat the file creation process.

After the preparation to send., some steps concerning the subsequent Comms. follow.
The steps in the overview:

- Select bank (if BPD file has not been assigned before in the banks reference table)
- Enter the Comms. password

- Check ES

- Send ES separately

- Activate encryption

- Check Compression

- Check "Start Comms. now"

Once data transmission has been successfully completed, a backup copy of this file is stored in
directory ..\SAV in the Core module.

The individual steps for single bank-oriented file creation on hard disk in detail:

Select bank (only for single bank-oriented file creation)
If you have not already assigned the bank parameter file to the corresponding bank (or account)
when maintaining the reference tables, a window appears to select the bank/BPD file afterwards.

*.BPD files are bank parameter data files . A *.BPD file contains key data for one bank link.
*.BPD files are needed to install the transmission path between the Core module and the bank,
to lock this path and to transmit and download data.

The *.BPD files to be used are either on a separate disk("Bank diskette") or stored in a
directory on the hard disk with the default directory name ..\DAT in the Core module.

Each bank to which you transmit data, and from which you download data using electronic file
transfer, needs its own *.BPD file. Information on *.BPD files is contained in the User Manual
and Help System for the Comms. Module.

The following list box displays all bank parameter files saved in the default directory
..MCCWIN\DAT or the EPFT BPD files on external medium (if the system parameter "Prompt
EPFT bank parameter files also from external medium" is set on the Program property page
cf. Chapter 6.1.2 in Core module) and the medium has been inserted [drive letter in brackets
behind the BPD file name].

Press [Yes] if you want to choose a BPD file from medium (and the medium has been inserted).
Choose [No] if only the BPD file(s) on the hard disk should be available for selection. Use
[Cancel] to terminate the prompt.

Double-click or click / position the cursor and press [OK] to choose the bank parameter file
which should be used for the communication with the bank.

2017 SEPA 6-8



6.1

Single bank-oriented file creation

B Select bank — O >

Please select the receiver database

Import account information STA (INFOEINL

Import extemal STAfiles (IMPORSTA)
MCFT-Bankzugang zur TestbankST (TESTBAMNE)
MultiCash-Anbindung via SWIFT (SWIFTCOM)
Omikron Testbank (EBIXBAMEK)

Help || oK |

Subsequently, details on the Comms. are prompted in a further dialog ("Send file"), which is differently
arranged according to the selected transmission method.

Enter the Comms. password

The payment order file saved on the hard disk and which will be added to a Comms. session file
must be protected by entering a Comms. password, if it was not stored in the bank parameter
file, so that it can be automatically sent to your bank.

This Comms. password is known only to you and is specified on installation of the
communications link between your computer and the bank. If necessary, you can change the
Comms. password at any time. You can only specify and change the Comms. password in the
Comms. program in the Core module. Further information is contained in the documentation on
the Comms. module.

Check ES

2017

Check the "with (bank specific) Electronic Signature" box only if you have installed the ES (=
Electronic Signature) supplementary module and you wish to transfer the data to the bank using
MCFT, EBICS or FTAM / FTP.

Information on the ES is contained in the User Manual and context-sensitive Help for the ES
module.

Check the box only if you want to sign the payment order file electronically before transmission.
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® ' Include in Commes. batch - O >
Comms. password |

With Blectronic signature ~
-

=

v

v

-

O workstation Own j
Hep || ok |

Send ES separately
The "Send signature separately” box is only effective when you use the FTAM or FTP
procedure to transmit the data. With these methods, you can send the signature file separately
from the original or user data file (see Comms. Chapter 1.2.3: FTAM and 1.2.4: FTP).

Distributed signature
The field "Distributed Signature" can only be highlighted if you are using the FTP protocol for
sending files to the bank (see Comms. Chapter 1.2.4: FTP) and making a first signature. The
"first signatory" initializes the Distributed Signature for the entire file. The function "Distributed
Signature" enables the file to be signed from differing locations.

Sign file directly
If you check the "Sign file directly" box, the dialog box for signing with ES medium follows
immediately after this dialog. Alternatively, an entry is made in the File Manager, where you have
the option of signing.
Confirm the prompt for inserting the ES medium by clicking the[OK] button. Subsequently, the
fields "ES user" (default is current user) and "ES password" will be shown, which should be filled
accordingly.

Activate encryption
Check the "Encrypt file(s)“ box for encrypted file transmission. The file will then be encrypted in
accordance with the settings in the Core module (see Comms. Chapter 4.5: Encryption).

Activate compression
Check the "Compress file" box only if you have also installed the supplementary module FLAM
(= Frankenstein Lidzba Access Method) in the Core module and are using the FTAM procedure
to transfer the data to the bank. The EPFT procedure features automatic data encryption

Check the box only if you want to compress the payment order file before transmission.
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Check "Start Comms. now"

2017

If you have checked "Start Comms. now", the payment order file is sent to the selected bank
immediately via Comms. (if necessary, after some steps concerning ES). In the case of a
network installation, you can also select your local computer or another computer in the network
as the data communications terminal (list box "On workstation").

Then confirm your entries with [OK].

If you have checked the "Sign file directly” box, you will now be asked to issue your Electronic
Signature using the chosen ES medium.

The "Transfer" (more exactly: the preparation of the payment order file for the transfer via
Comms.) is now completed (a corresponding Comms. batch has been included in the file
manager of the Core module).

If you have ticked the "Start Comms. now" box, the Comms. batch is executed immediately
afterwards.
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6.2 Multi-bank file creation

If you have not checked the parameter "Switch off multiple file creation" on the File creation
property page, a shorter dialog box is opened opens in which you can enter the specifications for the
Payment order file(s) you are going to create.

To create a payment order file using the multi-bank procedure you simply have to carry out the
following steps:

- Define time frame for file creation
- Select a summary list printout

- Define the number of cover notes
- Define output medium

- Enter an ID-Group

Confirm these entries with [OK]. The payment order file(s) will then be created.
Please note:
Orders with a bank connection, for which no BPD was selected before, are rejected as defective

on payment order file(s) creation.

@@ List of defective orders — O >
S A

single order MCCT100707000007 : 2568 / No bank parameter file is linked to the ordering party bank.
single order MCCT160707000008 : 2568 / Mo bank parameter file is linked to the ordering party bank.
single order MCDD160707000001 : 2568 / No bank parameter file is linked to the ordering party bank.
single order MCPR1E0707000003 : 2568 / No bank parameter file is linked to the ordering party bank.

Each of the following dialogs for order display or file display can be deactivated using the parameters
"With preview® and "With display of files after creation" on the File creation property page.

As soon as the payment order file is created, the orders added to the payment order file are deleted
from the Order database.

B Create payment order file(s) — O >
BExecution date up to
Orders to execute |P-.II orders ﬂ

Print short list None  ~|
Prirt cover note m
Prirt medium lﬁ
|D<Groups l— ﬂ

Supplementary |D-<Groups
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Multi-bank file creation

The individual steps for multi-bank file creation in detail:

Define time frame for file creation

All orders with dates up to the execution date entered here can be added to the payment order
file.

If you have included lead time days for file creation in the Banks reference table, the system date
is increased by the highest number of these days used. In addition to the lead time days also the
submission deadlines for direct debits must be considered at this point. Therefore, always a date
in the future will be shown even if lead time days for all bank are equal to "0".

You can overwrite the prompt with a date of your choice between the system an the proposed
date in the future or choose it using the calendar function.

Select a short list printout

Here you can specify whether and how a database short list will be printed.
Choose between:

- None,

- Overview,

- Complete,

- Item-by-item and

- Two-line.

Use the SEPA parameter "Short list at file creation" on the File creation property page to
predefine the selection. Of course, this presetting can be changed here.

Select the number of cover notes

Define how many cover notes you want to print possibly.
You can select between:

- none,

- one or

- two

cover notes.

Use the SEPA parameter "No. of cover notes at file creation on hard disk " on the File
creation property page to predefine respectively the selection. Of course, this presetting can be
changed here.

Output medium

As output medium (see Chapter 1.5.2) for printing the different documents, you can choose
between:

- Printer and

- PDF.

Use the SEPA parameter "Print medium" on the File creation property page to predefine the
selection. Of course, this presetting can be changed here.

For the option PDF, you have the option to predefine the place of storage and the name of the
PDF file using the [...]. By default, the print in the fle SPADATEI.PDF is made in the directory of
the user .\MCCWIN\USERS\<User name>.

Enter ID-Group

2017

ID-Group/supplementary ID-Groups are used to limit the orders included in the payment order
file. Specify the ID-Group in the payment order using the Ordering party / Internal property page
(see Chapter 4.1.3).

If you enter here an ID-Group or choose it using [?] from the central ID-Groups reference table
saved in the Core module, only those approved orders with the same ID-Group will be added to
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the payment order file(s) to be created afterwards. The same applies with supplementary ID-
Groups. To supplement the ID-Group two further lines are available.

If you choose an ID-Group the Comms. batch has the same ID-Group in the File manager (see
chapter 5.1.1 of the Core module). Otherwise the program generates an ID-Group.

Initiate the creation of payment order file(s) by confirming your entries with [OK].

Display orders which can be sent
If you have checked the "With preview" option on the File creation property page, a preview
showing all the orders which can be added to the payment order file(s) are shown after you have
confirmed the "Create file(s)" window by clicking the [OK] button. All orders which can be sent
will be displayed (i.e. a BPD file has to be added to the appropriate banks before).
Each line corresponds to one order. If required, you can remove some of the orders to be added
by unchecking one (or more) of the orders.

B " Orders which can be zent — O
PLEASE NOTE: Highlighted orders are included in file(s) (Highlight by mouse click or space bar).
With double-click you can view details of the order.
PLEASE MOTE: If required, the due date of the direct debit collections is adapted according to the SEPA policies!
BIC | Adc. number | Ordering party | Due date | Curmency | Amount | Partner | Order form | Ma. | Type
W COLSDE33.. DES737050198.. MEINE FIRMA 11/0716  EUR 1.00 1 Single order MCDD151204000001 Direct debits
W COLSDE33.. DES737050198.. MEINE FIRMA 11/07/16  EUR 1234500 1 Single order MCDD160705000001 Direct debits
W COLSDE33.. DES737050138.. MEINE FIRMA 07/07/16 EUR 1234500 1 Single order MCPR160704000001 Payment reversals
<
Highlight al | Delete highlights | Hep | | Create files

Click the individual records to remove or set again the highlight (tick). To remove the (all)
hightlight(s), press the [Delete highlights] button. Use the [Highlight all] button to mark all
orders at once.

You can view the details of each order by double-clicking on the respective order.

Create the payment order file(s) by adding the checked orders to the file(s) using the [Create
files] button.

Display files to be sent
If you have checked the "With display of files after creation" option on the File creation
property page, a list box showing all the files which can be sent will be displayed after you have
confirmed the "Create file" window with [OK] or -if activated- the "Orders which can be sent"
window with [Create files]. With multi-bank file creation the program will send one payment
order file per bank.

The name of the payment order files generated using the multi-bank procedure has the format
YYMMDDnn.*, e.g. 16122301.CCT.
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In the window title bar the ID-Group is shown, which is used for the Comms. batch of the file in
the file manager of the Core module.

B ' Files which can be sent (ID-Group file manager: SPA28572)

- O *
PLEASE MOTE: View details by double clicking the order.
Payment order files BIC Bank parameter file Session type Total of amounts Mo. of orders
16070701.C01 COLSDE3I3HK Omikron Testbank: D1 12,346.00 2
16070701.CPR COLSDE33CX Omikron Testbank CPR 12,345.00 1
£ >
Help ‘ | Prepare files for Comms.

You can view the details of each file by double-clicking on the respective entry.

After pressing the [Prepare files for comms.] button and subsequent filling of the Comms.
dialog (for further procedure, see Chapter 6.1), the multi-bank file creation is completed.

In the event of an error occurring, the corresponding file will be displayed in another window together
with an error text. Double-click the record to view the content of the file.

Please note:

All defective files will be deleted. Clear the error in accordance with the details in the error text
and repeat the file creation process.
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6.3 Display payment order files

Choose -Display payment order files- to view payment or print different list types (e. g. Overview, Cover

note) for the payment order files stored on the hard disk.

Start the function by clicking on

Tu i =

or
or by choosing menu item -Payment orders- / -Display payment order files-.

This opens the dialog box for specifying the output device and the list type.

i Sepa display — O >
Output device List type
Screen - |Ovewiew j

Help | Output |

Specify the "Output device" in the list box in the left-hand section of the dialog box.

From the screen output you have the possibility to print out or to search the displayed lists for certain

text passages.

After you choose "Printer" to be the output device, the [Printer] button will become active. If you click

on this button, the printer selection dialog box will appear.

Specify the list type in the "List type*“ list box in the right section of the dialog box.
Lists are output in fixed formats which you cannot change.

Choose between the following list types:

Overview

The "Overview" list contains a header describing the payment order file. The header contains

page number, user name, time, date, file name, payment type, Bank Code, account number,

Ordering party name as well as date of file creation and execution date.

All orders in the payment order file are then displayed with the Beneficiary name, Bank Code

and beneficiary account number, the first line of payment details, text code, ISO currency code

and amount. Each line corresponds to one order.

The list is terminated by an area where the number of the transmitted orders and their totals are

listed as well as checksums for account number and Bank Code.

Cover note

The structure of the cover note corresponds to that of the print output, which is created during

file. You can output a cover note for any payment order file at any time.

Complete

The list type "Complete" corresponds to a large extent to the list type "Overview". Details for
each payment order are listed in complete form, that means with a maximum of 14 lines of

details for each order.
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Two lines
The list type "Two lines" corresponds to a large extent to the list type "Overview". However the
first two lines of the details are only listed for each order.

Compressed
The header of this list type contains besides the page number, user name, time and date the
substantial file information: File name and date of file creation.
The payment order file information is compressed to one line for each customer/account
combination. Each line contains besides the bank code account number and customer name,
execution date, total of account numbers, total of bank codes, number of orders and total of their
amounts.
The list is terminated by the total of the transmitted orders and the the total of amounts per
payment order file.

In the button bar section you will find one more button besides the [Printer] selection function and the
standard [Help] function. The [Output] button initiates data output to the specified output device in the
specified list type.

After pressing the [Output] button a dialog box opens for the selection of the payment order file
to be displayed or printed. The dialog box displays the names of the payment order files that are
in the current directory ..\MCCWIN (if you have chosen the file type accordingly). You can
change the "file type" to that direction that "All files" will be shown.

If you wish to open a payment order file in a different directory, first click on the arrow next to the
field "Search in:" and then on the disk on which the directory is found. You may need to scroll
through a list to view the remaining directories.

Double-click on the directory containing the file you wish to open. To select the desired file to be
shown or printed, double-click on it, click on it once and then on [Open] or position the cursor on
it and confirm with <Return>.

Subsequently, the output of data starts.

If you have selected the screen output, additional options are available in the file display.

1 Sepa display — a x
3 dh

General information about the file 16070701.CD1

Number of logical files Total number of payments Sum payments Currency
2 2 12,346.00 EUR

Payment singles overview

Ord.Party/Receiver
COLSDE22)¢X / DES7370501980032633322
MEINE FIRMA
/5 N /s [<[¥] 23
& Type Value date Partner Datails ‘Amount Currency
Debit (1) 11/07/2016 1/ COKSDEZ3X:X / DE607 00517 550000007 229 Miete Dez.B) EREF-E2ED151203000001 1.00 EUR
Totals information of logical file
Type Value date Ordering party Total number of payments Sum payments  Currency
Debit 11/07/2016 COLSDE22X0¢K / 1 1.00 EUR

DES7370501980033633322
MEINE FIRMA

End of logical file

Payment singles overview

Ord.Party/Receiver
COLSDE33)XX / DE97370501980033633322
MEINE FIRMA
- 49 43 [=~] Ay
& Type Value date Partner Details ‘Amount Currency
Debit (1) 11/07/2016 1/ COKSDEZ3XXX / DE607 00517 550000007229 Miete JulyBJ EREF+E2ED 140721000004 12,345.00 EUR

Totals information of logical file

|

E

Type Value date Ordering party Total number of payments Sum
Debit 11/07/2016 COLSDE33XXX / 1 12,345.00 EU
DES7370501980033633322
MEINE FIRMA

B

End of logical file

End of file

~
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6.4 Generate SPAFIBU.TXT

6.4 Generate SPAFIBU.TXT

If you have checked the parameter "Generate SPAFIBU.TXT automatically” in the menu item -
Administration- / -SEPA parameters- on the General property page, the SPAFIBU.TXT will be created
or updated whenever you create a payment order file.

Each order in the payment order file corresponds to one line in SPAFIBU.TXT. In menu item
-Administration- / -Import/Export- / -Maintain Import/Export file-, you can define the information in the
payment that is to be adopted in the SPAFIBU.TXT file.

SPAFIBU.TXT contains all payments data necessary for further processing and can, for instance, be

exported to your general ledger (financial accounting) system. Information on the structure of
SPAFIBU.TXT is contained in the Annex.
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7 Additional functions for orders / payment order files

7 Additional functions for orders / payment order files

This Chapter describes the additional functions contained in the -Payment orders- menu.

They include functions to assist you in the administration of your orders such as View due orders, a
function which allows you to alter orders already created with the greatest ease (Search / Replace) as
well as a delete function for orders that are no longer required (Delete orders).

The Payment history function allows you to track the individual processing steps of an order from the
time of creation right up to the transmission of the payment order file.

Use the Import payment order files function to import already completed payment order files to the
Order database of the Payments module.

Use the Import reject files function to allocate files with reject information to the payment order files in
the history.
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7.1 View due orders

7.1 View due orders

Use this function to view or print all orders whose due dates are before the current system date, which
are due on the system date or which are due between the system date and system date + a number of
days (depending on the number of Lead time days)

Start the -View due orders- function either

- by clicking on

& &

or
or

- by choosing menu item -Payment orders- / -View due orders-.

A sorting dialog box is immediately displayed into which you can enter your sort criteria.

Specify the Output device in the list box at the right.

Specify the report type in the List type box at the right of the dialog box. Choose between

- Overview
The due payment orders are listed in a table with their key data.

The screen or printed list concludes with a balances line (separate for transfers, direct debits,
express transfers and cheques).

- Compressed
This option provides a summarised overview of all due orders.

- Complete
The due payment orders are listed in a table with all their data.

- by accounts
The due payment orders are displayed sorted by accounts.

Open the report by clicking on [Outpuf].

Depending on the number of records stored, your computer may require several seconds until all due
payment orders have been identified in the database and presented in a list.
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7.1 View due orders

A Due orders

- X

SR E Page 1 of 1

Due payments 07/07/16 11:09 Page 1

Order number

MCCT160707000001

End-To-End reference

E2EC151119000001

Ordering party Partner Currency Amount

NAME/IBANC EUR 14,923.00

BIC BIC Order form Due on

COLSDE33XXX COKSDE33XXX Single order 07/07/16

IBAN 1BAN Payment type Approvals

DE97 3705 0198 0033 6333 22 DEG60 7005 1755 0000 0072 29 Credit transfer

Balances of listed single items (EUR)““

Credit transfers. Direct debits B2B-Direct debits Urgent transfers Direct debit reversals
No. 1 0 0 0 0
Amount 14,923.00 0.00 0.00 0.00 0.00
Total number Total balance
1 14,923.00
2017 SEPA 7-4



7.2 Search / Replace data in orders

7.2 Search / Replace data in orders

Use the Search / Replace function to find and replace payment details, amounts, due dates, etc. in
existing payment orders. Start the function by choosing menu item -Payment orders- / -
Search/Replace-.

B Search / Replace - O X

Exchange in the records matching the following critera:

it will be exxchanged
Replace for field old: MEW:

| =
| = | |
| =]

| Automatic replace | Replace on prompt | Help

Use the upper section of the dialog box to specify the criteria to be used to search records. You can
use three different fields as limiters. Enter the field name in the first column, the operator in the 2nd
column and the relevant field contents in the 3rd column.

Example 1:
1. Column 1. Field Due date
2. Column 1. Field equal to
3. Column 1. Field 23.12.2016

If you define more than one criterion, these will be linked by an AND operation.

The lower section of the dialog box is reserved for details about the field contents to be replaced. Enter
the field which is to have its contents replaced in the first column. Enter the existing contents in the 2nd
column and the new field contents in the 3rd column.

Example 2:
1. Column 1. Field Details
2. Column 1. Field DISCOUNT
3. Column 1. Field REBATE

The following also applies here: If you enter more than one criterion, they will be linked by an AND
operation.
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7.2 Search / Replace data in orders

Please note:
Replacement operations concerning the payment type can only be accomplished within the
respective variants for credit transfers and direct debits, i.e.:
Transfers <-> Urgent transfers
Direct debits <-> B2B direct debits (only, if an appropriate mandate is linked to this payment)

Error message 2164 S

|' Wi The payment type can only be changed within credit transfers or direct

KeY' debits. (1)

OK

The replacement operation can be run
automatically

or

with a prompt (Replace with prompt).

[Automatic replace]
The program searches the Order database for records with the same criteria as described in the
upper section of the dialog box.
The content of the fields in these records will immediately be replaced with the criteria you have
entered in the lower section of the dialog box.

[Replace on prompt]
The program searches the Order database for records with the same criteria as described in the
upper section of the dialog box. Each record corresponding to these criteria is shown with its key
data in a new dialog box. Press the [Replace] button to replace the fields using the criteria you
have entered in the lower half of the dialog box. If, however, you select the [Continue] this
record will be skipped without replacing any data and the next record corresponding to the
search criteria will be displayed.

Each record corresponding to these criteria is shown with its key data in a new dialog box. Press
the [Replace] button to replace the fields using the criteria you have entered in the lower half of
the dialog box. Press the [Continue] button to skip this record without replacing any data. The
program shows the next record corresponding to the criteria. You can quit the "Find / Replace"
function by choosing [EXxif] to return to the main application window.
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7.3 Delete orders

7.3 Delete orders

Choose menu item -Payments- / -Delete orders- to delete payment orders. This function is particularly
useful if you want to delete several payment orders. You can remove individual payment orders from
the Orders database by selecting the appropriate record in the database overview, clicking the right
mouse button to open the drop-down menu and selecting the -Delete record- option or by selecting the
appropriate record in the database overview (double-click on the -View details- option) and click on the
[Delete] button in the dialog box.

If you have checked the default parameter "Selection before account by account approval and
deletion" on the General parameters property page, a selection dialog box appears after you have
selected menu item -Delete orders- in which you can specify Selection criteria for the orders you want
to delete.

If you have confirmed the entries in the selection list box with [OK], a screen list opens in which the
payment orders to be deleted are displayed with order type, payment type, order number, ordering
party, partner, currency, amount and due date.

The payment orders listed are sorted in ascending order by order number. The list may extend over
several pages.

B Delete orders — O >
MOTE: Marked entries will be deleted. (Mark with mouse or space-bar)
With double-click you can view details of the order
Order form Payment type Order number Ordering party Partner Curmency Amourt | Due date
kT Single order Credit transfer...  MCCT160707000001 MNAME/IBANC 14,923.00 07/07/16
W Standing order ... Directdebit ... MCDD151203000001 MEINE FIRMA 1 EUR 1.00
W Template Direct debit ... STANDARD 000001 MEINE FIRMA EUR 0.00
¥ Template Credit transfer... STANDARD 000002 AUFTRAGGEBERNAME. .. EUR 0.00
W Template Direct debit ... STAWDARD 000003 AUFTRAGGEBERNAME. .. EUR 0.00
W Template Credit transfer... STANDARD 000004 AUFTRAGGEBERNAME... EUR 0.00
W Template Credit transfer... STANDARD 000005 NAME/IBANC PARTNER IN OSTERREICH EUR 0.00
¥ Template Credit transfer... STANDARD 000006 MNAME/IBANC PARTMER IN OSTERREICH EUR 0.00
W Template Credit transfer... STANDARD 000007 NAME/IBANC 1 EUR 0.00
W Template Credit transfer... STANDARD 000002 NAME/IBANC 1 EUR 0.00
¥ Template Credit transfer... STANDARD 000009 NAME/IBANC 1 EUR 0.00
W Template Credit transfer... STANDARD 000010 MNAME/IBANC 1 EUR 0.00
W Template Credit transfer... STANDARD 000111 MEINE FIRMA PARTMNER IN OSTERREICH EUR 0.00
W Template Credit transfer... STANDARD 000112 NAME/IBANC 1 EUR 0.00
< >
Highlight all | Delete highlight{s) | Hep || Delete orders

Double-click an order to display the detailed view of the respective order.

The individual orders are checked with a tick at the beginning of each line. This check means that the

order will be deleted. If you do not want to delete an order in the list, click on the corresponding record
to remove the mark.

You can use the [Delete highlight(s)] button to remove all of the marks at once. Alternatively, you can
mark all of the unmarked records at the one time by clicking on [Highlight all].

Please note:
The payment orders displayed for deletion are normally shown as orders awaiting deletion.
However, if you have checked the default setting "Default delete to NO“ on the General
parameters property page, the entries listed for deletion are not checked. This means that each
payment order to be deleted must be checked separately.

If the "ticked" orders are to be deleted, click on [Delete orders]. The program removes the checked
payment orders from the database.
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7.3 Delete orders

The program deletes the highlighted payment orders after confirming a concluding security prompt with
[Yes] from the database.

Delete orders

Are you sure you really want to delete these 14 orders 7

la Mein

You can close the list at all times using the close button without deleting any payment orders.
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7.4 Payment history

7.4 Payment history

Click on the icon

s

or choose menu item -Payment orders- / -Payment history- to start the -Payment history- function.

This opens the Order history overview in which the processing information of all payment orders is
saved, provided that is, that you have checked the parameter "Maintain payment history" (cf.
Chapter 2.1.3: Payments property page). The period of time for which this information is saved is
specified using the SEPA parameter "Delete payment history after how many days").
Afterwards, the corresponding entries are automatically deleted from the payment history.

The database overview displays per payment order the date of file creation, the type of payments, the
ordering party and the partner each with bank details as well as amount, currency, due date and the
status of the order in the file manager.

B payment history — O x
Original file name File name
ELASPAWINVIGOTO701.CPR EAASPAWINVIGOTO0701.CPR
Session type Bank parameter file Comms. order no.
CPR EBIXBAMNK AD10
Comms. answer Bank server date
0 00:00
File creation date | Payment type Ordering party Partner ‘Currency Amount | Due date | Revoked Reject A

Q7I07ME Direct debit reversal MEINE FIRMA 12,345.00 07/07TM6 Mo

COLSDE33X.. | COKS..
DES7370501... | DEGOT...

ATINTIAS Mirm ok et AT IRIT CIMRAA El [ W L} A a4 nn | aamTae (NP (NN

£ >

o o » R I o

Select ‘ Print ‘ File: infarmation ‘ Help

You can generate a new single order from this historical view of the chosen order (i. e. also from
orders with status "Deleted", see below) by clicking the appropriate record, opening the context menu
via right mouse button and choosing menu item —Generate single payment-. (The same function can
be opened from the detailed (see below) view using the [Generate single payment] button in the
functional area.)

Date file Type ‘Ordering party | Partner | Curmency Amount | Due date Status file manager | Revoked | Reject |
21.06.12 Directdebit Auftragge.. Part.. EUR 1234500 280612 Transferred defectively View detail

POBADE... | COL.. ot

DEBO700... | DEY.. Generate single payment
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7.4 Payment history

Directly after the clicking, a copy of the order is available for processing under -Payment orders-.

Mote 2007 >

I_\ Single order MCDD160707000001 was added to the database

OK

If payment reversals are allowed for certain orders (bank specific parameter see Chapter 3.2),
payment reversals can be initiated for a single payment via context menu additionally.

Date file I Typa I Ordering party I Partner I Currency I Amauntl Due data
241012 Direct debit Ldes s iiaann R 1234567 89 311012
View details

Generate single payment

241012 Direct debit 9.876.543.21 | 31.10.12

Revoke payment

I'mn 1ocoownaare? | MERN27RENDO

Also in this case, a copy of the order is available for entering reversal reasons under —Payment orders-

Mote 2007 X

h Single order MCPR160707000003 was added to the database

OK

The reversed order is labelled accordingly.

Date file | Type Revoked | Reject
221012 Direct debit Yes Mo

After specifying the reason of the reversal, approval and subsequent file creation, the reverse
transaction is also archived in the history.
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7.4 Payment history

Example (direct debit order and corresponding reversal):

Date file | Type | Oirdering party | Partner | Currency | Amount | Dhee date | Revoked
221012 Direct debit Aufiraggebername  Partnername EUR .23 7,89 29.10.12 {

FRBEMNLZLCXK COLSDE33XXK
NL18FRBKO029E2... | DES73705019...
221012 Direct debit reversal | Aufiraggebername | Partnername EUR 1.234 567 89 [ 221012 Mo
FREBKMNLZLCH COLSDE3300(
NL18FRBK02962... | DEG73705019. .

Reject information is extracted on program start automatically from incoming Payment Status Report
files (pain.002) and processed accordingly. For the status reconciliation in history appropriate
information is also be interpreted from MT940 and CAMT transactions.

[ EZ

l . Rejects have been collected.

OK

Rejects of SEPA orders (so-called R transactions) result in a status change of the corresponding
history record in the column Reject. Reject reasons can be displayed using appropriate property pages
(Reject infos (file) property page / Reject infos (transaction) property page ).

Currency Amount | Due date |H.e'.lohed Reject

11.09.14 Mo

EUR 999999 | 11.09.14 Mo Yes

Besides the standard buttons [Select], [Print] and [Help], the functional area of the database overview
contains the [File information] button, which you can use to display additional information such as
original file name, file name, session type, bank parameter file, order number, Comms. answer and
Bank server date for the relevant order.

If a created payment order file is imported using the function —Import payment order file- (see Chapter
7.5), all contained orders in the payment history are set to the status "Deleted", provided that the
deletion of the imported file has been initiated after the import.

Orders from files which have been deleted in the file manager itself also receive the status "Deleted"
(for the other stati, see Chapter 5.1.1: Database overview file manager in the basic documentation
concerning the communication). The information also regarding these orders with status "Deleted" will
be automatically removed from the view in the payment history. This happens definitely only after the
expiry of the deletion period.
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7.4 Payment history

A dialog box opens which contains various property pages very similar to those used for order entry.
As Payment history is primarily a display function, the data can be viewed here but cannot be edited.
The corresponding boxes are therefore inactive.

However, you can generate a new single order from this historical view of the chosen order (i. e. also
from orders with status "Deleted") by clicking the [Generate single payment] button in the functional
area. Open the same function in the database overview by right-clicking and choosing menu item —
Generate single payment-. Directly after the clicking, a copy of the order is available for processing in
Enter payments.

The name of the file from which the selected order originates can be seen in the title of the dialog box.
The order number, date on which the file was created, order type (single order etc.) and payment type
(credit transfer etc.) is displayed in the header of each property page.

The boxes on the Payments property page largely correspond to the fields in the payment order dialog
box (cf. Chapter 4.1.1: Payments property page).

The boxes on the Partner property page are the same as the boxes in the dialog box containing the
Beneficiary/Payor data (cf. Chapter 4.1.2: Partner property page).

The boxes on the Ordering party / Internal property page are the same as the boxes in the dialog box
for entering orders (cf. Chapter 4.1.3: Ordering party / Internal property page).
In addition, the access class is displayed here.

The boxes on the Ultimate parties property page are the same as the boxes in the dialog box for the
ultimate ordering parties/partners (cf. Chapter 4.1.4: Ultimate parties property page).

The boxes on the Additional Information property page are the same as the boxes in the appropriate
dialog box (cf. Chapter 4.1.5: Additional information property page).

The boxes on the Direct debit additional property page (only available in case of installation of the
SEPA Direct Debit module) largely correspond to the fields in the payment order dialog box for the
additional direct debit data (cf. Chapter 4.1.6: Direct debits additional property page). The gross
amount and net amount of the order are also displayed.

The boxes on the LDGR data property page largely correspond to the fields in the LDGR data dialog

box (cf. Chapter 4.1.7: LDGR data property page). The gross amount and net amount of the order are
also displayed.
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7.4

Payment history

Click on the File tab to obtain additional information relating to the processing of the order and the

transmission status.

The User, date and time of the action is displayed along with the person who entered the order, the

person who approved the order, (up to two approvals), the person who created the order, the person(s)
who issued signatures (up to six signatures) and the person who initiated Comms.

Payrment erder from file 16070701.CPR

| >

Payments I Partner I Ordering party / Intemal I |timate ordering party I Additional information
Direct debit additional | LDGRdata  File | Reject infos file) | Reject infos fransaction) | Reversal
Order number |I"-'1CF'H1 60704000001 | Single order j
End-To-End reference IEZED1 51125000001 IDireu:'t debit reversal ﬂ
Creation ID?K 07/16
— Payment history
User Date Time User Date Time
Entered by | [4/07716  [16:35
Approvals | | joo-00 | | joo-00
Fle creation |2 [07/07/16  |10:48
Signatures I I I I I I
| | | | | |
| | | | | |
Comms. | | oo:00 Bark server | oo:00
— Comms. information
Session type Bank parameter file Order number Status file manager
|CPR |EBIXBANK AD0 | Waits for Comms -Pin =l
Comms. answer
o | |
Criginal file name File name
|E:"-.. ASPAWINYTED70701.CPR |E ASPAWINYIED70701.CPR
ﬂ (Generate single payment Print Help

Additional details relating to the Commes. status are also displayed. These details correspond to the

information which can be obtained by clicking on the [File information] button in the database
overview.
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7.4

Payment history

Using the Reject infos (file) property page you can view in case of rejects corresponding information
(concerning the file), provided that status files with this information have been imported automatically
or by using the menu item -Import Reject files- in menu -Payment orders- (see Chapter 7.6).

Payment order from file 14091101.CCT

- | X

Payments I Partner I Ordering party / Intemal I Lttimate ordering party Iﬂ.dd'rtiunal infarmation

Direct debit addional | LDGRdata | File

Reject infos file) |HEjed infos fransaction) | Reversal

COrder number |I"-'1CCT14D51 1000001 I Single order j
End-To-End reference |E2EC14D51 1000001 ICre-:I'rt transfer j
File reference File created Imported
|REJECTO j04.07.16 f10:38 j04.07.16
— File information
Status I
Reject party |
Reason I
Additional status information
ﬂ Generate single payment Prirtt Help
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7.4 Payment history

Using the Reject infos (transaction) property page you can view in case of rejects corresponding
information (concerning the transaction), provided that status files with this information have been

imported automatically or by using the menu item -Import Reject files- in menu -Payment orders- (see
Chapter 7.6).

Payment order from file 14091101.CCT

Payments I Partner I Ordering party / Intemal

Direct debit additional I LDGR data I File I Reject infos file)  Reject infos fransaction) |Heuersal

I Lttimate ordering party

- | X

I Additional information

COrder number |I"-'1CCT14DE!1 1000001 I Single order ﬂ
End-To-End reference |E2EC14I}51 1000001 ICre-:I'rt transfer j
Status identification Imported

| Status-ID

IM.D?.1E

— Payment information

Status I

Reject party |

Reason MD04

InvlidFile Format ForGrouping Indicator

Additional status information

ﬂ Generate single payment Prirtt

Help
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7.4 Payment history

The boxes on the Reversal property page (visible, if additional module is installed) correspond to the
fields in the Reversal dialog box (cf. to Chapter 4.1.9: Reversal property page).

Payment order from file 16070701.CPR — O e
Payments I Partner I Ordering party / Intemal I Utimate ordering party I Additional information
Direct debit addtionsl | LDGRdata | Fle | Rejectinfos file) | Rejectinfos fransaction) — Reversal
Order number IMC PR160704000001 I Single order ;I
End-To-End |E2ED1 h1125000001 IDire::t debit reversal ;I
Reason of LI
reversal

The following Reports (list types) are available for outputting the payment history:

B Print history — O ot
Sorting: Output device
1. I ;I [T Dezcending |Sereen ;I
2 I ;I [T Dezcending
3 I ;I [T Descending List type
4 I ;I [ Descending |Overview ;I
Owverview
Complete
Delete | Prirter | Save | Order confimation
ftem by item
Overview
The historical data are listed with their key data.
Complete

The historical data are listed completely.

Order confirmation
This type of payment confirmation may be required in some countries.
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7.4 Payment history

SEPA payments

Order confirmation

10.08.17

14:24

Page

77

Bankzugang:
Teilnehmerkennung:
Auftragskennung:
Ubermittiungsstatus:

Credittransfer  Gbermittelt am 10.08.17, 13:30

EBIXBANK
MKA10011

CCT /ADB1

ES check successful

Ordering party

Konipinhaber.

BIC /IBAN:

Partner

Name:

BIC /IBAN:

Uberweisungsdaten
Amount

Detals:

Dae

Enc-To-End referance:

s rumber.

ALFraggEDer In der SEweE

COKSDEIION | DESI3TIS0280001 0203040

PARTMERNAME / ZAHLUNGSPFL 1

COLSDEIINXX / DEST3T0S01980033533322

EUR 12.345,00

1008197
E2ECAT0E29000001

MCCT1T0E10000001

Loram Ipsum dolor s amet. Consectetuar adpiseing 2it, sad dam non
Ut wisl enim ad minkm venlam, quis nostrud exerd tafion wllamcorper s
Duls auni=m wel eum Inure dalor In hendrertt In vulpuiais velt esse m
2t accumsan et lusto odio dignissim qul blandtt pracsent luptstum azt

12345675901 234567 6001 2345675901 2345676501234 567530 12345673201234 56 7590

Single printout

With this type of list, all data from a single record is printed on a separate page.

In the "Overview" and "Complete" lists (separated by transfers and direct debits), the transaction

amount and the number of the included transactions are outputted per currency.
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7.5 Import payment data

7.5 Import payment data

Choose menu item -Payment orders- / -Import payment order files- or click on the icon

B <]

or (Import files)

to import existing payment order files created in the SEPA module or external programs or import files
with appropriate payment data into the order database.

The program assumes by default that the payment files to be edimport are located in directory
-A\SPAWIN. The selection of other directories is possible (e.g. for the import of appropriate import files).

The files available in the corresponding directory are offered for import. Using the selection list box

"File type" you have the option to limit the selection to payment order files (*.CCT etc.), to the import
file SPAFIBU.TXT or to import files with other names (*. TXT).
What was already said about the import of reference table data (see Chapter 2.2.4: Import reference
tables) also applies to the SPAFIBU.TXT (see Chapter 6.4: Generate SPAFIBU.TXT) or other import

files.
B Select payment order file(s) X
Suchenin: | SPAWIN s e ®EerE
* Mame ﬂnderungsdatﬁm Typ &
16070701.CD1 07/07/2016 10:48 CD1-Datei
Schnelugdf el el
| 16070701.CPR 07/07/2016 10:48 CPR-Datei
Val ] 16070701.CCT 07/07/2016 10:41 CCT-Datei
Desktop | 16070501.CCC 05/07/2016 15:43 CCC-Datei
. | 16070501.CCT 05/07/2016 15:40 CCT-Datei
M | 16070401.CCU 04/07/2016 16:13 CCU-Datei
Bbliotheken | | 16070401.CD1 04/07/2016 16:13 CD1-Datei
g | 16070402.CCT 04/07/2016 16:13 CCT-Datei
- T 16070401.CET 04/07/3016 15:51 CET-Datei
—=E S | 15120302.CD1 03/12/2015 14:31 CD1-Datei
" [ 15120301.CD1 03/12/2015 14:24 CD1-Datei "
Netzwerk ~ © =
Dateiname: *16070401 CCT" "16070701.CD1" "16070701 ~ |
Dateityp: |F‘a1_.'1'nerrt order files j Abbrechen
Hilfe
2017 SEPA 7-18



7.5 Import payment data

On the import of TXT files (deviating from the import of SEPA files) the following is accomplished:

1. If the mandate contained in the TXT file cannot be found in the mandate table for the ordering party,
the data is entered without link to the reference tables as payment record.

2. If the mandate is found in the mandate table, all mandate and partner data from the module's
reference tables is taken and linked to the payment (Note: mandate and partner data included in the
TXT file is replaced if applicable).

The reference tables are not extended by the creditor ID contained in the TXT file. However, the
creditor ID is required in the WVD control file for the export. Here, it can be exported from the
reference tables then.

Double-click to select the file(s) to be imported.

B Import payment order file(s) — O >
Order form | Single arder j
Delete payment order file(s) on import [

Access class ﬂ | |
| DHGroup ﬂ

PLEASE MOTE: f required, the due date of the direct debit collections

is adapted according to the SEPA palicies!
Help | oK |

Select an entry from the "Order type" menu in the following dialog to import the orders into the Order
database as

- Single order

- Standing order

- Variable amount order
- Template

Check the box "Delete payment order file(s) after import* if the selected payment order file(s) is(are)
to be deleted after it(they) has(have) been imported into the Order database.

For the orders to import, an access class can be set. When defining the access class for the orders,
you access the data of the Access classes reference table from the Core module using the [?],
provided that records have already been added there. Position the cursor and confirm with <Return>
or double-click to choose one of the available access classes which you want to allocate to the
payment orders in order to “highlight” the records with it.

In the same way, an ID-Group can be assigned for the orders which can be imported. To choose the
ID-Group for the orders, you access the data of the ID-Groups reference table from the Core module
using the [?], provided that records have already been added there. Position the cursor and confirm
with <Return> or double-click to choose one of the available ID-Groups which you want to allocate to
the payment orders in order to add a grouping option.

On importing direct debits, the due date is checked and, if necessary, is matched according to the
SEPA guidelines.

Confirm your entries with [OK].
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7.5 Import payment data

The import sequence is halted if the payment order file to be imported contains serious errors. Close
the error message with [OK].

If it is detected, that the file contains errors, however at least one record can be imported, the following
message appears and the import can be continued if necessary. Quit the message by using the close
button [x] of the window.

@A List of defective orders - O *

& A
single order MCDD151204000001 : 2547 / A record with this reference already exists. A new reference is allocated.
5ingle order MCDD160705000001 : 2547 / A record with this reference already exists. A new reference is allocated.

Subsequently you can choose whether the import shall be continued nevertheless ([Yes]) or whether
the import shall be cancelled ([No]).

SPA

Payment order file E\_325\5PAWINY16070701.C01 is defective.

Do you want to import the file nevertheless 7

la Mein

The payment order files to be imported contain Ordering party and Account data. During the import
sequence, the program checks whether the Ordering party and the Account data are already contained
in the reference tables.

If this is not the case, a dialog box opens and you are prompted to enter the missing data. Allocating
an Ordering party or Account code allows the (sub)records to be imported into the relevant reference

tables.

If you have set the parameter "Accept alc. group of user on import" on the General (parameters)
property page, the a/c. group of the current user will be accepted on import for new accounts.
If the parameter has not been set, the new account gets the a/c. group "0".

As soon as the import sequence has been completed all the imported orders are displayed in a list.
Click on the close button to quit this list and return to the main application window.

B Import payment order files (Single orders) - O *
Order number | End-To-End reference | Ordering party name ~
MCDD160707000004 E2ED151125000001 MEINE FIRMA
MCDD160707000005 E2ED151203000001 MEINE FIRMA
MCDD160707000006 E2ED151203000001 MEINE FIRMA
MCDD160707000007 E2ED151203000001 MEINE FIRMA
MCDD160707000008 E2ED151203000001 MEINE FIRMA

The file 16070401.CD1 with 5 payment(s) with 12,350.00 EUR has been imported.

<

14 new orders added.
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7.5 Import payment data

Please note:
The due date of the imported payment orders (single, standing or variable amount orders)
corresponds to the due date of the underlying order. You must make any changes to each single
order manually. Templates do not have a due date.

In the case of standing and variable amount orders, the due date is entered in the "First time"
box. The "Last time" box is blank. The default payment cycle is "weekly". If necessary, change
the default values manually.

The imported single, standing or variable amount orders are not approved.
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7.6 Import reject files

7.6 Import reject files

Use menu item -Payment orders- / -Import reject files- to import reject files (*.CRJ, *.CDR, *.CRC, *.
CBC, *.CRZ, *.CDZ) into the SEPA module.

CRJ, CRC, CRZ = Reject information status file for credit transfer
CDR, CBC, CDZ = Reject information status file for direct debits

After starting the menu item, a list box opens, listing all reject files available in the .\MCCWIN
directory.

B ' Choose reject files — O >

Choose reject files

REJECTD1.CRJ Reject files from 4.07.16
REJECTO2.CRJ Reject files from 4.07.16

Other files Help | ok |

Use the [Other files] button to search also for a reject file in another folder.The reject files available in
the corresponding directory are offered for import.

Choose that file(s) which shall be imported by clicking and confirming with [Open] or by a double-click.

If the reject file to be imported shows errors and if problems occur during the allocation, a
corresponding window is displayed. Confirm the error messages in each case with [OK].
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7.6 Import reject files

As soon as the import sequence is completed, for files which could have been allocated successfully
the status "OK" is displayed (use the close button to return to the main application window).

B Import reject messages - d X
Cirder reference End-to-end reference BIC IBAMN Status
MCCT 140911000001 E2EC140911000001 DEST370501980033633322 Ok
MCCT 140911000002 E2EC140911000002 DEST370501980033633322 Ok

Ready (EN_325\MCCWIN\REJECTOZ.CRJ}
Ready (EA_325\MCCWIN\REIECTO1.CR)

Subsequently you can view the reject information under -Payment orders- / -Payment history-(see
Chapter 7.4).
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A Format descriptions

A Format descriptions

The Annex contains descriptions of the formats used in the SEPA module. Additions will be made to
the list of formats in line with new program releases.

The Annex currently contains the following chapters:

- A1: Reference tables

- A2: SPAFIBU.TXT

- A3: SEPA Payment order files

- A4: Export from History database
- A5: Form templates
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A1 Reference tables

A1 Reference tables

Eight reference tables are used to assist the keying of SEPA payment orders in the SEPA Payments
module (SPA).

You can enter the data into the reference tables manually, or populate the reference tables with text

files. Manual entry into the reference tables is described in Chapter 3: Reference tables. Information on
importing text files is contained in Chapter 2.2.4: Import text files info database.

Key to columns in the descriptions of the records:

No. = Consecutive field number
Type = Field type
a = alphanumeric
n = numeric
x = Date field in format DD.MM.YY
y = check box
m = list box (text field)
Length = Field length
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A1 Reference tables

Text file for Countries reference table

No. Type Length Description
1 a 2 ISO-Country Code
2 a 30 Country name
3 a 7 Country short name
4 y 4 Activate currency: Yes/No

Text file for Banks reference table - Database SPABANK

No.

-

<
O
®

Length

Description

11

BIC

35

Bank name 1

35

Bank name 2

35

Street

35

Town

30

Bank parameter file description

8

BPD file name

2

Lead time days

O[NP |W[IN|—

oo oo |o|o|o|s

3

Type of file creation:

- 0 = Container version (BdB)

1 = DK format

- 2 = Extended Grouping Options (SIZ format)
- 3 = Omikron (MultiCash format)
- 4 = STUZZA format

- 5 = MultiCash-CZ format

- 6 = UNIFI format

- 7 = MultiCash-HU format

- 8 = MultiCash-CEE format

- 9 = MultiCash-PL format

-10 = MultiCash-SK format

-11= UNIFI-2009 format

-12= SEPA-CH format

-13= SEPA-IT format

10

Single booking possible: Yes/No

11

Urgent transfer allowed: Yes/No

12

S <

Session type for urgent payments:
0=CCT
1=CCU

13

Structured details: Yes/No

14

Aviso permitted: Yes/No

15

Payment reversal is supported: Yes/No

16

Local bank

17

O+ <<

W=
BB

Receiving party

2017
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A1 Reference tables

Text file for Ordering parties reference table - Database SPAABS

No.

-

<
O
®

Length

Description

4

Ordering party code

35

Ordering party name 1

35

Ordering party name 2

35

Ordering party name 3

35

Ordering party Street

35

Ordering party Town

16

Post code

2

ISO Country Code Ordering party Country

OO (N[O |W[IN|—

64

E-Mail address of the ordering party

35

Creditor identification number

—_— -
=10

Slolo|oooo|lo|o|o|s

3

Ordering party identification:

0 = None

1=BIC

2 = IBEI

3 = BEI

4 = EANGLN

5=USCHU

6 = DUNS

7 = Bank Party Identification

8 = Tax Identification Number

9 = Proprietary Identification

10 = Drivers Licence Number (priv.)

11 = Customer Number (priv.)

12 = Social Security Number (priv.)

13 = Alien Registration Number (priv.)
14 = Passport Number (priv.)

15 = Tax Identification Number (priv.)
16 = Identity Card Number (priv.)

17 = Employer Identification Number (priv.)
18 = Date And Place Of Birth (priv.)
19 = Other Identification (priv.)

20 = Other Identification (Organization)
21 = Central Bank ID (Organization)
22 = Clearing ID (Organization)

23 = Country ID code (Organization)
24 = Customer Number (Organization)
25 = Employer ID (Organization)

26 = GS1GLN (Organization)

27 = SIREN (Organization)

28 = SIRET (Organization)

12

35

Identification Field 1

13

35

Identification Field 2

14

Date of birth

15

Country of birth

16

35

Multi-purpose field

17

5|0 (XL (o

Organizational unit

2017
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A1 Reference tables

Text file for Accounts reference table - Database SPAKONTO

No. Type Length Description
1 n 4 Account code
2 a 27 Account description
3 a 3 ISO currency code
4 n 24 Cash Management a/c no.
5 a 11 Cash Management SWIFT Code
6 n 8 LDGR account number
7 a 11 BIC
8 a 34 IBAN
9 a 35 Bank name 1
10 a 35 Bank name 2
11 a 35 Street
12 a 35 Town
13 n 4 Ordering party code
14 n 3 Account group
15 a 8 Organizational unit
16 a 35 Ordering party name
17 a 30 Bank parameter file description
18 a 8 BPD file name
19 n 5 Index CM account

Text file for Partners reference table - Database SPAPART

No. Type Length Description
1 a 10 Partner code
2 y 4 Company: Yes/No
3 a 35 Partner Name 1
4 a 35 Partner Name 2
5 a 35 Partner Street
6 a 35 Partner Town
7 a 16 Post Code
8 a 2 ISO Country Code Partner Country
9 a 64 E-Mail address of the partner
10 a 11 BIC
11 a 34 IBAN
12 a 35 Bank name 1
13 a 35 Bank name 2
14 a 35 Bank Street
15 a 35 Bank Town
16 y 4 Own account: IntraCompany: Yes/No
17 n 5 Cash Management account code
18 a 24 Cash Management account no.
19 a 11 Cash Management bank code
20 n 10 Partner group
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A1 Reference tables

21

Partner identification:

0 = None

1=BIC

2 = IBEI

3 = BEI

4 = EANGLN

5=USCHU

6 = DUNS

7 = Bank Party Identification

8 = Tax Identification Number

9 = Proprietary Identification

10 = Drivers Licence Number (priv.)

11 = Customer Number (priv.)

12 = Social Security Number (priv.)

13 = Alien Registration Number (priv.)
14 = Passport Number (priv.)

15 = Tax Identification Number (priv.)
16 = Identity Card Number (priv.)

17 = Employer Identification Number (priv.)
18 = Date And Place Of Birth (priv.)
19 = Other Identification (priv.)

20 = Other Identification (Organization)
21 = Central Bank ID (Organization)
22 = Clearing ID (Organization)

23 = Country ID code (Organization)
24 = Customer Number (Organization)
25 = Employer ID (Organization)

26 = GS1GLN (Organization)

27 = SIREN (Organization)

28 = SIRET (Organization)

22

35

Identification Field 1

23

35

Identification Field 2

24

Date of birth

25

Country of birth

26

10

Receivables LDGR a/c

27

10

Payables LDGR a/c

28

20

Customer no.

29

140

Default payment details

30

SIS |D|IS|(L|X|0 (D

Organizational unit

2017
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A1 Reference tables

Text file for Mandates reference table (only in case of installed Direct Debit module)

No. Type Length | Description

1 a 35 Index

2 a 35 Mandate ID (mandate reference)

3 a 35 Mandate description

4 X 8 Signature date Mandate

5 a 10 Partner code

6 a 35 Partner name

7 a 11 BIC

8 a 24 IBAN

9 n 4 Ordering party code

10 a 35 Ordering party name

11 a 35 Creditor identification number

12 m 3 Mandate type:

0 = Usable one time
1 = Usable several times

13 y 4 B2B mandate: Yes/No

14 X 8 Date last utilization

15 y 4 No longer usable: Yes/No

16 a 35 Original mandate ID

17 a 70 Original ordering party (creditor)

18 a 35 Original Creditor identification number

19 y 4 Change debtor account (SMNDA): Yes/No
20 a 34 Original a/c. number (IBAN)

21 X 8 Amendment date (of the mandate)

22 X 8 Transmission date (of the mandate amendment)
23 a 35 Transaction reference (of the transmission)
24 y 4 Master mandate: Yes/No

25 n 8 Organizational unit

Text file for Mandates Administration Plus (only in case of installed additional module SEPA
Mandates Administration Plus) — Database SPAMANDP

No. Type Length | Description
1 a 35 Index
2 a 35 Mandate ID (mandate reference)
3 a 35 Description (of the mandate)
4 X 8 Signature date (Date of Signature)
5 a 10 Partner code
6 a 35 Partner name
7 a 11 BIC
8 a 34 IBAN
9 n 4 Ordering party code
10 a 35 Ordering party name
11 a 35 Creditor identification number
12 a 35 Contract number
13 m 3 Mandate type:
0 = Usable one time
1 = Usable several times
14 y 4 B2B mandate: Yes/No

2017
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A1 Reference tables

15 m 3 Mandate status:
0 = empty
1 = partially entered
2 = completely entered
3 = form sent
4 = mandate active
5 = mandate inactive
16 X 8 Valid from
17 X 8 Valid to
18 m 3 Qualification:
0 = empty
1 = Conversion
2 = Amendment
19 a 2 Contract language
20 a 10 ID-Group
21 a 30 ID-Group supplement 1
22 a 30 ID-Group supplement 2
23 y 4 Inactive: Yes/No
24 a 128 Sight format (PDF)
25 n 2 Utilization (of the mandate )
26 X 8 Date last utilization
27 X 8 Date (first) execution
28 n 14 Amount to be debited (EUR)
29 X 8 Pre-notification due
30 X 8 Generation mandate (form) / transformation on
31 X 8 Feedback expected until
32 y 4 Feedback time expired
33 y 4 Generate pre-notification: Yes/No
34 X 8 Next pre-notification date
35 y 4 Pre-notification due: Yes/No
36 a 4 Code return (reject) reason
37 a 105 Text for reject reason
38 X 8 Date last return (reject)
39 m 3 Reason deactivation:
0 = empty
1 = expired
2 = manually deactivated
3 = caused by reject
40 X 8 Date deactivation
41 y 4 Warning tme reached before expiry: Yes/No
42 a 35 Original mandate 1D
43 a 70 Original ordering party
44 a 35 Original Creditor identification number
45 y 4 Change debtor account (SMNDA): Yes/No
46 a 34 Original a/c. number (IBAN)
47 X 8 Amendment date (of the mandate)
48 X 8 Transmission date (of the mandate amendment)
49 a 35 Transaction reference (of the transmission)
50 y 4 Master mandate: Yes/No
51 n 8 Organizational unit
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A1 Reference tables

Text file for Mandates Administration Plus (only in case of installed additional module SEPA
Mandates Administration Plus) — Database SPAMANDV

No. Type Length Description
1 a 35 Index
2 a 35 Contract number
3 a 128 Description

Text file for Taxes reference table

No. Type Length Description
1 n 3 Tax code
2 a 35 Text
3 n 5 Tax rate
4 n 8 LDGR tax a/c
5 n 8 LDGR revenue a/c

Text file for Payment terms reference table

No.

Type

Le

Description

Payment terms code

3

O

Description

Percentage rate

LDGR deduction a/c

QP |WIN|[=

S|IS|(S| |5

ngth
3
5
8
1

Deduction type
0 = Discount
1 = Rebate
2 = Bonus
3 = Other

2017
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A2 SPAFIBU.TXT

A2 SPAFIBU.TXT

If you have checked the "Generate SPAFIBU.TXT automatically" parameter in menu item -
Administration- / -SEPA parameters- SPAFIBU.TXT will be created or updated whenever you create a
payment order file.

Each line in SPAFIBU.TXT file corresponds to one order. Define the information in the payment order
appearing in SPAFIBU.TXT in menu item -Administration- / -Import/Export- / -Maintain Import/Export
file-.

SPAFIBU.TXT contains all payments data necessary for further processing. You can export this file, for
instance, to your general ledger (financial accounting) system.

Key to columns in the descriptions of the records:

No. = Consecutive field number
Type = Field type
a = alphanumeric
n = numeric0to9
x = Date field in format DD.MM.YY
y = Check box
m = List box (Text field)
Length = minimum field length

Structure of SPAFIBU.TXT (with all fields):

Field | Type | Length | Description

1 a 35 Order number / Order reference
2 a 35 End-to-End Reference
3 n 1 Order type:

0 = Single order

1 = Standing order

2 = Variable amount order
3 = Standard order

4 n 1 Payment type:

0 = Credit transfer

1 = Direct debit

2 = B2B direct debit

3 = Urgent transfer

4 = DD reversal

5 n 1 Use CORT1:
0=no
1=yes
6 y a Single payment: Yes/No
7 m 3 Type of payment (Austria):

0 = Not specified

1 = Tax payment

2 = Salary payment
3 = Pension payment

8 a 3 Currency

9 n 14 Amount

10 n 4 Ordering Party Code
11 a 35 Ordering Party Name 1
12 a 35 Ordering Party Name 2
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A2 SPAFIBU.TXT

13 a 35 Ordering Party Street

14 a 35 Ordering Party Town

15 a 2 Ordering Party Country

16 a 11 Ordering Party Bank BIC

17 a 34 Ordering Party IBAN

18 a 35 Ordering Party Bank Name 1

19 a 35 Ordering Party Bank Name?2

20 a 35 Ordering Party Bank Street

21 a 35 Ordering Party Bank Town

22 m 3 Ordering Party Identification:
0 = None
1=BIC
2 = IBEI
3 = BEI
4 = EANGLN
5=USCHU
6 = DUNS
7 = Bank Party Identification
8 = Tax Identification Number
9 = Proprietary Identification
10 = Drivers Licence Number (priv.)
11 = Customer Number (priv.)
12 = Social Security Number (priv.)
13 = Alien Registration Number (priv.)
14 = Passport Number (priv.)
15 = Tax Identification Number (priv.)
16 = Identity Card Number (priv.)
17 = Employer Identification Number (priv.)
18 = Date And Place Of Birth (priv.)
19 = Other Identification (priv.)
20 = Other Identification (Organization)
21 = Central Bank ID (Organization)
22 = Clearing ID (Organization)
23 = Country ID code (Organization)
24 = Customer Number (Organization)
25 = Employer ID (Organization)
26 = GS1GLN (Organization)
27 = SIREN (Organization)
28 = SIRET (Organization)

23 a 35 Ordering Party ID Field 1

24 a 35 Ordering Party ID Field 2

25 X 8 Ordering Party Date of birth

26 a 2 Ordering Party Country of birth

27 a 35 Multi-purpose field

28 n 4 Account Code

29 a 10 Partner Code

30 a 35 Partner Name 1

31 a 35 Partner Name 2

32 y 4 Company: Yes/No

33 a 35 Partner Street

34 a 35 Partner Town

35 a 2 Partner Country

36 a 11 Partner Bank BIC

37 a 34 Partner IBAN

38 n 10 Partner Group

39 a 35 Partner Bank Name 1

40 a 35 Partner Bank Name 2

2017
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A2 SPAFIBU.TXT

2017

41 a 35 Partner Bank Street
42 a 35 Partner Bank Town
43 m 3 Partner Identification:
0 = None
1=BIC
2 = IBEI
3 = BEI
4 = EANGLN
5=USCHU
6 = DUNS
7 = Bank Party Identification
8 = Tax Identification Number
9 = Proprietary Identification
10 = Drivers Licence Number
11 = Customer Number
12 = Social Security Number
13 = Alien Registration Number
14 = Passport Number
15 = Tax Identification Number (priv.)
16 = Identity Card Number
17 = Employer Identification Number
18 = Date And Place Of Birth
19 = Other Identification
20 = Other Identification (Organization)
21 = Central Bank ID (Organization)
22 = Clearing ID (Organization)
23 = Country ID code (Organization)
24 = Customer Number (Organization)
25 = Employer ID (Organization)
26 = GS1GLN (Organization)
27 = SIREN (Organization)
28 = SIRET (Organization)
44 a 35 Partner ID Field 1
45 a 35 Partner ID Field 2
46 X 8 Partner Date of birth
47 a 2 Partner Country of birth
48 a 140 Details
49 a 140 Default details
50 n 4 Tax code
51 t 35 Tax description
52 n 14 Net amount
53 n 14 Gross amount
54 n 14 Payment amount
55 n 4 Payment term code
56 a 35 Payment term description
57 a 10 Ultimate Partner Code
58 a 35 Ultimate Partner Name 1
59 a 35 Ultimate Partner Name 2
60 a 35 Ultimate Partner Street
61 a 35 Ultimate Partner Town
62 a 16 Ultimate Partner Post Code
63 a 2 Ultimate Partner Country
64 a 30 Ultimate Partner Country Description

SEPA
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A2 SPAFIBU.TXT

65

Ultimate Partner Identification:

0 = None

1=BIC

2 = IBEI

3 = BEI

4 = EANGLN

5=USCHU

6 = DUNS

7 = Bank Party Identification

8 = Tax Identification Number

9 = Proprietary Identification

10 = Drivers Licence Number (priv.)
11 = Customer Number (priv.)

12 = Social Security Number (priv.)

13 = Alien Registration Number (priv.)
14 = Passport Number (priv.)

15 = Tax Identification Number (priv.)
16 = Identity Card Number (priv.)

17 = Employer Identification Number (priv.)
18 = Date And Place Of Birth (priv.)
19 = Other Identification (priv.)

20 = Other Identification (Organization)
21 = Central Bank ID (Organization)
22 = Clearing ID (Organization)

23 = Country ID code (Organization)
24 = Customer Number (Organization)
25 = Employer ID (Organization)

26 = GS1GLN (Organization)

27 = SIREN (Organization)

28 = SIRET (Organization)

66

35

Ultimate Partner ID Field 1

67

35

Ultimate Partner ID Field 2

68

Ultimate Partner Date of birth

69

Ultimate Partner Country of birth

70

Ultimate Ordering Party Code

71

35

Ultimate Ordering Party Name 1

72

35

Ultimate Ordering Party Name 2

73

35

Ultimate Ordering Party Street

74

35

Ultimate Ordering Party Town

75

Ultimate Ordering Party Country

76

(ORI EOREOREOR EON FOR o R EO R DGl FOR R

30

Ultimate Ordering Party Country Description
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A2 SPAFIBU.TXT

77

Ultimate Ordering Party Identification:
0 = None

1=BIC

2 = IBEI

3 = BEI

4 = EANGLN

5=USCHU

6 = DUNS

7 = Bank Party Identification

8 = Tax Identification Number

9 = Proprietary Identification

10 = Drivers Licence Number (priv.)
11 = Customer Number (priv.)

12 = Social Security Number (priv.)

13 = Alien Registration Number (priv.)
14 = Passport Number (priv.)

15 = Tax Identification Number (priv.)
16 = Identity Card Number (priv.)

17 = Employer Identification Number (priv.)
18 = Date And Place Of Birth (priv.)
19 = Other Identification (priv.)

20 = Other Identification (Organization)
21 = Central Bank ID (Organization)
22 = Clearing ID (Organization)

23 = Country ID code (Organization)
24 = Customer Number (Organization)
25 = Employer ID (Organization)

26 = GS1GLN (Organization)

27 = SIREN (Organization)

28 = SIRET (Organization)

78

Ultimate Ordering Party ID Field 1

79

Ultimate Ordering Party ID Field 2

80

Ultimate Ordering Party Date of birth

81

Ultimate Ordering Party Country of birth

82

Instructions

83

Payment Purpose (Code)

84

S|—~(o|o|x|o o

Type of Creditor reference:

0 = Dispatch advice

1 = Foreign exchange deal reference

2 = Purchase order

3 = Remittance advice message

4 = Related payment instruction

5 = Structured communication reference

85

35

Creditor reference issuer

86

35

Creditor reference

87

Direct debit repetition cycle:
0 = One-Off

1 =First

2 = Recurrent

3 = Final

88

35

Mandate ID (mandate reference)

89

35

Description of the mandate

90

Date of signature (Mandate)

91

Master mandate: Yes/No

92

35

Creditor identification number

93

Due date

94

30

ID-Group Supplement 1

95

QO [ X[ X [<[X|X]|X

30

ID-Group Supplement 2
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A2 SPAFIBU.TXT

96

ID-Group Cash Management

97

Account group

98

(o]

Organizational unit

99

Access class

100

24

Account number Cash Management

101

11

Bank code Cash Management

102

10

LDGR creditor account

103

10

LDGR debitor account

104

LDGR tax account

105

LDGR deduction account

106

EEERERERER R R R N R R

Reversal reason:

0 = empty

1 = AC04 — Closed Account Number

2 = AG02 - Invalid Bank Operation Code

3 = AMO5 - Duplication

4 = MDO01 — No Mandate

5 = MDO05 — Collection not due

6 = MS02 — Not Specified Reason Customer Generated
7 = MS03 - Not Specified Reason Agent Generated

8 = TMO1 — Cut Off Time

107

Text for reversal reason

108

Approvals

109

Payment cycle:

0 = Weekly

1 = Every 10 days
2 = Fortnightly

3 = Half-monthly

4 = Monthly

5 = Every 2 months
6 = Quarterly

7 = Half-yearly

8 = Yearly

110

First time

111

x

oo

Last time

112

Last execution
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A3 SEPA Payment order files

Starting from the specified dates the SEPA payments module generates payment files according to the
then applicable regulations (currently SEPA rulebooks 6.0 and 7.0). On import into the payment
module and on sending third-party files, old and new formatted files are supported in parallel.

For the supported formats and session types, see the following document
SEPA-Techinfo-GB.PDF

in the ZIP archive TechDoc.ZIP.
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A4 Export from History database

Since the version 3.20 the export of the history database is supported (cf. Chapter 7.4: Payment
history). An import of the history data base is naturally not possible.

Use menu item -Administration- / -Import/Export- / -Maintain Import/Export file- (Chapter 2.2.2) to

determine which information from the history data base should be transferred to the appropriate text

file

For the procedure of the actual export see chapter 2.2.3: Export (Create output file).

Key to columns in the descriptions of the records:

No. = Consecutive field number
Type = Field type
a = alphanumeric
n = numeric
x = Date field in format DD.MM.YY
y = check box
m = list box (text field)
Length = Field length

Text file for payment history

Field | Type | Length | Description
1 a 8 Electronic Signature 1
2 a 8 Date of Electronic Signature 1
3 a 5 Time of Electronic Signature 1
4 a 8 Electronic Signature 2
5 a 8 Date of Electronic Signature 2
6 a 5 Time of Electronic Signature 2
7 a 8 Electronic Signature 3
8 a 8 Date of Electronic Signature 3
9 a 5 Time of Electronic Signature 3
10 a 8 Electronic Signature 4
11 a 8 Date of Electronic Signature 4
12 a 5 Time of Electronic Signature 4
13 a 8 Electronic Signature 5
14 a 8 Date of Electronic Signature 5

2017 SEPA
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15 a 5 Time of Electronic Signature 5
16 a 8 Electronic Signature 6
17 a 8 Date of Electronic Signature 6
18 a 5 Time of Electronic Signature 6
19 a 8 ID Group in File Manager
20 X 8 Date of Commes.
21 z 5 Time of Comms.
22 X 8 Bank system date (Date of Comms. on bank side)
23 z 5 Bank system time (Time of Comms. on bank side)
24 a 50 Original file name
25 a 3 Session type
26 a 8 Bank parameter file (BPD)
27 n 2 Comms. answer
28 a 40 Answer code 1
29 a 40 Answer code 2
30 a 50 File name
31 a 4 Comms.session number
32 a 8 User of keying
33 X 8 Date of keying
34 z 5 Time of keying
35 a 8 User of file creation
36 a 8 User 1st approval
37 a 8 User 2nd approval
38 X 8 Date of 1st approval
39 X 8 Date of 2nd approval
40 X 8 Date of file creation
41 z 5 Time 1st approval
42 z 5 Time 2nd approval
43 z 5 Time of file creation
44 a 35 Order number
45 a 35 End-to-End reference
46 m 3 Payment type:
0 = Credit transfer
1 = Direct debit
2 = B2B direct debit
3 = Urgent transfer
4 = DD reversal
47 y 4 Use COR1: Yes/No
48 m 3 Order type:
0 = Single order
1 = Standing order
2 = Variable amount order
3 = Template order
49 n 4 Ordering party code
50 a 35 Ordering party name
51 n 35 Ordering party name 2
52 a 35 Ordering party town
53 a 2 Ordering party country
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54

Ordering party identification:

0 = None

1=BIC

2 = |BEI

3 = BEI

4 = EANGLN

5=USCHU

6 = DUNS

7 = Bank Party Identification

8 = Tax Identification Number

9 = Proprietary Identification

10 = Drivers Licence Number (priv.)
11 = Customer Number (priv.)

12 = Social Security Number (priv.)

13 = Alien Registration Number (priv.)
14 = Passport Number (priv.)

15 = Tax Identification Number (priv.)
16 = Identity Card Number (priv.)

17 = Employer |dentification Number (priv.)
18 = Date And Place Of Birth (priv.)
19 = Other Identification (priv.)

20 = Other Identification (Organization)
21 = Central Bank ID (Organization)
22 = Clearing ID (Organization)

23 = Country ID code (Organization)
24 = Customer Number (Organization)
25 = Employer ID (Organization)

26 = GS1GLN (Organization)

27 = SIREN (Organization)

28 = SIRET (Organization)

55

35

Ordering party ID 1

56

35

Ordering party ID 2

57

Ordering party Date of birth

58

Ordering party Country of birth

59

35

Multi-purpose field

60

11

(Ordering party) BIC

61

34

(Ordering party) IBAN

62

35

Partner name

63

11

Partner BIC

64

34

Partner IBAN

65

35

Partner street

66

35

Partner town

67

Partner country

68

= EO R EOJR HOV I o B EAO I FO R FO T EOTR FOR FO T Bogl FOR FO)

10

Partner group
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2017

69 m 3 Partner identification:
0 = None
1=BIC
2 = IBEI
3 = BEI
4 = EANGLN
5=USCHU
6 = DUNS
7 = Bank Party Identification
8 = Tax Identification Number
9 = Proprietary Identification
10 = Drivers Licence Number(priv.)
11 = Customer Number (priv.)
12 = Social Security Number (priv.)
13 = Alien Registration Number (priv.)
14 = Passport Number (priv.)
15 = Tax Identification Number (priv.)
16 = Identity Card Number (priv.)
17 = Employer |dentification Number (priv.)
18 = Date And Place Of Birth (priv.)
19 = Other Identification (priv.)
20 = Other Identification (organization)
21 = Central Bank ID (Organization)
22 = Clearing ID (Organization)
23 = Country ID code (Organization)
24 = Customer Number (Organization)
25 = Employer ID (Organization)
26 = GS1GLN (Organization)
27 = SIREN (Organization)
28 = SIRET (Organization)

70 a 35 Partner ID 1

71 a 35 Partner ID 2

72 X 8 Partner Date of birth

73 a 2 Partner Country of birth

74 a 3 Currency

75 n 14 Payment amount

76 a 140 [ Details

77 n 4 Ultimate Partner code

78 a 35 Ultimate Partner name 1

79 a 35 Ultimate Partner name 2

80 a 35 Ultimate Partner street

81 a 35 Ultimate Partner town

82 a 16 Ultimate Partner post code

83 a 2 Ultimate Partner country

84 n 4 Ultimate Ordering party code

85 a 35 Ultimate Ordering party name 1

86 a 35 Ultimate Ordering party name 2

87 a 35 Ultimate Ordering party street

88 a 35 Ultimate Ordering party town

89 a 2 Ultimate Ordering party country

90 a 35 Mandate-ID (mandate reference)

9 a 35 Description (of the mandate)

92 X 8 Signature date

93 a 35 Creditor identification number

94 a 35 Original mandate 1D

95 a 70 Original ordering party (creditor)

96 a 35 Original creditor 1D

97 y 4 Change debtor bank (SMNDA): Yes/No

98 a 34 Original a/c. number
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99 m 3 Reason for reversal:
0 = empty
1 = AC04 — Closed Account Number
2 = AG02 - Invalid Bank Operation Code
3 = AMO5 - Duplication
4 = MDO01 — No Mandate
5 = MDO05 — Collection not due
6 = MS02 — Not Specified Reason Customer Generated
7 = MS03 - Not Specified Reason Agent Generated
8 = TMO1 — Cut Off Time
100 a 105 [ Text for revocation (reversal)
101 X 8 Due date
102 n 2 Status file manager:
0 = Not included
1 = Pending ES
2 = Pending Comms.
3=0K
4 = Defectively transferred
5 = Rejected
6 = Deleted
7 = ES check OK
8 = ES error
9 = Comms. initiated
10 = Pending Comms.-PIN
103 a 30 ID group supplement 1
104 a 30 ID group supplement 2
105 a 10 ID group
106 n 3 Account group
107 n 8 Organizational unit
108 a 2 Access class
109 y 4 Revoked: Yes/No
110 y 4 Reject: Yes/No
111 a 35 File reference (message identification)
112 a 8 Creation date
113 a 8 Imported on
114 a 4 Status of file
115 a 35 Reject party name (group)
116 a 12 Reject party BIC (group)
117 a 4 Reject reason (group)
118 a 35 Other reason (group)
119 a 105 [ Additional information (group)
120 a 35 Status identification
121 a 4 Status of payment
122 a 35 Reject party name (payment)
123 a 12 Reject party BIC (payment)
124 a 4 Reject reason (payment)
125 a 35 Other reason (payment)
126 a 105 | Additional information (payment)
127 a 250 | Reject reason text
128 y 4 Mandate framework: Yes/No
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A5 Print templates (DVL files)

A DVL file (DVL = print template) is a text file which can be edited with any editor, which produces
ASCII texts. This file describes exactly the structure of the corresponding form.

Additional information can be found in the following sub-chapters

- File storage and language control
- Templates and usage rules

- Structure of DVL files

- Example for DVL files

- Customizing DVL files

File storage and language control

To define the various forms Omikron template files are used (*.DVL). Multiple languages can be
supported by storing the control files in directories according to the following rules:

German forms (DE) : ...\SPAWIN\DVL.DE
Englisch forms (GB) ...\SPAWIN\DVL.GB
Default forms : ...\SPAWIN\DVL.DEF

Depending on field "Contract language", the DVL file is used from the language directory or (if not
present) from the default directory.

Each installation set of the module "Mandate Administration Plus“ contains two archives with the DVL

files:
1. In the module's language <II>: SPADVL<>. Z|P, i.e. for DE e.g..: SPADVLDE.ZIP
2. In default language: SPADDEF.zip (GB language as default)

Customized form control files can be added to the installation set in an USERFORM.ZIP archive. In
this archive, a directory structure is expected analog to the subdirectories in the ..\SPAWIN directory

containing the form files to be used, e.g.:

DVL.DEF — Default form
DVL.DE — Forms for German debtors
DVL.AT — Forms for Austrian debtors

USERFORM.zip »

Mame

. DVLAT
. DVL.DE
. DVL.DEF
. DVL.GB
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Customized template files are not overwritten by a new installation. The files of the installation package
are installed in addition to the already existing template files using the name extension

*_Template.DVL

Example:
|| Prenctification_Template.DVL DVL.DEF
|| Prenotification.DVL DVL.DEF
|| Prenotification_Template.DVL DVL.GE
|| Prenctification.DVL DVL.GE
|| Prenotification_Template.DVL DVL.DE
|| Prenctification.DVL DVL.DE

Templates and usage rules

At the moment the following forms are defined:

Form Mandate type 1 | Mandate type 2 | Control file

Core mandate (for one-off One-off - Mandate-OOFF-STD-n.DVL*
direct debits)

B2B mandate (for one-off One-off B2B Mandate-OOFF-B2B-n.DVL*
direct debits)

Core mandate (for recurrent | Recurrent - Mandate-RCUR-STD-n.DVL*
direct debits)

B2B mandate (for recurrent | Recurrent B2B Mandate-RCUR-B2B-n.DVL*
direct debits)

Pre-Notification Prenaotification.DVL

*) n = Flag, whether BIC and IBAN are not included (0) or included (1) in the form.

Appropriate letters are provided for the different use cases. At the moment the following letters are
defined:

Cover letter Mandate type 1 | Mandate type 2 | Control file
- Switch-XXXX-STD-1.DVL

Rededication of an existing
direct debit authorization

B2B Switch-XXXX-B2B-1.DVL

Conversion from direct debit
orders:

A signature for a SEPA B2B
direct debit mandate is
requested for the existing
contractual relationship.

For cover letters the following file naming convention applies:

<MsgType>-<MandateType1>-<MandateType2>-<IBAN>[-<FeedbackCycle>][-<ReturnReason>].DVL
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MsgType

Key word, which defines the type of letter:

Mandateletter Mandate form with letter for mandate request

Switch Conversion letter

Prenaotification Pre-Notification

Deactivation Mandate deactivation letter after returned direct debit
MandateType1

Label for one-off/recurrent mandates:

OOFF = one-off (mandates only)

RCUR = recurrent (mandates only)

XXXX = wildcard for letters, where the mandate type 1 is irrelevant

MandateType2
Analog to mandate form:
STD = Standard (Mandate, Switch)
B2B = B2B (Mandate, Switch)
XXX = wildcard for letters, where the type of direct debit is irrelevant

IBAN
Label, whether BIC and IBAN are available for the partner and can be entered in the form
(Mandate, Switch):

0=No
1=Yes
FeedbackCycle

For mandate only: Number of the current feedback cycle, i.e. 1 for the first cycle, 2 for the

second, etc. until 9. beim ersten Durchlauf 1, beim zweiten 2 usw. bis 9. If no appropriate form is

defined, the last available is used.

ReturnReason

For deactivation only: Return reason in case of deactivation by direct debit return, with XXXX for

default cases.
Structure of DVL files
The DVL files contain several pages, which represent the following text blocks:
Page 1 (##PAGE=0): Mandate form or formal conversion letter

Page 2 (##PAGE=1): Subject for email
Page 3 (#PAGE=2): Email text

The following data fields, which can be used as wildcards in the text of the DVL files, are exported to

the form processor:

Keywords Content Remarks
(field names)

AEMAIL Ordering party: E-Mail address

ALAND Ordering party: Country

ALANDCODE Ordering party: Country code

ANAME1 Ordering party: first line of the name

ANAME2 Ordering party: second line of the name

ANAME3 Auftraggeber: third line of the name
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Keywords
(field names)

Content

Remarks

AORT

Ordering party: Town

ASTR Ordering party: Street

BETRAG Amount of first execution (in EUR) For pre-natifications only
DATUM Print date

DEAUSF Date of the first execution For pre-natifications only
DOFSIGN Date of signature

EINREICHER Ordering party: Creditor ID

FEEDBACK Feedback date

IBAN Partner: IBAN

MANDAT Mandate ID

PEMAIL Partner: E-Mail address

PLAND Partner: Country

PLANDCODE Partner: Country code

PNAME Partner: first line of the name

PNAME2 Partner: second line of the name

PORT Partner: Town

POSTCODE Partner: Post code

PSTR Partner: Street

SWIFT Partner: SWIFT address / BIC

2017
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Example for DVL files

Switch-XXXX-STD-1.DVL (GB):

HH#FIELDS

MANDAT T 0 35

DOFSIGN X 96 8

PNAME T 24 35

PNAME?2 T 94 35

PSTR T 164 35

PORT T 234 35

PLANDCODE t 304 2

PLAND T 16 30

SWIFT t 316 11

IBAN T 622 34

ANAME1 T 16 35

ANAME?2 T 86 35

ANAME3 T 744 35

EINREICHER T 317 34

ASTR T 156 35

AORT T 226 35

ALANDCODE t 296 2

ALAND T 16 30

AEMATIL T 1024 64

PEMATL T 90 64

FEEDBACK X 2984 8

HH#PAGE=0

@ (+BOLD) @ (ANAME1) @ (-BOLD) Datum: # (DATUM)
@ (ASTR)
@ (AORT)
Mandate reference: @ (+BOLD) # (MANDAT) @ (-BOLD)
Creditor identification no. : @ (+BOLD) # (EINREICHER)@ (-BOLD)

2017

@ (+BOLD) Conversion of direct debits from direct debit authorisation
to SEPA-direct debits and further use of your direct debit
authoritye (-BOLD)

Dear customer,

for payments with you we use direct debits.
As contribution to the creating of a Single Euro Payment Area, SEPA
we change over to SEPA-direct debits.
The direct debit authority you gave us will be used as a
SEPA direct debit mandate in the future.
This direct debit mandate will be featured by:
- the mandate reference and
- our Creditor identification no. also named above

both named above. These information will be stated at all direct debits.
Since this conversion is driven by us, you do not need to do anything.

The moment, as of which we use the mandate will be communicated to you
separately.
Direct debits will be payed furthermore from your following account:

IBAN: @ (+BOLD)@ (IBAN)@ (-BOLD)
BIC: @ (+BOLD) @ (SWIFT) @ (-BOLD)

In the case that this informations should not be valid anymore, we
beg you for written notification until @ (+BOLD)@ (FEEDBACK)@ (-BOLD) .

SEPA
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You will find your IBAN and BIC also on your account statement
for example.
In future we will inform you at the latest one day before bank debit
of the current amount. We will use the following
e-mail-Address to do so: @ (+BOLD)@ (PEMAIL) @ (-BOLD)

In case of any questions concerning this letter do not hesitate to
contact us via: @ (+BOLD)@ (AEMAIL)@ (-BOLD)
Best regards

@ (+BOLD) @ (ANAME1) @ (-BOLD)

#FF

HH#PAGE=1
Conversion to SEPA-direct debits

HH#PAGE=2
Dear ladies and gentlemen,

in europe the new payment procedure SEPA is introduced. The direct debit
authority you gave us will be used as a SEPA direct debit mandate in the
future.

From the attachement you will see the details.

Best regards
@ (ANAME1)
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Example PDF:

Ordering party name / Payes Datum: 24.01.14
Street of the ording party 345
67890 Town of the ording party

Mandate reference: MANDAT-RUS-DTRUS-L3-05-
Creditor identification no. : DE%BZZZ0995%9995%99%

Conversion of direct debits from direct debit authorisation
to SEPA-direct debits and further use of your direct debit
authority

Dear customer,

for payments with you we use direct debits.
ks contribution to the creating of a 3ingle Euro Payment Area, SEPL
we change over to SEPA-direct debits.
The direct debit authority you gave us will be used as a
SEPA direct debit mandate in the future.
This direct debit mandate will ke featured by:
- the mandate reference and
- our Creditor identification no. alsc named above

Since this conversion is driven by us, you do not need to do anything.

The moment, as of which we use the mandate will be communicated to you
separately.
Direct debits will be payed furthermore from your following account:

IBEN: GBZY9NWBRGU161331%26819
BIC: COF3GEPP

In the case that this informations should not be valid anymore, we
beg you for written notification until 31.01.14,
You will find your IBRN and BIC also on your account statement

for example.
In future we will inform you at the latest ones day before bank debit
of the current amount. We will use the following
e-mail-Address to do so: mka@omikron.ds

In case of any guestions concerning this letter do not hesitate to
contact us via: mka@omikron.de

Best regards

Ordering party name / Payes

2017 SEPA

both named above. These information will be stated at all direct debits.
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For MultiCash Transfer a command line tool SPMExec.exe exists, which searches the databases for
open mandates and due pre-notifications and creates the corresponding messages. This call can be
started from the command line or integrated in a MultiCash Transfer job, which cyclically searches the
databases and generates the corresponding messages e.g. as e-mails (you can find more information
on this in the SEPA-TechInfo document concerning parameter MVPlusLogLevel).

The e-mails are filled thereby as follows:

Field

Content

E-Mail address

E-Mail address from partner record

Reply address E-Mail address from process definition (e-mail gateway property page)
Subject from page 2 of the DVL file (##PAGE=1)

Body from page 3 of the DVL file (#PAGE=2)

Attachment from page 1 of the DVL file (#PAGE=0), output in PDF format

Example (mandate form sent by e-mail):

Mandateform

sepatestcenter@omikron.de
@ Die unndtigen Zeilenumbriche des Machrichtentextes wurden automatisch entfernt.

Mo 03.02.2014 17:06

mka @amikron.de

1 Nachricht 'TL10.mail.Mandate.PDF 3 KB)

Dear ladies and gentlemen,

in europe the new payment procedure SEPA is introduced. To hand in direct debits
we need a signed mandate from you.
From the attachement you will see the details.

Best regards

2017
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Customizing DVL files

Fields are addressed generally as follows:

Leading sign (Field name)

Leading sign:
# = print field with following blanks
@ = truncate following blanks

Parentheses mark the beginning and end of the field definition:

(
)

Start of the field definition

End of the field definition

The text of a DVL file can be adapted from the row below the entry ##PAGE=0.

The font size can be defined using @ (+SIZEnn), e.g.: @ (+SIZESO0)

Text between @ (+BOLD) and @ (-BOLD) is printed bold.

The entry keywords/field names in parentheses results in the output of the appropriate database field,

for example, when specifying @ (ANAME1) the content of the database field "Ordering party name 1"
(line 1 of the ordering party name) is printed.
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