Manual IBANC Software - Version 2.0.20

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 Dutch Payments Assocation:

e http://www.betaalvereniging.nl/en/ (Click here to go to the website).
Another valuable resource is 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.

o [Click here to download the manual as a PDF document.


http://www.betaalvereniging.nl/en/
http://www.europeanpaymentscouncil.eu/
https://www.ibanc.eu/manual
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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 relations, including group managmenet

e Keep track of mandates conforming the new SEPA guidelines

All information regarding your relaties 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 placed your order, you have received 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 what the screen looks like.



ol 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: I NLB9Z77123456780000

Name: | Het Koophuis
Street: | Pakhuislaan 8
Postal code: | 9999 72

City: | ¥okum
Country: INetherlands (NL) |

< Back I Next > I 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. Figure [2| show an example with the bank account details
filled in.



Configuration IBANC 2.0.20 _ o] x|

Information of your own account

Please enter your own bank account information.

r Bank account
IBAN: I NL7 1INGBOO09876543

BIC: |INGBNL2A Find

Legacy account: |

Email: |

rAddress

Name: | Het Koophuis

Street: | Pakhuislaan 8
Postal code: | 9999 7z
City: | ¥okum
Country: INetherlands (NL) =]

Export format credit transfer: INL - ING - Mijn ING Zakelijk

Lol L]

Export format direct debit: |NL - ING - Mijn ING Zakelijk

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

< Back I [ext = I Finish 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.

Click on the button “New” in the direct debit panel (left part). 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, thie 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 through the menu “File”,
“Own bank accounts” 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 colletions using a particular
mandate ID, you must selected “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.

Naam debtor: Fill in “Test naam” in.

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 contrains (pre-SEPA) you must use 1 November 2009.

Your transaction should look similar to Figure [3]
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~ Transaction
Colection date: [B/25/2013 -

Amount: | 12345

Currency: | EUR

Description: | Test

Creditor reference: |
EndToEndId: IDED13122[]—1154[192134—4?[]563183[135?4

Type: |First |
~ Debtor
IBAN debtor: | NL13TEST0123456789 Q
Legacy account debtor: |
BIC debtor: | INGBNL2A Find

Name debtor: | Test naam

Street debtor: |
Postal code debtor: |

City debtor: |
Country: | |
Mandate ID: | TESTID0O1 QL
Signature date mandate: Ill,l’ 1/2009 j

(0]'4 Cancel

Figure 3: Batch 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 in 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: D20131220-1164092134 -

Batch information Bank account Address
Created on: [ Dec 20, 2013 BAN: [ NL71INGB0009576543 &l Street: [ Pakhusiaan 8
Batch D: [D20131220-1164092134 Bic: [TGBn oA Postal code: [5995 22
Description: | Test Name: [Fiet Koophus aty: [xokum
status: [Drafc =1 | sepaxmL format: [NL - ING - M0 NG Zakeljk | Gountry: - [Netherlands (NL) =
Batch booking: [+ Creditor ID: [ NL69777123456780000

[v strict valdation using address book

New..| Add group...| Edt..| Delete| Fiin automaticaly | Export to SEPA...| Sekectal |[More ~ Export...

| Transactions - Total amount: 12,345.00 EUR; Spread over 1

Fiter: |

[ Colection date | 1BAN debtor Legacy account debtor [ BIC debtor | Name debtor |  Amount| Currency | Description | Creditor reference [ EndToEndid Mandate ID | Type [ Signature date mandate
& Dec25,2013 NLI3TESTO123456789 INGBNL2A  Test naam 12,345.00 EUR Test D20131220-1164092134-47056318303574 TESTID001 First Nov 1, 2009

I~ Exported SEPA XML files

Creation time | Name [ Location on disk | Number of transactions [ Amount [ currency’

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 _ |EI |i|

Fiter: |

Account | Name Street | Postal code | City
Belastingdienst Apeldoorn | Netherla

1 De MNederlandse Staat Den Haag | Metherlal
NL1STESTO0123456789 INGBMNL2A Test naam Netherlal

. | i

IBAN
NL86INGBO002445588 | INGBNL2A

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. Anwswer “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 “Eerst” again. You can do this as follows:

1. Open the transaction (double click or select the transaction en 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 “Importeer in adress 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 Dutch Payments Association [Dutch Payments Association. or
the [European Payments Councill For more information on 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
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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.
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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 ING edition).

3.1 Direct Debit Contracts with Banks

In the menu “File” you can find the option “Direct debit contracts with banks”. Click this option
to show your direct debit contracts. 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 accont.

Direct Debit Contracts with banks il

~ Direct Debit Contracts

Fiter: ||

Creditor ID Name Street Postal code| City | Country
NLE9ZZZ123456780000 Het Koophuis Pakhuislan 8 9999 ZZ ¥okum Netherlands (NL)

dl | »]

New...| Edt...| Dekete|

Figure 6: List of direct debit contracts with banks.

Figure [7] shows what a filled in contract looks like.
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Creditor ID: I NLEQZZZ123455?BDDDD

Name: | Het Koophuis

Street: | Pakhuislaan 8
Postal code: | 9999 7Z
City: | Xokum
Country: |Netherlands (NL) |

oK Cancel |

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 menu “File” 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 [8).

x
Edtt...| Detete

Filter: |

IBAN | BIC Legacy account | Name | Emei| Street Postal code| City | Country | Export format credit tr
NL71INGBD009876543 INGBNL2A Het Koophuis Pakhuislaan 8 9999 ZZ Xokum  Netherlands (NL) NL - ING - Mijn ING Zak
“ i

Figure 8: List of own bank accounts.
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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.

Legacy account. This is your old account number. Usually, this is not needed, but it can be
used to translate old account numbers to IBAN / BIC.

Email. You can enter your own email address here.
Address details. Fill in your address information here.

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.

Export formaat 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.

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 assocation.

14
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~Bank account
IBAN: INL?IINGBDDDQB?ES43

BIC: |INGBNL2A Find

Legacy account: |
Email: |

~Address

Name: | Het Koophuis
Street: | Pakhuislaan 8
Postal code: | 9999 7Z

City: | Xokum
Country: |Netherlands (NL) j
Export format credit transfer: |NL - ING - Mijn ING Zakeljk |
Export format direct debit: |NL - ING - Mijn ING Zakeiik |
Creditor ID: |NL69E123456}'80{IH} Q %
oK Cancel |

Figure 9: Entering your own bank account details

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

3.3 Settings

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

e 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.

e 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.

15



e 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.

_[o/x]

Language: | - |
Check for updates: |D~a'|r~,.J j
Show hints: v

OK Cancel

Figure 10: Change settings.
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4 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 by hand (see Section [2).

Import transactions from Excel en CSV files.

Import Clieop and existing SEPA XML files (Business edition and higher).
e Importert BTLI1 files (Ultimate editie).

e Duplicate an existing batch.

e Add groups to a batch.

Adding transactions by hand is explained in detail in Section [2}

4.1 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

17



Import: Direct debit transaction

Import file |C:\tmp\ddi8595557827924460754.Csv

rImport profile
Look up profie

ITest profiel j Name | Test profiel  New| Save proﬁel Deletel

rInput format

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

Date format | Vyyy-mm-dd

Separator IComma

L L]

Decimal separator IPeriod

rColumn translations

IBAN debtor | iban j Legacy account debtor | j

BIC debtor I bic ﬂ Name debtor I name ﬂ

Street debtor | j Postal code debtor | j

City debtor | j Country debtor | j

Type | type | Mandate ID | mandate |

Signature date mandate | signatureDate j Collection date | j
Amount | | Description | |

Creditor reference I ﬂ EndToEndId I ﬂ

0K | Cancel |

Figure 11: Creating an import profile.

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: twee positions for day, followed by two positions for month, followed by
four positions for year. All fieds 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.
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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 [12).

Direct Debit batch: D20131220-1178815547 - (Imported on December 20, 2013)

Batch information Bank account Addr

Created on: [ Dec 20, 2013 IBAN: [ NL71INGB0009876543 &I Street: [ Pakhuiskan 8
BatchID: [D20131220-1178815547 Bic: [TGanzA Postal code: [5599 77
Description: | [imported on December 20, 2013) Name: [[Fiet Koophus aty: [ xokum
status: [Draft =] || sepaxmL format: [NL-ING - Min ING Zakeljk | Country: [Netherands (NL) |
Batch booking: [/ Credtor ID: [NL69222123456780000

|v strict valdation using address book

New...| Add group...| Edt...| Deete| Filn Export to SEPA.. | Selectal[[More = Export...

[ Transactions - Totalamount: 0.00 EUR; Spread over 1000

Fiter: |
[ colection date [ 18aN debtor Legacy account debtor | BIC debtor | Name debtor | Amount | Currency | Description | Creditor reference [Mandate> | Type Signature date f‘
@ Dec25,2013  NL42BANKO778087424 DSSBNL22  Boender EUR D20131220-1178815547-31605579940536 1438600989 Final  Aug 16, 2012
© Dec25,2013  NL61BANK0328702281 SNSBNL2A Mok EUR D20131220-1178515547-11619921204204 2023321290 Final  Aug 4, 2012
@ Dec25,2013  NL78BANK0362256215 DSSBNL22  van den Hengel EUR D20131220-1178815547-76882840318556 42762228 Recurrent May 31, 2012
@ Dec25,2013  NL76BANK0981361273 SNSBNL2A  Schellevis EUR D20131220-1178815547-42320810500785 2004330055 Final Jun 22, 2012
© Dec25,2013  NLO7BANKOS87039036 ABNANL2A  Biefenberg EUR D20131220-1178815547-21579101717409 2089898901 First Apr 17, 2012
@  Dec25,2013  NL34BANKOG85395241 FTSBNL2R | Fokersma EUR D20131220-1178515547-11511316493798 1542433005 Fnal  Jan 12, 2012
@ Dec25,2013  NL26BANK0O78667175 FVLBNL22  Hoogervorst EUR D20131220-1178815547-10937976192148 724717082  First Feb 12, 2012
@ Dec2s5,2013  NLS6BANK0951333052 SNSBNL2A  Roeffen EUR D20131220-1178815547-10262712121724 1965863558 One-off Oct 22, 2012
@ Dec25,2013  NL13BANKO101896193 AEGONL2U Arentsen EUR D20131220-1178815547-51653491381732 784301589  Recurrent Apr 11,2013 _
e e S —_—— ,P_;”_I

I~ Exported SEPA XML fies

[ creation tme | Name [ Location on disk | Number of [ Amount [ currency

Figure 12: 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
changed.

If all amounts are filled in correctly, the transactions are complete (in this example). But 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 adress book” (from the list when clicking
“More”).

4.2 TImport 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 ofter 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 [6]

4.3 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
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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

Add group — |I:I|i|
Group: S
Execution date: |12/20/2013 |
Description: |
Amount: |
OK Cancel

Figure 13: 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 [14).

_I5lx]

Fiter: |

Name Use for direct debit | Use for credit transfer

0K | Cancel

Figure 14: Selecting a group.

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.
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Direct Debit batch: D20131220-1141861555 - Test met groep

Batch information Bank account Address
Created on: [ Dec 20, 2013 IBAN: [ NL71INGB0009876543 &I Street: [ Pakhuisan 8
BatchID: [ D20131220-1141861555 BIC: [TNGBN2A Postal code: [5999 22
Description: | Test met groep Name: et Koophus ary: [Xokum
Status: [Draft =] sepA XML format: [NL-ING - Min ING Zakeljk =l Country: [Netheriands (NL) |
Batch booking: v CreditorID: [ NL69277123456780000
|v strict valdation using address book
New...| Add group...| Edt...| Deete| Filin automaticaly | Export to SePa..| selectail[[More = Export...
| Transactions - Total amount: 9,964.00 EUR; Spread over 2
Fiter: [
Colection date [ IBAN debtor Legacy account debtor [ BIC debtor [ Name debtor | Amount [ currency | Description Creditor reference | EndToEndid [ Mandate 1D [ Type [ signature dat

@ Dec25,2013  NLB6INGBOO02445588 INGBNL2A  Belastingdienst 8,721.00 EUR omschrijving in groep D20131220-1141861555-18052938064101 12345 First  Nov 1, 2009
€ Dec25,2013  NLB6INGBOO02445588 INGBNL2A  Belastingdienst 1,243.00 EUR Omschrijving in groep 2 D20131220-1141861555-58204016252180 12345 First | Nov 1, 2009

« ol
| Exported SEPA XML fies

Creation time | Name | Location on disk | Number of transactions | Amount | Currency [

Figure 15: A batch that have been created by adding a group.

4.4 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 “File” menu (See Sectie .

4.5 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
book. You might need to use “Confirm sequence type” to confirm that the first direct debit has
been processed correctly by your bank.

4.6 Export to SEPA XML

If the batch is ready and all transacties 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
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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 [6).

Direct Debit batch: D20131220-1141861555 - Test met groep

Batch information Bank account: Addr
Created on: [ Dec 20, 2013 BAN: [NL71INGB0009876543 &I street: [ Pakhuisaan 8
BatchID: [ D20131220-1141861555 Bic: [INGBNL2A Postal code: [ 9999 77
Description: | Test met groep Name: [Fet Koophus ary: [xokum
status: [Draft =1 || sepaxmL format: [NL-1NG - Min ING Zakeljk | Country:  [Netherands (NL) =l
Batch booking: v Creditor ID: [ NL69272123456780000

[+ strict validation using address book

New...| Add group...| Edt...| Dekte| Filin automaticaly | Export to SePA... | Select al[[More = Export...
| Transactions - Total amount: 9,964.00 EUR; Spread over 2
Fiter: ||
[ Colection date [ BAN debtor [ Legacy account debtor [ BIC debtor [ Name debtor | Amount [ Currency [ Description Creditor reference | EndToEndid Mandate 1D [ Type [ Signature dat

€ Dec25,2013 | NLB6INGBOOD2445588 INGBNL2A  Belastingdienst 8,721.00 EUR Omschrijving in groep D20131220-1141861555-18052938064101 12345 First  Nov 1, 2009
@ Dec25,2013 NLS6INGBO002445588 INGBNL2A  Belastingdienst 1,243.00 EUR Omschrijving in groep 2 D20131220-1141861555-58204016252180 12345 First Nov 1,2009

2l ]

| Exported SEPA XML fies

Creation time | Name [ Location on disk | Number of transactions [ Amount [ Currency |

Figure 16: 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 fiel 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.

4.7 Generate Mandates Automatically

You can generate mandates automatically for transactions where the mandate ID is absent. Warn-
ing! Alwayws try to add existing mandates by selecting transactions and use “Copy from address-
book”.

If you generate mandates automatically these mandates will get 1 November 2009 as signature
date. This is the date that you should use for direct debit mandates that you used before you
used SEPA direct debit. The mandate ID that is generated is a random, unique number.

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

4.8 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. Find existing mandates that fit the combination creditor/debtor.
2. Import information to the address book where needed.

3. Copy existing information from the address book.
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4. Generate mandates if the mandaat ID is absent (use signature date 1 November 2009).
5. Optionally: For all mandates that were of type “First” previously, confirm that all transac-

tions have been processed succesfully.

4.9 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 .

Export: Direct debit transaction

~Import profile
I_ vI Namel Newl save proﬁel Deletel
~Input format

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

Date format | dd-mm-yyyy

Separator ISemk:olon

[
[

Decimal separator IPeriod

~Column translations

IBAN debtor | IBAN debtor Legacy account debtor | Legacy account debtor
BIC debtor | BIC debtor Name debtor | MName debtor
Street debtor | Street debtor Postal code debtor | Postal code debtor
City debtor | City debtor Country debtor | Country debtor
Type | Type Mandate ID | Mandate ID
Signature date mandate | Signature date mandate Colection date | Colection date

Amount | Amount Description | Description

Creditor reference | Creditor reference EndToEndld | EndToEndId

OK I Cancel

Figure 17: 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 filename. 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.
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4.10 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 is 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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5 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. You should use the
right part of the main window to create credit transfer batches. For more information how to
work with batches, please read Section [
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6 The address book

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

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 u can manage bank accounts and direct debit mandates. You
can also add bank accounts to groups when editing a bank account.

6.1 Adding New Bank Accounts

You can open the address book from the “File” menu using the option “Address Book”. The address
book looks as shown (empty) in Figure

x
New...| Edt..| Dekete| Export...| Import... | import mandates... | Export to IBAN BIC Service | Import from 1BAN BIC Service |
Fiter: |

IBAN | BIC| Account| Name| Emai| Street| Postal code| th| Country| Amount| Description | Creditor reference

Figure 18: 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
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Bank account of other party (=]}

Bank account Address Default values for credit transfers—————————————
IBAN: | NLB6INGBODD2445588 Name: | Belastingdienst amount: [
BIC: |INGBNL2A Find Street: | pescrpton: |

Account: | Postal code: | Creditor reference:

Email: | City: IApehdoom
Country: | =]

Mandates

Creditor ID | Mandate referenuel Signature dalel Sequence lypel Reasonl Stalusl Default amount | Default description | Default creditor reference

Groups

Namel Direct debit description | Creditor reference | Direct debit amount | Direct debit currency | Credit transfer description | Creditor reference | Credit transfer amount | Credit transfer currency

Figure 19: A new bank account with IBAN en BIC

Figure [20] 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 guess it using the IBAN. If you want to find the IBAN and BIC for Dutch
bank accounts, you can do this in two ways using the IBAN BIC service):

1. By hand, per account number |(klik hier)

2. For your entire address book (Dutch accounts) (Click “Export to IBAN BIC Service”). This
option is explained in more detail in Section [6.3
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Bank account of other party (=]}

Bank account Address Default values for credit transfers
BAN: [ Name: | De Nederlandse Staat Amount: l—
BIC: | Find Street: | Description:
Account: | 1 Postal code: | Creditor reference: l—
Emai: | Gity: | Den Haag
Country: |Netheands (NL) LI

Mandates

Creditor ID | Mandate referenuel Signature dalel Sequence lypel Reasonl Stalusl Default amount | Default description | Default creditor reference

Groups

Namel Direct debit description | Creditor reference | Direct debit amount | Direct debit currency | Credit transfer description | Creditor reference | Credit transfer amount | Credit transfer currency

Figure 20: A new bank account without IBAN and BIC

After saving the last bank account by clicking “Ok” your address book should look like Figure 21}
You can see that if the IBAN is not filled in correctly, the field is marked yellow.

Address book il
New...| Edit... | Delete| Export... | Import...| Import mandates... | Export to IBAN BIC Servioel Import from IBAN BIC Servioel
Fiter: |
IBAN | BIC | Acoount| Name | Emai| Street| Postalcode| City | Country | Amount| Description | Creditor reference
NL86INGBO002445588 INGBNL2ZA Belastingdienst Apeldoorn  Netherlands (NL)
1 De Nederlandse Staat Den Haag Netherlands (NL)

Figure 21: An address book with two bank accounts.

6.2 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 import also empty
fields.
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6.3 Conversion to IBAN and BIC

For Dutch bank accounts you can perform the conversion to IBAN and BIC quickly and easily. If
you click the cutton “Export to IBAN BIC Service” then all bank accounts where the old account
number is filled in will be exported to a file. Warning! De filename extension must be “.csv”. You
can select the location where you want to save the file yourself. Next, the website of the IBAN
BIC service will be opened automatically. On this website, you can register. After registration
you can upload the file you just exported. After some time you will receive a message and then
you can download a file in which the IBAN and BIC have been added.

Using the button “Import from IBAN BIC Service” you can import this file in IBANC. You
will be asked if you want to overwrite existing IBANs and BICs. The IBAN BIC Service is the
only reliable source to convert Dutch bank accounts.

6.4 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 [22] shows an example of a filled in mandate.
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http://www.betaalvereniging.nl/en/european-transactions/sepa-documentation-for-the-netherlands/

I=TEY

b 4

Creditor ID:  |NL69ZZ7123456780000 (o]

Mandate reference: | 12345

Signature date: |11/ 1/2009

Sequence type: |First
Reason: | Lidmaatschap 2014

RIr

L

Status: |Active

Default amount: | 9999
Default description: | Lidmaatschap 2014 Factuurnr. 12345

Default creditor reference: |

QK Cancel

Figure 22: 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”.

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.

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.
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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.

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

6.5 Groups

By making use of groups you can quickly add multiple bankaccounts to a batch. If you edit a
bank account in the address book you can view de groups of which the account is a member below
the list of mandates. It is also possible 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 “File” menu. If you select this
option, the group window will appear (Figure .
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Groups

Figure 23: 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 (Figuur@.
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_lalx]

~Group

Name: | [Test groep

Use for direct debit: [+
Use for credit transfer: [+

- Members

Filter: |

IBAN | Name | Direct debit description | Creditor reference | Direct debit amount | Direct debit currency | Credit transfer descriptior

4| ol

Add...| Edi..| Deete... | mport...|

Figure 24: 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 .

33



Group membership — |I:I |i|

Group: | Test groep

Account: | NLBEINGBO002445588, Belastingdienst

Direct debit description: | Ibmschrijving in groep

Creditor reference: |

Direct debit amount: | 8721

Direct debit currency: | EUR

Credit transfer description: |

Creditor reference: |

Credit transfer amount: |

Credit transfer currency: | EUR

(0]'4 Cancel

Figure 25: 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:

Direct debit description

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

Direct debit amount (EUR)
Credit transfer description

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

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 .

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 .
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o x]
~Group
Name: | [Test groep
Use for direct debit: [+
Use for credit transfer: [+
- Members
Fitter:
IBAN Name Direct debit description | Creditor reference | Direct debit amount | Direct debit currenc
NLB6INGBO002445588  Belastingdienst Omschrijving in groep 8,721.00 EUR
NLB6INGBO002445588 Belastingdienst  Omschrijving in groep 2 1,243.00 EUR
l i
Add...| Edi..| Deete... | mport...|

Figure 26: A group that contains the same account twice.

Import groups

You can also import a list of bank accounts at once into a grup. 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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7 System Requirements

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

e Minimum system requirements:

— Microsoft Windows XP SP3 or higher

— MAC: OSX 10.7.3 or higher

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

300MB free disk space

e Aanbevolen systeemeisen:

— Microsoft Windows XP SP3 or higher

— MAC: OSX 10.7.3 or higher

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

512MB free disk space
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