Manual IBANC Software - Version 3.0.0

XEU.com B.V.

IBANC software is a software product that allows you to create credit transfer and direct
debit batches easily and flexibly that conform to the new SEPA guidelines. You can import
your data easily from Excel and CSV files. The comprehensive mandate management system of
IBANC enables you to deliver direct debit batches to the bank without errors and frees you from
unnecessary costs.

IBANC has many features and helps you to prevent errors when creating batches. The rules
concerning direct debits have become more complex than you were used to with the introduction
of SEPA. Therefore, it is important that you get familiar with these new rules. Much information
can be found on the website of the European Payments Council (EPC):

e http://www.europeanpaymentscouncil.eu/ (Click here to go to the website).

For other questions regarding SEPA, please contact your own bank. They should be able to give
you more information.

This manual shows all the features of IBANC. The manual is available online and as a PDF
document:

e (Click here for the online manual.

e (Click here to download the manual as a PDF document.


http://www.europeanpaymentscouncil.eu/
https://www.ibanc.eu/manual
http://www.ibanc.co.uk/automanual/src/en/3.0.0/ibanc_manual_3_0_0.pdf
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1 IBANC Software - Introduction

IBANC software is a software package that allows you to create European credit transfer and
direct debit batches easily. IBANC has been built around few basic principles:

e Prevent erroneous data in transactions (very import when using direct debit!)
e Easily import data from various sources

e Flexible management of your contacts, including group management

e Keep track of mandates conforming the new SEPA guidelines

All information regarding your relations are recorded in your address book. This information
is used to check if transactions contain the correct and necessary information. The address book
also contains the mandate information. By making clever use of this address book, you can create
batches quickly and easily. For example, it is possible to import a list of IBANs and amounts
only in IBANC. Subsequently, the address book can be used to fill in the remainder of the batch
automatically.



2 Getting started

2.1 License Activation

After you’ve placed your order, you will receive an email with instructions to download IBANC.
If you run the downloaded file (Windows) then IBANC will be installed.

You can start IBANC by double clicking the IBANC icon on your desktop. IBANC can also
be found in the start menu. If you use Windows 8 or higher, you can type “IBANC” in the start
screen to find IBANC.

The first time you start IBANC you will be asked to enter your registration key. You have
received this key by email. If you encounter any problems when registering IBANC, your firewall
settings might block IBANC from making connections. Change your firewall settings to allow
IBANC to make connections or ask your system administrator to do so.

2.2 Enter your information

If you entered your registration key correctly you will be asked to fill in your bank account
information. First, you will be asked to fill in the details of your direct debit contract with your
bank. If you do not want to use the direct debit functionality of IBANC, click “Next” to proceed.
In Figure [T you can find an example of what the screen looks like.

B Configuration IBANC 2,00 [m] X

Direct Debit Contract with the bank

Enter the details of your Direct Debit Contract with your bank here. If you have no Direct Debit Contract
and only want to do IBANC payments, click on next.

If you have have no Direct Debit Contract with your bank
enter nothing here and click on next.

Creditor ID: ‘ GB49ZZZDDDEUTO000000123436

Mame: ‘ ACME Corporation

Postal code: | MET0 45U
.

|
|
Street: ‘ 123 City Way |
|
|

ity: ‘ Canterbury

Country: | United Kingdom (GB) ~

< Back Mext > Finish Cancel

Figure 1: Direct debit contract details.

The creditor ID is provided by your bank. For example, Dutch creditor IDs start with “NL”,
followed by two numbers, followed by “ZZZ”, followed by a sequence of numbers. Warning! This
is mot your IBAN!



If you clicked on “Next” you can fill in your own bank account details. If you filled in the
address information in the previous screen this information will be filled in automatically. You
can change this if needed, of course. In this screen you can also enter your legacy account details.
We recommend to leave these fields empty. If you leave these fields empty, IBANC will derive
these details if you have provided a valid IBAN. Figure [2] shows an example with the bank account
details filled in.

B Configuration IBANC 3.0.0 O *

Information of your own account

Please enter your own bank account information,

ci

Bank account Address
IBAN: [ GB36TEST16851314850741 | Name: | ACME Corporation |
BIC: [TESTGBO2174 | | Find Street: | 123 City Way |
TS o Postal code: | METD 45U |

ty: ‘ Canterbury

Account number | Find

Bank code: Country: | United Kingdom (GB) w

Branch code: Email: ‘ |

Check code:

Currency: | EUR - Euro ~

Settings
Export format credit transfer: | NL - Other Dutch banks ~

Export format direct debit: | NL - Other Dutch banks ~

Use batch booking (direct debit):
Use batch booking (credit transfer):
Default mandate type: | CORE ~

Default sequence type: | First ~

No Direct debit contract?
Then please select an export format
that corresponds best with your bank.

< Back

T
A

Einish Cancel

Figure 2: Own bank account details.

Once your done filling in your information, click on “Finish”. The main screen of IBANC
Software will appear now.

2.3 The first direct debit

You will now create your first direct debit transaction. This will be done completely by hand, so
you can see which information is required to perform a direct debit correctly.

Go to the view that shows the list of direct debit batches by clicking “Direct debit batches” in
the navigation bar. Click on the button “New”. This will create a new, empty direct debit batch.
This batch will be opened immediately.

You can enter a description for the batch. This description will not be sent to your bank and
you can choose any description you desire.

At the header “Bank account” you select your own bank account. If you have configured only
one bank account, the bank account will be selected automatically. If you have multiple bank
accounts, select the desired bank account by clicking the looking glass next to the IBAN field.

You have now selected your own bank account. Beware that all fields have been filled in. If
this is not the case, please enter all information first. This can be done by clicking “Own bank



accounts” in the navigation bar in the main window.
Above the list of transactions (which is empty now), click on “New”. Fill in the following
information in the form that pops up:

Collection date: Fill in the date on which the transaction should take place. The default
value is 5 days in the future.

Amount: Fill in the amount that you want to collect. For example, fill in “123,45”.

Description: Fill in the description for the transaction. For example, fill in “Test” in. Note
that this field is not required.

Creditor reference: You can enter a creditor reference here. This should be a Currence
(Dutch banks) of ISO creditor reference. We recommend to leave this field empty, unless
you are certain that you need this. If this field is filled in, the description will not be used!

Type: Select “First”. If you collect for the first time in a series of collections using a particular
mandate ID, you must “First”.

IBAN debtor: Fill in (for testing) “NL13TEST0123456789".

BIC debtor: Fill in (for testing) “INGBNL2A”. In general, you do not need to fill in the BIC
for Dutch bank accounts, but in this example, the unknown bank code TEST is used.

Name debtor: Fill in “Test Name”.

Country debtor: You can select the country of the debtor here. If you do not select a country,
IBANC will select a country based on the first two characters of the IBAN.

Mandate ID: Fill in “TESTID001”. You can create your own mandate IDs, but each mandate
should have a unique mandate ID.

Signature date mandate: Please fill in the date on which the mandate has been signed. For
existing direct debit contracts (pre-SEPA) you must use 1 November 2009.

Your transaction should look similar to Figure [3]

Direct debit transaction O X
Transaction Account information
Collection date: |E109fams -] Debtor
Amount: [ 12,345.00 | IBAN debtor: | GB43TEST83567244030207 RN
Currency: | EUR - Euro BIC debtor: | TESTGBO2174 | | Fina
Description: |Te5t | Country of bank: ~
Creditor eference: | | Account number debtor: | |
Mandate type: | CORE ~ Bank code:
Type: | First hd Branch code:
EndToEndid: | D20160908-7713326015-82443427103293 Check code:
Name debtor: | Test name |
Street debtor: | |
Postal code debtor: | |
City debtor: | |
Country debtor: v
Mandate ID: | TSTIDODT | @
Signature date mandate: ~[07/09/2016 o~
Cancel

Figure 3: Transaction without matching information in the address book.



Click “Ok”. The new transaction will appear in the transaction list. In front of the transaction,
you can see a cross mark that indicates that there is a problem with this transaction. By moving
your mouse pointer over the cross mark, you can see a description of the problem (it should appear
in about a second). In this particular case the problem is that the account is not known in the
address book. That is correct. Nothing has been entered in the address book yet. You can import
the bank account data easily by selecting the transaction (click once on the transaction). Then,
click the button “More” and select the option “Import into address book”. Confirm your selection.
If everything went well, a green tick mark should appear in front of the transaction (Figure |4).

. Direct Debit batch: D20160908-7713326015 - [m] *

Batch information Bank account Address
Created on: IBAN: ‘GE}&TESHE,Eﬂ}‘ME;,T:u | Q° MName: |A[MECcrpcratl:n |
s Bic: [TESIGE0IA | strect: [ IEEGiEWaY |
Description: Curency: |EUR - Euro Postal code: [[MEID 250 |
Status:  Draft City: [[Canterbuy |

SEPA XML format: | NL - Other Dutch banks

Batch booking: Country: | United Kingdom (GE)

Creditor ID:  ||GB49ZZZDDDEUT

Strict validation using address book

New... | Add group...| Edit. Delete | Fillin automatically | Export to SEPA... | Selectall |More Export...

Transactions  Exported SEPA XML files
Transactions - Total ameunt: 12,345.00 EUR; Spread over 1 transaction(s)

Search: |

Collection date  IBAN debtor EIC debtor Mame debtor  Amount Currency Description  Creditor reference  Mandate ID Mandatetype  Type  EndToEndld
'  Sep15,2016 GB43TEST83567244939297 TESTGBO2174  Test name 12,345.00 EUR Test TSTIDOO1 CORE First ~ D20160908-7713326015-8244342

Figure 4: Batch with a validated transaction.

Using this procedure you can add as many transaction as you want. To export the batch to
the SEPA format, click “Export to SEPA”. Click “Ok” when you see the messages that the batch
has been exported successfully. You can now save the SEPA XML file to disk. You should send
this file to your bank, for example through their web site. Please consult your bank if you do not
know how to send this file to your bank. Warning! Do not send the example file you created here
to your bank.

2.4 The next direct debit

If the previous batch is still open, close it by clicking “Ok”. We will now create a new batch with
a single transaction that will contain a recurrent direct debit, using the same bank account and
mandate as in the previous transaction.

Create a new batch by clicking “New” and create a new transaction by clicking “New”. Fill in
an amount, for example “321.45” and a description. Click on the button next to “IBAN debtor”
(with the looking glass icon). You can now select a bank account from your address book. You



can select an account by clicking on it (Figure and clicking on “Ok” after. Select the same bank
account that you used in the previous direct debit transaction (NL13TEST0123456789).

. Look up: Bank account of other party O X
Search: | |
IBAM BIC Mame Street  Postal code  City Country Em
GBE1TEST25360011888663 TESTGBO2174 M. Jones Leicester United Kingdom (GEB)
_ 1. lohnson Lendon  United Kingdom (GE)
GB43TESTE5367244939297 TESTGBOZ174  Test name United Kingdom (GEB)
< >

Figure 5: Selection of a bank account from the address book

IBANC will find the corresponding mandate that matches with the creditor ID automatically.
Click on “Ok”.

Again, a cross mark will appear in front of the transaction. If you move the mouse pointer over
the cross mark you can see that the previous transaction used type “First”, but IBANC does not
know whether this transaction has been approved or rejected by the bank. Click the button “Fill
in automatically”. Using this button you can fix many frequently occurring issues. Answer “Yes”
to the question that you address book might get updated. Also answer “Yes” to the question if the
previous transaction has been processed correctly by your bank. Of course, if you really send a
batch to the bank you must be certain that the previous transaction has been processed correctly.
After you have confirmed this a green tick mark should appear in front of the transaction. You
can now export this batch to a SEPA file by clicking “Export to SEPA”.

Warning! In the case that the first transaction for a mandate has been rejected by the bank,
you must send the next transaction with type “First” again. You can do this as follows:

1. Open the transaction (double click or select the transaction and click “Edit”.)
2. Select type “First”.
3. Click “Ok”.



4. The type in the transaction does not match the type that has been registered in the address
book anymore. You can solve this by importing the transaction in the address book.

5. Select the transaction and click “Import in address book” (use the button “More”).

A green tick mark will appear in front of the transaction and you can export the batch to a SEPA
file.

Warning! Take care that you become familiar with SEPA mandates. For more information you
can consult the website of the European Payments Council. For more information about SEPA
mandates, please contact your own bank.

2.5 The first payment

Credit transfers are much easier than direct debits. In principle, you only need an IBAN, a name
and an amount. It is advisable to use a description. This description will also appear on the bank
statement of the receiving party.

Just as with direct debits you can use the address book to look up bank accounts. To be sure
that you have entered the correct information, credit transfers are also validated using the address
book. For credit transfers, this is less important than for direct debits and if you like, you can
turn off validation by unchecking the tick mark “Strict validation using address book”. If you close
the batch and reopen it, strict validation will always be re-enabled.


http://www.europeanpaymentscouncil.eu/

3 IBANC Configuration

In order to work with IBANC, you must enter the account information of your own bank accounts.
If you want to use direct debits, you should also enter the information of your direct debit contract
with your bank.

Section [2] describes how you can enter this information when IBANC is started for the first
time.

You can always change this information later, or add new direct debit contracts and own bank
accounts (you can only use multiple bank accounts in the Business, Ultimate or Server edition).

3.1 Direct Debit Contracts with Banks

In the navigation bar you can find the option “Direct debit contracts”. Click this option to show
your direct debit contracts with your bank. You have the following options in the screen (Figure@:

e New. Use this to create a new contract.

e Edit. Use this to edit an existing contract. Select the contract that you want to edit and
click “Edit”.

e Delete. Use this to remove a contract. This will only work if this contract is not linked to
any own bank account.

[ 1BANC 3.0.0 Standard - Licensed to Het Koophuis - o x

Direct Debit Batches Edit.. Delete Direct Debit Contracts

Search: | |

Creditor ID Name Street Postal code  City Country
GBA9ZZZDDDEUTO000000123456  ACME Corporation 123 City Way  ME104SU  Canterbury  United Kingdem (GB)

SEPA Mandates

Own Bank Accounts
Direct Debit Contracts
Settings

Backups

Manual

Help

Figure 6: List of direct debit contracts with banks.

Figure [7] shows what a filled in contract looks like.
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P Creditor contract O >

Creditor 1Dz | IGB45ZZZDDDEUTO000000122456

Mame: | ACME Corporation

Postal code: | ME10 45U

|
|
Street: | 123 City Way |
|
|

City: | Canterbury

Country: | United Kingdom (GE) W

Figure 7: Example direct debit contract with bank.

The creditor ID is provided to you by your bank. Warning! This is not your IBAN!

3.2 Own Bank Accounts

In the navigation panel you can find the option “Own bank accounts”. Click this option to show
your own bank accounts. Using this window, you can create, edit and delete own bank accounts.

(Figure [§).
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I 1BANC 3.0.0 Standard - Licensed to Het Koophuis - o X

Direct Debit Batches New..| | Edit..| | Delete Own Bank Accounts

fer Batchi
ansfer Batches . ‘

e IBAN BIC Name Currency  Street Postal code  City Country Email  Export format credit transfer  Export format direct det
Fes GB36TEST16851314859741 TESTGBO2174  ACME Corporation EUR 123CityWay ME10450  Canterbury  United Kingdom (GB) NL - Other Dutch banks NL - Other Dutch banks
SEPA Mandates
Own Bank Accounts
Direct Debit Contracts
Settings

Backups

Manual

Help

Figure 8: List of own bank accounts.

If you add or edit an own bank account, you can fill in the following details (Figure E[):

IBAN. This is the IBAN of your own bank account.

BIC. This is a code that indicates your bank. You should be able to find this code on your
bank statement. If you cannot find this code, your bank can provide these details.

Country of bank. This is the country where you have your bank account. In general, there
is no need to fill in this field. It can be derived from the IBAN.

Account number. This is your legacy account number. IBANC will prepend it with zeroes.
The length of this number depends on the country of the bank. Usually, this field does not
need to be filled in, but it can be used to translate legacy account numbers to IBAN / BIC.

In some countries the account number and other components are written as a single sequence.
For example, “091-0122401-16" is a Belgian account number that consists of a bank code, an
account number and a check code. If you enter this account in the field account number and
selected Belgium in the field country of bank, IBANC will automatically split this number
in the correct components.

Warning! If you enter account details manually, always use the IBAN. IBANC can detect
most typing errors and will show a warning sign in the upper left corner if the field IBAN.
For legacy account information, IBANC will not perform validation.

Bank code. This is derived by IBANC from the IBAN, if applicable. If you do not enter
anything in the IBAN and BIC fields, this field can be used to enter legacy account details
that may be converted to an IBAN by IBANC.

Branch code. Some countries use a branch code in addition to the bank code.

Check code. Some countries use a check code. Warning! IBANC will not perform any
validation using the legacy check code.

Email. You can enter your own email address here.

Address details. Fill in your address information here.

12



e Export format credit transfer. Please select the option from the list that best suits your
own bank. While SEPA XML is standardised, differences among banks exist. IBANC takes
these differences into account.

e Export format direct debit. Please select the option from the list that best suits your own
bank. While SEPA XML is standardised, differences among banks exist. IBANC takes these
differences into account.

e Creditor ID. This field links the bank account to the proper creditor ID. Click on the looking
glass icon to select the correct direct debit contract. By clicking the cross mark, you can
remove the association.

B Own bank account O *

Bank account Address

IBAN; [ |5B36TEST16851314850741 | MName: | ACME Corporation

B

Street: ‘123 City Way
Postal code: | METD 45U

C: | TESTGBO2174 | | Find

Country of bank: | United Kingdom (GB) ~

City: ‘ Canterbury

Account number: | 14859741

Country: | United Kingdom (GB) ~

Email: ‘ |

|
Bank code: | TEST |
Branch code: | 168513 |

Check code:

Currency: | EUR - Euro ~

Settings

Export format credit transfer
Export format direct debit:
Creditor ID:

Use batch booking (direct debit):
Use batch booking (credit transfer):
Default mandate type:

Default sequence type:

Advanced... | Transaction limits...

NL - Other Dutch banks

ML - Other Dutch banks
GB49ZZZDDDEUTO000000123456
CORE

First

Cancel

Figure 9: Entering your own bank account details

By clicking the button “Advanced” you can configure a few extra (advanced) options. Do not
change these settings unless you are sure that this is necessary. The options are:

e Organisation ID. Some banks require this extra field in the SEPA XML file. It concerns the
following elements in the XML file:

<InitgPty>
<Id>
<0rgId>
<Id>123456</Id>
</0rgld>
</I1d>
</InitgPty>

Only fill in this field if your bank explicitly has explicitly requested you to do so.

e Clearing system member id. Only fill in this field if your bank explicitly requested you to
do so.
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Omit BIC in SEPA transactions. If you disable this option, then IBANC will require a BIC
for every transaction. If this option is enabled (this is the default value) then IBANC will
allow you to omit the BIC for SEPA transactions.

By clicking the button “Transaction limits” you can configure limits for your direct debit and
credit transfer batches. If you configure these limits, then IBANC will warn you when a limit is
exceeded when you try to export your direct debit of credit transfer batch. This way, you can
easily ensure that you do not submit a batch to your bank that is rejected because you exceed one
of your limits.

You can configure the following settings, both for direct debit and credit transfers:

Use direct debit or credit transfer limits. Check this option if you want to use limits.

Apply limits to entire batch. Check this option if you want to apply the limits to the entire
exported file. In principle, you should not check this option.

Maximum amount per transaction. This defines the maximum amount per transaction.

Maximum amount per batch. This defines the maximum total amount per batch. Beware
that in general, your bank considers transactions with a different execution date as a different
batch. IBANC follows the same calculation that banks generally use.

Maximum number of transactions per batch. This defined the maximum number of trans-
actions in a single batch. The banks consider transactions with a different execution data
as belonging to separate batches. IBANC follows the same rules that banks generally use.

If you have entered your account details correctly, you can click “Ok” to save your changes.

3.3

Settings

In the navigation bar, you can find the option “Settings”. Click this options to edit settings for
IBANC. You can change the following settings (Figure :

Language. Use this to select the language for IBANC. If you change this setting, you must
restart IBANC. If this field is empty, the default language of your operating system will be
used.

Check for updates. Use this to set the frequency at which IBANC checks whether there are
updates available. This way you will be informed when there is a new version available for
you.

Show hints. If this option is enabled then a balloon with an explanation will appear for some
fields. If you are an experienced user, you may want to disable this feature.

PDF Export sort order. With this option you can configure the sort order of the transactions
when an exported batch is saved as a PDF file.

Allow COR1 SDD for all export formats. Some countries support the COR1 scheme. For
most export formats, IBANC will show an error if you select COR1 in a transaction. If you
disable this option IBANC will allow COR1 for all export formats. Warning! It is very likely
that your bank will reject COR1 transactions. Only use this option if you understand what
COR1 means.
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I 1BANC 3.0.0 Standard - Licensed to Het Koophuis

Direct Debit Batches
Credit Transfer Batches
Ade
ups
SEPA Mandates
Own Bank Ac
Direct Debif
Settings.
B

Manual

Help

Language:
Check for updates:

Show hints:

PDF Export sort order for direct debit:
PDF Export sort erder for credit transfers:
Allow COR1 DD for all export formats:

Notify me when backup is older than:

[ =
[ty -
O

|Ban -
|Ban “|
M

|Amonth -]

Figure 10:

Change settings.
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4 The address book

In the address book you can keep track of bank accounts of your contacts. IBANC uses the address
book to validate transactions which is especially important for direct debits.

A frequently asked question is: Is it possible to have to same bank account multiple times in
the address book? The answer is no. IBANC considers a bank account as a unique entity that
should only be recorded once. If you want to distinguish between different transactions using the
same bank account, you should use the description field for this. For example, you can use the
description “Membership John” in one transaction, and “Membership Mary” in another.

In the address book of IBANC you can manage bank accounts and direct debit mandates. You
can also add bank accounts to groups when editing a bank account.

4.1 Adding New Bank Accounts

You can open the address book by clicking “Address Book” in the navigation bar. The address
book looks as shown (empty) in Figure

[ 1BANC 3.0.0 Standard - Licensed to Het Koophuis - o x

Direct Debit Batches New...| Edit.  Delete | Export..  Import. Addressbook

Credit Transfer Batches ‘

Search:

SIS IBAN BIC MName Strest Postslcode City Country Emall Amount Description Creditor reference
Groups

SEPA Mandates

Own Banl

Settings
Backups

Manual

Help

Figure 11: An empty address book.

By clicking “New”, you can add a new bank account. You can find an example in which the
IBAN en BIC are filled in in Figure[I2] At a minimum, you should fill in the following information
in order to be able to create credit transfers and direct debits.

e IBAN. Enter a valid IBAN in this field. IBANC checks whether the format is correct for the
country that is associated with the IBAN and can detect most typing errors. If a warning
sign is visible in the upper left corner of the field, then the IBAN is invalid.

e Name. The name of the owner of the bank account. This field is mandatory.

e BIC. For some countries, the BIC will be filled in automatically if the “Ok” button is clicked.
For other countries you must enter the BIC manually. The length of this code is 8 or 11
characters/numbers.

By default, the country of the bank and the country of owner of the bank account are derived
from the IBAN. If you need to fill in another country, you can do so by hand. This may, for
example, be necessary if you live in Germany (country code DE), but you have a bank account in

16



the United Kingdom (country code GB). The country of the bank should be the United Kingdom.
In addition, you may enter more detailed address information. You can also fill in defaults for
credit transfers. For direct debits, this information is kept in the mandate information.

B Bank account of other party m| X

Bank account Address Default values for credit transfers

IBAN; [ [3B61TEST25360011888663 | Name: | M. Jones | Amounts [ ]
Country of bank: v Postal code: | | Creditorreference [ ]

City: | Leicester

Account number; | |Find

Bank code: Country: -

Email: | |

Branch code:

Check code:

Mandates

CreditorID Mandate reference  Signature dete  Sequencetype Reason Mandatetype Status  Default amount Default description  Default creditor reference

New... | | Edit.. | Delete...

Groups

Name Direct debit description  Creditor reference  Direct debit amount  Direct debit currency  Mandate  Credit transfer description  Creditor reference  Credit transfer amount  Credit transfer currency

Add... | Edit..  Delete..

Cancel

Figure 12: A new bank account with IBAN en BIC

Figure [I3] shows an example in which only the legacy account number is filled in, but the
IBAN and BIC are not filled in. Warning! In this situation, you should fill in the country yourself,
because IBANC cannot derive it from the IBAN. IBANC cannot determine the IBAN from this
information. If you fill in the missing information (bank code and branch code in this example)
IBAN may be able to derive the IBAN automatically if you press “Ok”. Warning! Typing errors
will not be detected when filling in old account data. Therefore, we recommended that, if possible,
you always fill in the IBAN, because IBANC can validate them. This prevents problems originating
from typing errors.

17



B Bank account of other party O X

Bank account Address Default values for credit transfers

o P —

Name [ 1. Johnson

|
BIC: | | Street:

Country of bank: | United Kingdom (G8) ~| Postal code: | | Creditorreference | ]
Account number. | 54132059 | City: [ London |

Bank code: | | Country: | United Kingdom (G8) Y]

Branch code: | | Email: | ‘

Check code:
Mandates

CreditorID Mandate reference  Signature dote  Sequencetype Reason Mandatetype Status  Default amount Default description  Default creditor reference

Edit.. Delete...

Groups

Name Direct debit description  Creditor reference  Direct debit amount  Direct debit currency  Mandate  Credit transfer description  Creditor reference  Credit transfer amount  Credit transfer currency

Edit.. Delete...

Figure 13: A new bank account without IBAN and BIC

After saving the last bank account by clicking “Ok” your address book should look like Fig-
ure You can see that if the IBAN is not filled in correctly, the field is marked red.

[ 1BANC 3.0.0 Standard - Licensed to Het Koophuis - o x

Direc Addressbook

Credit Transfer Batches

Search: || J
Pttt IBAN BIC Name  Street Postalcode City Country Email Amount Description | Creditor reference
Groups GBGTTEST25360011288663 TESTGBO2174 M. Jones Leicester  United Kingdom (GB)

J.Johnson London  United Kingdom (GB)
SEPA Mandates

Own Bank

Manual

Help

Figure 14: An address book with two bank accounts.
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4.2 Importing and Exporting Bank Accounts

All bank accounts in the address book can be imported from Excel and CSV files. Creating an
import profile follows the same principles as creating an import profile for transactions (see Sec-
tion . The address book provides the option to update existing bank accounts when importing
account data. You can choose to only add new accounts or to update existing accounts. When
updating existing accounts, you can choose to ignore empty fields or you can also import empty
fields.

4.3 Conversion to IBAN and BIC

Conversion from legacy domestic bank account information to IBAN is possible in many cases.
Please be very careful when entering old account information, because IBANC cannot validate
the correctness of legacy bank account information. Entering the IBAN should always be the
preferred method.

If you create a new entry in the address book, you can select the country of bank. This will
enable and disable some fields. For example, for the United Kingdom, this will enable the fields
account number, bank code and branch code. If you fill in these fields and press “Ok”, IBANC
will derive the IBAN automatically. For some countries, a standard notation is used that contains
all necessary bank account components. For example, in Belgium a legacy account number is
typically written like “123-0123456-98”. If such an account is entered in the field account number,
IBANC will recognize this format and split it automatically in the correct components.

4.4 Mandates

If you want to use SEPA direct debit you need to obtain mandates from your debtors. This
mandate information must be registered in IBANC because this information is needed in every
direct debit transaction that you send to your bank. It is of utmost importance that you are
familiar with the regulations concerning SEPA direct debit. For more information you can check
the website of the Dutch Payments Association |(Click here). Here you can find information about
European direct debit and information about the regulations about informing your debtors.

In IBANC you can create a new mandate if you have opened a bank account in your address
book by clicking the “New” button below the list of mandates. (Figure . Next, you can fill in
the mandate details. Figure [15|shows an example of a filled in mandate.

19


http://www.betaalvereniging.nl/en/european-transactions/sepa-documentation-for-the-netherlands/

P SEPA mandate O >

Creditor I | GE49777DDDEUTO000000123456 Q| %X

Debtor: |GBBITEST25360011833663, M. Jones Q| X

Mandate reference; | 12345 |

Signature date: (01/11/2009 B~ |

Sequence type: | First ~

Reason: | Membership 2014 |

Mandate type: | CORE o

Status: | Active w

Default amount: | 9,999.00 |

Default description: | Membership 2014 invoice nr. 12343 |

Default creditor reference: | |

[0 ] [conce

Figure 15: A SEPA mandate

You can fill in the following fields.

Creditor ID. Here you can select a creditor ID from the list of direct debit contracts with
banks. If you have only configured one direct debit contract, this will be filled in automati-
cally. You can change it by clicking the looking glass icon.

Mandate ID. This is a unique identifier that identifies a mandate. You must choose this
yourself. Possibilities are, for example, membership number or customer number. If you
have multiple mandates per bank account, you can introduce a sequence number or you can
use a date in the mandate ID (for example: “1234-2013-01-127).

Signature date. This is the date on which the debtor has signed the SEPA direct debit
mandate. Warning! For direct debits contracts that have been signed before you started
using SEPA direct debit, you must use the date 1 November 2009.

Sequence type. This is “First”, “Recurrent”, “Final” or “One-off”. When using a recurrent
mandate, the first in a series of collections should have the type “First”. After the first col-
lection has been processed correctly, the type should be “Recurrent”. IBANC automatically
changes the type from “First” to “Recurrent” after exporting a transaction with type “First”.
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For one-off direct debits you should use “One-off”. Warning! You can use a mandate ID for
a one-off direct debit only once. If you need to to another collection from the same account,
you must obtain a new mandate with a different mandate ID.

e Reason. You can fill in a reason for the direct debit here. This field will not be visible on
the bank statement of the debtor.

e Status. This field can be set to the following values:

— Active. This is a mandate that can be used. Most of the time, this status should be
selected.

— Sent First. This is a mandate for which a transaction with sequence type “First” has
been exported, but the successful execution of the transaction has not been confirmed.
In general, you will never have to set a mandate to this status manually.

— One-off used. This is a one-off direct debit mandate that has been used in transaction
and cannot be used again. These mandates are kept to ensure that these mandate IDs
will never be used again.

— Inactive. This is a mandate that should not be used. These include, for example,
mandates that have been ended.

e Default amount. This is the default amount that will be filled in if a mandate is selected. If
an amount has already been filled in in a transaction (for example imported from Excel), it
will not be overwritten.

e Default description. This is the default description that will be filled in if a mandate is
selected. An existing description will not be overwritten.

o Default creditor reference. this is the default creditor reference that will be filled in if a
mandate is selected. An existing creditor reference will not be overwritten. Warning! Only
use this field if you understand how Currence (Dutch) or ISO creditor references work.

4.5 Groups

By making use of groups you can quickly add multiple bank accounts to a batch. If you edit a
bank account in the address book you can view the groups of which the account is a member below
the list of mandates. It is also possible add to a bank account multiple times to the same group.
This way, you can easily create a direct debit batch if there are multiple members of a family from
which you need to collect. For each person you add the same bank account to the group, using a
different description and different amount (if needed).

From the main window you can find the option “Groups” in the navigation bar. If you select
this option, the group window will appear (Figure .
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I 1BANC 3.0.0 Standard - Licensed to Het Koophuis - o X

ebit Batches Groups

Credit Transfer Batches

Search: | |

Mame  Use for direct debit  Use for credit transfer

SEPA Mandates

Own Bank A

Settings
Backups

Manual

Help

Figure 16: Overview of groups

By clicking “New” you can create a new group. You can also edit existing groups using “Edit”. If
you create a new group, a window will appear in which you can edit the group details (Figure.
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B Group [m| X

Group

Mame: | I'I'est group

Use for direct debit:
Use for credit transfer:

Members

Members Memberships: 0 - Total direct debit amount: - - Tetal credit transfer amount: -

Search:

IBAMN  Mame Direct debit description  Creditor reference  Direct debit amount  Direct debit currency  Mandate  Credit transfer description

Add... | | Edit... | | Delete... | | Import.. | | Export... | | Move to another group...

Figure 17: A new group

Assign a new name to the group. This name must be unique. You can select whether the
group should be available for direct debit batches and/or credit transfer batches. For example,
if you remove the tick mark for credit transfer you cannot select this group in a credit transfer
batch.

Below the list of group members you can find the buttons you can use to add, edit and remove
groups. You can also import groups from Excel and CSV files.

If you add a member to the group (by clicking “Add”), select the account you want to add.
Next, a window will appear in which you can set the default values for transactions for this specific
group membership. (Figure .
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™ Group membership O >

Group: | [Test group

Account: | GBB1TEST25360011888663, P. Davies

Creditor reference: |

|
|
Direct debit description: | Payment in a test group |
|
|

Direct debit amount:

8,721.00

Direct debit currency: | EUR - Euro

Mandate:

Credit transfer description

Creditor reference

Credit transfer amount:

Credit transfer currency: | ELUR - Euro w

[0 ] [conce

Figure 18: Details for a group membership.

You can fill in the following fields that will be used when you add this group to a direct debit
batch or credit transfer batch, respectively:

e Direct debit description

e Direct debit creditor reference (only use this if you understand Currence or ISO creditor
references)

e Direct debit amount (EUR)
e Credit transfer description

e Credit transfer creditor reference (only use this if you understand Currence or ISO creditor
references)

e Credit transfer amount (EUR)

Of course, these fields are not mandatory. If they are not filled in, the fields in the transactions
will also not be left empty if the group is added to a batch. If you add the group in a batch, you
can provide an amount for the entire group. If you use this, this amount will be used for the entire
group and any amount defined in the group memberships will be ignored (Figure .
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It is possible to put an account multiple times in the same group. This can be convenient when
you want the same bank account for members of the same family, for example (Figure .

B Group [m| X
Group
Name: | [Test group
Use for direct debit:
Use for credit transfer
Members
Members  Memberships: 2 - Total direct debit amount: 9,964.00 EUR - Total credit transfer amount: 0.00 EUR
Search:
IBAN MName Direct debit description Creditor reference  Direct debit amount  Direct debit currency  Manda
GBB1TEST25360011888663 P, Davies Paymentin a test group 8,721.00 EUR
GBGITESTZ3360011888663 P, Davies Second payment in a test group 1,243.00 EUR
£ >
Add... | | Edit... | Delete... |Import.. | | Export...| | Move to another group...

Figure 19: A group that contains the same account twice.

Import groups

You can also import a list of bank accounts at once into a group. The window that appears looks
the same as the window that is used to import bank accounts into the address book. You can
define the import profile if needed. If you import these accounts into a group, IBANC will import
bank accounts that are not in the address book yet. Existing bank accounts will not be changed.
In both cases, the bank account will be added to the group.
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5 Creating Direct Debit Batches

With IBANC you can create direct debit batches flexibly. You can do this using one of the
following methods:

e Add transactions manually (see Section [2).

Import transactions from Excel or CSV files.

Import legacy domestic formats and existing SEPA XML files (Business edition and higher).
e Duplicate an existing batch.
e Add groups to a batch.

How to add transactions manually is explained in detail in Section 2]

5.1 Import Transactions from Excel of CSV Files

With IBANC you can easily import data from Excel of CSV files. These files do not need to have
a fixed format, because you can define which columns you want to use in IBANC using so called
import profiles. Using import profiles you can define which column in your Excel sheet should be
used for the various fields in IBANC.

To get you started you can download example Excel files using the link below:

e (Click here to download the example files.

To import an Excel or CSV file click “Import” in the window for direct debits (left part). Select
the Excel or CSV file you want to import. A window will appear where you can create (or select)
the import profile. If you have saved import profiles before then IBANC will try to find a profile
that matches best with the file you want to import. You can find an example of this window in

Figure

B import: Direct debit transaction O ®

Import file |C:\tmp\ddi3710127190988646553.csv
Profile

Look up prefile

Test profile ~| Name [ Test profile || Mew... | Save profile| Delete

Input format
Date format examples:
Date 31-01-2013: dd-mm-yyyy
Date 2013/01/31: yyyy/mm/dd

Date format | yyyy-mm-dd

Separator | Comma ~

Decimal separstor Pericd v
Column translaticns

IBAN debtor | iban | Country of bank debtor | | Account number debtor | ~]

Bank code debtor | ] Branch code debtar | “]  Check code debtor | ~]

BIC debtor | bic v] Name debtor | name v] Street debtor | ~]

Pastal code debor | ~] City debtor | ~] Country debor | ~]

Mandate type (CORE/B28) “] Type | type v] Mandate ID | mandate -]

Signature date mandate | signatureDate ~] Callection date | ~] Amount | ~]

Description | v| Creditor reference | -] EndToEndld | ~]

Figure 20: Creating an import profile.
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You can select the columns from the file you want to export by clicking on the arrows next to
the fields. A drop down menu appears from which you can select the column you want to import.
In the example you can see that the column “iban” from the worksheet will be linked to the field
“IBAN debtor” in IBANC. You do not need to create a mapping for all fields. If all bank accounts
and mandates have been imported in the address book before, then only importing IBANs and
amounts may be sufficient. All other information can be copied from the address book then.

It is also possible to define a date format. For CSV files this is necessary if you want to import
dates. For Excel files this is generally not needed. However, sometimes a date in Excel is not
stored as a date but as text. In this case, the date format will be used to interpret the date. In
the date format “y” stands for year, “m” stands for month and “d” stands for day. If, for example,
your column is filled with dates that look like 31-07-2013, then you should use the date format
“dd-mm-yyyy”. That is: two positions for day, followed by two positions for month, followed by
four positions for year. All fields are separated by a “-” character in this case.

For CSV files you can also specify the field separator and the decimal separator. Warning! We
recommended that you use different characters for the field separator and the decimal separator.

If you have linked the columns that you want to import, then you can save the profile. Type
the name you want to use in the field next to “Name” and click “Save profile”. Click “Ok” to import
the file. Open the imported batch by selecting it and click “Edit”. The imported batch is now

open (Figure 21)).

I Direct Debit batch: D20160908-8241689143 - (Imported on September 8, 2016) o X
Batch information Bank account Address
Created on: IBAN: | GB36TEST16851214859741 | Q“ Name: ‘ ACME Corporation ‘
Batch ID: | D20160308-8241689143 aic: |[ESHGE0A | Street: |23 CityWay |
Description: | (Imported on September 2, 2016) Currencys | EUR - Euro Postal code: | MEID 450 |
Status: SEPAXML format: | NL - Other Dutch banks ciy: | ICamterbug |

Batch booking: Country: | United Kingdom (GE)

Creditor ID:  [GB49ZZZDDDEUT!

0123456

Strict validation using address bock

Mew... |Addgroup..| Edit. Delete | Fill in automatically | Export to SEPA... Sclectall Mare ~ Export...

Transactions  Exported SEPA XML files

Transactions - Total amount: 0.00 EUR; Spread over 14 transaction(s)

Search: |
Collection date  IBAN debtor BIC debtor MName debtor  Amount Currency Description  Creditor reference  Mandate D Mandate type  Type EndToEndld

@ sep15 2016 GB2OTESTI7I19330733973 TesTaB02174 B.Tayior (NI EuR 204334334 CORE One-off  D20160908-8241689143-100¢
@ Sep15 2016 GBITTESTINI3454128059 TesTae02174 LBrown (NI EUR 1649446531 CORE Recurrent  D20160908-8241689143-1324
@  Sepis, 2016 GBYBTEST37889220631550 TESTGBO2174 ). Johnsen - EUR 921438715  CORE One-off D20160308-8241689143-92 54
@ Sepis, 2016 GB14TEST35527413981214  TESTGBO2174 V. Williams. - EUR 1889927720 CORE First D20160908-8241689143-703;|
@ Sepls, 2016 GBG2TEST96375634574145  TESTGBO2174  N. Lewis - EUR 337746548  CORE One-off D20160908-8241689143-100¢
€ Sep152016  GBGTTEST23405124612377 TESTGBO2174 A.Green  |NENNNIN EUR 1238074852 CORE One-off  D20160908-8241680143-121
€ Sep152016  GBAITESTESSE7244939297 TESTGBO2174 W.wiight [N EUR 305201542 CORE Recurrent  D20160908-8241689143-381
€ Sepl52016  GBIITEST418058327550% TESTGBO2174 R.Witson [N EUR 1774631759 CORE One-off  D20160908-8241689143- 101
€ Sep15,2016  GBESTESTI321621433391 TESTGBO2174 M.Evans  [HENENEN EUR 895123051 CORE One-off  D20160908-8241689143-397
€ Sep15,2016  GBSTESTIMA2341464066 TESTGBO2174 B.Jones [N EUR 1792262081 CORE Recurrent  D20160908-8241689143-6774
€ Sep15,2016  GBIGTESTIEES1I14850741 TESTGBO2174 ). Maowell [N EUR 1279372793 CORE Final D20160908-8241689143-8594
€ Sep15,2016  GBIOTEST43654202047074 TESTGBO2174 G.Moore  [HENENNN EUR 391730882 CORE One-off  D20160908-8241689143-893]
€@ Sep152016  GBEITEST2S360011283663 TESTGBO2174 P.Davies  [HENENM EUR 57163838 CORE First D20160908-8241689143- 111
@ sep1s206  ceaoTEsT24m3aeziessee Testamo174 kosmith (NN EUR 722043517 CORE Final D20160908-8241689143-556(
< >

Figure 21: An imported batch.

You can see that these transactions are not complete yet. For every transaction the amount
is still missing. Open the first transaction, enter an amount and close the transaction by clicking
“Ok”. You can use the amount you just filled in for all other transactions by right clicking the
amount that you have just filled in. A menu will appear with the option “Use value in whole
column”. Select this option to use the value in all transactions. You can also copy the amount
to a subset of transactions by using the filter. Only the transactions that are in the list will be
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changed.

If all amounts are filled in correctly, the transactions are complete (in this example). Some
addresses may not be available in the address book, or new mandate IDs may be used that are
not known in the address book. You can add these easily if you are sure that all transactions
are correct by clicking “Select all” and then “Import in address book” (from the list when clicking
“More”).

5.2 Import Transactions from Other Files

From the main window, you can import other formats using the button “Import”. IBANC will
recognize known file types. Old formats often do not contain IBAN and BIC information. By
selecting all transactions and using the action “Copy from address book” you can fill in this missing
information. In order for this to work, you must have entered both the legacy account, IBAN and
BIC for these accounts. For more information about conversion of legacy accounts, please read
Section [l

5.3 Add Groups

Another possibility to add transactions is by adding entire groups. For more information about
group management, please read Section A group contains a list of bank accounts (which may
be part of a group multiple times) with optionally default values for the amount and description
(creditor reference is also possible, but we strongly discourage its use, unless you know how to
work with Currence or ISO creditor references). You can add a group to a batch by clicking “Add
group” if you have opened a batch. This will open the window from Figure 22]

. Add group | e
Group: . (@]
Execution date:  |08/08/2016 B
Description: | |
Amount; | |

0c ] [cancl

Figure 22: Adding a group.

By clicking the looking glass icon you can select a group from the list of all known groups.
Select the desired group and click “Ok”. (Figure .
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B Look up: Group [ bt

Search:

Mame Use for direct debit  Use for credit transfer
Test group  Yes Yes

£ >

O Cancel

Figure 23: Selecting a group.
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Additionally, you can select an execution date that you want to use for this group. If you enter
an amount, this amount will be used for the entire group, even if you have defined a different
amount for each group member separately. If you leave the amount empty then the values (if
filled in) that you have defined for each member will be used.

[ Direct Debit batch: D20160308-8113781618 - A test with a group m] X
Batch information Bank account Address
Created on: IBAN: | GB36TEST16851314859741 | [« Name: \ ACME Corporation \
Batch ID: | D20160308-8113781612 o [ | Street: 1123 City Way |
Description: | A test with a group Currency: | EDRBENS Postal code: | MEID 450 |
Status: [ SEPA XML format: | NL - Other Dutch banks Ciry: AU |
: ) ;
Batch booking: Creditor |0 | GBAIZZZDDDEUTO000000123456 Country:  United Kingdom (GE)

Strict validation using address book

Mew...| | Add group... Edit.. Delete  Fillin automatically | Export to SEPA... | Selectall More - Export.

Transactions  Exported SEPA XML files

Transactions - Total amount: 9,964.00 EUR; Spread over 2 transaction(s)

Search: |

Collection date  IBAN debtor BIC debtor Mamedebtor Amount Currency Description Creditor reference  Mandate D Mandstetype  Type EndToEnd
«  Sep 15,2016 GBGB1TEST25360011888663 P. Davies 8721.00 EUR Payment in a test group 57163888 CORE First D2016090¢|
«  Sep 16,2016 GBB1TEST25360011888663 P. Davies 1,243.00 EUR Second payment in a test group 57163888 CORE Recurrent  D2016090¢|
< 3>

Figure 24: A batch that have been created by adding a group.

5.4 Adding Accounts to a Group

You can add accounts to a group when editing a batch directly. To do this, select the transactions
you want to use. You can select multiple transactions by keeping the Ctrl button (Apple button
on Mac OSX) pressed down. Next, click “Add to group” (part of the button “More”). Select the
group you want to add the accounts to. You will be asked if you want to add bank accounts if
they are already part of the group. If you select no, only bank accounts that are not in the group
currently will be added. If you select yes then bank accounts will always be added to the group,
and a bank account may exists multiple times in a single group. You can manage groups from the
main window by selecting “Groups” from the navigation bar (See Section [4.5)).

5.5 Duplicate Batch

From the main screen you can easily duplicate existing batches by selecting them and clicking
“Duplicate”. This will create a new batch that contains a copy of the original batch. Of course,
the new batch will get a new batch ID and all transactions will get a new end to end ID (unique
number for each transaction).

Warning! In the case that you duplicate a batch that contains direct debits with type “First”
these will also be of type “First” after duplication. You can easily fix this by selecting all transac-
tions (“Select all”). Next, use “Copy from address book” to get the correct type from the address
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book. You might need to use “Confirm sequence type”’ to confirm that the first direct debit has
been processed correctly by your bank.

5.6 Export to SEPA XML

If the batch is ready and all transactions have been entered correctly, you can use the button
“Export to SEPA” to generate a SEPA XML file for this batch. After successful completion of
the export you will get a message that indicates successful completion. After clicking “Ok” you
will get the opportunity to save the file to your local disk. This works the same as with other
programs, such as a word processor. If you want, you can change the proposed name to something
else that may be clearer for you. After you have saved the file, the location of the file will be
opened automatically.

After export to a SEPA XML file, the file will appear in the list of exported SEPA XML files.
If you have saved the file to disk, IBANC will show whether this file still exists and if its contents
have been changed (Figure [25).

[ Direct Debit batch: D20160908-8113781618 - A test with a group o X

Batch information Bank account Address
Created on: IBAN: |GaeaTEST1as£1314259m | Name: \ACMECmmticn \
Batch ID: BIC: [ TESTGBO2174 | Street: [[T23CH)Way |
Description: Cumency: | EUR - Furo Postal code: | WIEID 450 |
Status: | Exported city: [[Canteibuy |

SEPA XML format: | NL - Other Dutch banks

Batch booking: Country: | United Kingdom (GE)

Creditor ID: | GB49ZZZDDDEUT0O000000123456

Export... | | PDF | Unlock

Transactions Exported SEPA XML files
Transactions - Total amount: 9,964.00 EUR; Spread over 2 transaction(s)

Search: |

Reconciliation status ~ Collection date  |BAN debtor BIC debter Namedebtor Amount Currency Description Creditor reference  MandateID  Mandate type
Unknown Sep 15,2016 GBE1TEST25360011888663 P. Davies 8721.00 EUR Payment in a test group 57163888 CORE
Unknown Sep 16, 2016 GBE1TEST25360011888663 P. Davies 1,243.00 EUR Second payment in a test group 57163888 CORE

< >

Figure 25: A correctly exported batch.

If a cross mark is visible, put the mouse pointer on the cross mark. The cause of the problem
will be shown. You can always open the location of the saved file by double clicking the file.

Warning! You must send this SEPA XML file to your bank yourself. If you do not know how
to do this, please contact your own bank. They can explain you how to do this.

5.7 Generate Mandates Automatically

You can generate mandates automatically for transactions where the mandate ID is absent. Warn-
ing! Always try to add existing mandates by selecting transactions and use “Copy from address
book”.
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If you generate mandates automatically these mandates will get the date of yesterday as sig-
nature date. If needed, this data can be adjusted. Use “Import into address book” to update the
changes also in the address book. The mandate ID that is generated is a random, unique number.

You can import mandates in the address book easily (See Section . You can import the
signature date from an Excel or CSV file. Of course, you can also create mandates by hand in
IBANC.

5.8

Fill in Automatically

Using the button “Fill in automatically” you can try to fill in as much information as possible
automatically. If you use this option, the following operations are executed:

1.
2.

- W

5.9

Find existing mandates that fit the combination creditor/debtor.

Import information to the address book where needed.

Copy existing information from the address book.

Generate mandates if the mandate ID is absent (uses as signature date the date of yesterday).
Optionally: For all mandates that were of type “First” previously, confirm that all transac-

tions have been processed successfully.

Export

You can export batches to an Excel or CSV file. Use the button “Export...”. You will be asked to
create an import profile. (Figure 26).
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P Export: Direct debit transaction O >

Profile

~ Name|:| MNew... | | Save profile | | Delete

Input foermat

Date format examples:
Date 31-01-2013: dd-mm-yyyy
Date 2013/01/31: yyyy/mm/dd

Date fermat | dd-mm-yyyy

Separator | Semnicolon ~

Decimal separator | Period ~

Column translations

IBAN debtor | IBAN debtor

Country of bank debtor | Country of bank debtor

Account number debtor | Account number debtor Bank code debtor | Bank code debtor

Branch code debtor | Branch code debtor Check code debtor | Check code debtor

BIC debtor | BIC debtor MName debtor | MName debtor

Street debtor | Street debtor Postal code debtor | Postal code debtor

Mandate type (CORE/B2B) | Mandate type (CORE/B2B) Type | Type

Mandate ID | Mandate ID Signature date mandate | Signature date mandate

Collection date | Collection date Amount | Armount

Description | Description Creditor reference| Creditor reference

| |
| |
| |
| |
| |

City debtor | City debtor | Country debtor | Country debtor |
| |
| |
| |
| |
|

EndToEndld | EndToEndld

Figure 26: Exporting a batch.

You can accept the proposed column names, but you can also select an import profile that
you use when importing data. Manually changes the column names is also possible. By clicking
“Ok” the batch will be exported and you will be asked to select a file name. By default, a file is
exported to an Excel (“.x1s”) file. If you use a different file extension, the file will be exported as
a CSV file.

You can open the exported file with Excel or Libre/OpenOffice. These programs can also be
used to adapt your files and print them.

5.10 Printing

If you have exported your batch to a SEPA XML file, you can save the batch to a PDF file. This
PDF file can be opened by another application and can be printed. A great advantage of a PDF
file is that the printed version and the version viewed on your screen are identical. The PDF file
contains a summary of the batch. In the Ultimate edition, the checksums are also available (MD5,
SHA1 and SHA256). Additionally, the PDF contains a clear overview of all the transactions.
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You can configure the sort order of the transactions in your PDF report using the settings
dialog (click “Settings” in the navigation bar).
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6 Creating Credit Transfer Batches

Creating SEPA credit transfer batches is easy. The procedure is the same as for direct debit
batches, but of course you do not have to deal with mandate management. Navigate to the credit
transfer batches by clicked this option in the navigation bar. For more information on how to
work with batches, please read Section
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7 Online backup and transferservice

With IBANC you can create a complete backup of your IBANC-installation. If you have purchased
the online backup option, you can safely store this backup in our online environment. In addition,
you can also secure your backup with a password.

To create and maintain backups you must select the option “Backup” in the navigation panel.
The backup window will now appear. (Figuur 27).

I IBANC 3.0.0 Standard - Licensed to Het Koophuis - o x

Direct Debit Batches Create backup  Upload backup  Restore backup  Delete backup | Import list of backups  Change password Backups

Credit Transfer Batches
Search: |

Addressbook Created on Description  Status

Groups

SEPA Mandates
Own Bank Accounts
Direct Debit Contracts
Settings

Backups

Figure 27: The backup window

7.1 Creating and restoring backups

To create a new backup, you must click on “Make backup”. Next you can choose the directory for
saving the backup. In case you would like to make use of the online backup service of IBANC, select
a previously made backup and click on the button “Upload Backup®. The first time uploading
a backup, IBANC will ask you for a password. You can leave this field empty. Even if your
password is empty, third parties will never be able to view your backup. When uploading any
following backups, IBANC will ask for the password. If an incorrect password is given, the backup
will not be uploaded.

With the “Restore backup®“ button you can restore any previously made backup. In case the
backup is not found not found in the directory in which it was saved, IBANC shall try to download
it from the online environment. This obviously only applies if the online backup option is selected
in your license. If you have used a (non-empty) password, this password must be entered when
asked. After the backup has been restored IBANC will shut down. Restart IBANC and the restore
process will be completed.

You can also retrieve a list of available backups. This is done with the button “Import list of
backups“. You may do this, for example, when your system crashed. You must install IBANC
again and import this list of backups. Next you can select the desired update and restore it.

If you have not create a backup for some time then IBANC will inform you about this when
you close IBANC. You can make a backup at that time then if you wish. In “Settings”, you can
configure when IBANC should inform you if you have not made a backup recently. The default
setting is one month.
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7.2 Change password

IBANC offers the possibility of securing your backups with a password. This password can be
modified. After your password has been changed, it does not only apply to new backups, but to
existing backups as well.

To change your password, click on the “Change password“ button. You can see the window
that will appear in Figuur 28]

. Change password used for backups x

Current password | | |

Mew password | |

Confirm new password | |

Store password on your computer [

Advanced... Cancel

Figure 28: Change password

Enter your current password (which can be empty!) and twice your new password. Note, the
password is case sensitive so be sure to check whether Caps Lock is turned off. You may choose
to use an empty password. You will recieve a warning to make sure an empty password must be
set.

When setting or changing a password, memorize it well. In case you forget your password,
your backup files can not be used anymore. IBANC does this for safety reasons. When using a
password, even IBANC support can not determine your password or decrypt your data.

It is, however possible to reset your security key. A new password can be set, but all your old
backups are inaccessible. This option can be viewed by clicking “Advanced“. Only use this option
when you absolutely can’t remember your password. Your existing will not be accessible after
using this option.

7.3 Transfer license

If you have the online backup option, you can easily transfer your license, including all data of your
IBANC installation, to another person within your organsisation. This might be needed when you
fulfill the duty of treasurer of a association and must transfer your tasks to a successor. This
license transfer can be easily done with IBANC. In the menu “Help* choose the option “Transfer
license®. Subsequently the window from Figure 29| will appear.
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. Transfer license x

Transfer your IBAMC license to the another person.

This persen will receive an email from IBANC with instructions.
You must inform the next licensee about your password yourself,
Please fill in the details below.

Organization Het Koophuis

Mame of new licensee

Ermail address

MNew password

| |
| |
Confirm email address | |
| |
Confirm new password | |

Ok Cancel

Figure 29: Transfer license

In this window you must enter the data of the new licenceholder. In case of a password for your
backups, you will be asked to enter that as well. A password between you and the new licenseholder
must also be entered. To prevent any mistakes, this must be done twice. Thereafter you may click
on “ok* to perform the transfer. The new licenseholder will receive an email from IBANC holding
the instructions. You and you alone are responsible for giving the new licenseholder the previously
entered password. Without this password, the transfer can not be completed. At the same time,
for the new licenseholder this will be the new password for accessing the backups. This password
can eventually be changed (see section .
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8 System Requirements

IBANC software is available for Microsoft Windows, Mac OS X and Linux.

e Minimum system requirements:

— Microsoft Windows Vista SP2 or higher

— MAC: OSX 10.8.3 or higher

Linux: 32/64 bit Ubuntu/Debian/RedHat/CentOS
256MB internal memory

300MB free disk space

e Recommended system requirements:

— Microsoft Windows Vista SP2 or higher

— MAC: OSX 10.8.3 or higher

— Linux: 32/64 bit Ubuntu/Debian/RedHat/CentOS
512MB internal memory

512MB free disk space
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