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1. GETTING STARTED WITH PRAVEXBANK BIZ

Authorization page in PRAVEXBANK BIZ

1. One can start working in the system on the official website of the bank in the section PRAVEXBANK BIZ, selecting the
menu "Get started" (see Fig. 1).

1 1I’ABE K{_: Iw"q.H K. Search About Bank Family Banking Currency rates Feedback

Career ‘ Contacts and payment details

Home / PRAVEXBANK BIZ / Get started

About system Get started Registration of new client

Work in the PRAVEXBANK BIZ system is possible only for registered Clients (legal entities and individual entrepreneurs)

Generation of the EDS key

Register of new key KCC of the Bank

To register a new client or a new key, one must follow the relevant sections of the website.

Get started

To start the work of registered clients you should press the button

System Operating Instructions

Fig. 1. Appearance of PRAVEXBANK BIZ page on the Bank's website

2. After clicking the "Get started" button, the system will automatically go to the system authorization page (see Fig. 2).

Fig. 2. PRAVEXBANK BIZ authorization page



The authorization page contains the following elements:
e Selection of language (RU, UA, EN) in the upper right corner of the page.

e If the EDS plugin is installed: tabs CORPORATE CLIENT, FINANCIAL CONTROL CENTER or REGISTERATION,
authorization fields, as well as Login and Key Management buttons.

e If the EDS plugin is not installed: Install plugin button.

e If the EDS plugin is not updated: tabs, fields for authorization, as well as buttons Login, Update plugin and Key
management.

When clicking on the Install plugin or Update plugin button, the distribution kit of the EDS plugin of the current version is
downloaded, which then must be installed.

Attention! Under the Internet Explorer Web-browser, the EDS plugin is automatically downloaded and installed when you go
to the authorization page.

Because of the peculiarities of Web-browsers Google Chrome, Opera (37 and above), Mozilla Firefox (52 and above), before
installing the EDS plugin it is necessary to install an extension for the EDS plugin. If the add-in is not installed, the Login and
Register buttons are replaced by the Install add-in button. Clicking on the button will take you to the web page of the
online store of the corresponding browser, from which the user can install the add-in by clicking on the Install button.

To enter the PRAVEXBANK BIZ, select the CORPORATE CLIENT tab on the authorization page and, depending on the type of
EDS key storage, perform the following actions:
e If the EDS key is in the file:
1. Select the storage type "File storage".
2. Select the EDS key storage. To do this, press the Select button and in the dialog box select the EDS key storage.
3. Select the necessary EDS key in the list (if there is more than one EDS key in the storage).
4. Enter the password for the EDS key.
5. Press the Login button.

Attention! If an incorrect password is entered for the EDS key more than 3 times in a row, the employee may be blocked.

e If the EDS key on the USB-Flash drive (pre-connect the USB-Flash drive to the PC):
1. If more than one USB-Flash drive is connected to the PC, select the desired device from the list. If the desired device is
not listed, click the Update button.
2. Select the desired EDS key (if there is more than one EDS key on the USB-Flash drive).
3. Press the Login button.

e If the EDS key on the USB token (pre-connect the USB token to the PC):
1. Select the storage type "Hardware device".
2. If more than one USB token is connected to the PC, select the desired device from the list. If the desired USB token is not
in the list, press the Update button.
3. Enter the password for the device and click OK.
4. Select the desired EDS key (if there is more than one EDS key on the USB token).
5. Press the Login button.

Attention! The USB token may not be listed if used by another application. To display it, you must close all applications that
use the device. If you enter an incorrect password for the device more than 3 times in a row, the USB token may be blocked.
Depending on the device type, it may be possible to unlock the device with an unlock code.

Multi-factor authentication

When logging in to PRAVEXBANK BIZ, the use of additional client authentication confirmation using one-time passwords is
supported.

Attention! Authentication with one-time passwords is set up by the bank's employee in accordance with the current security
policy of the servicing bank or at the request of the management of the client's organization.

If the additional confirmation is configured, the one-time password entry page will be displayed after all the above steps
have been completed.
For authentication using a one-time password, the following actions should be performed:

e SMS: wait for a short SMS to be sent to the mobile phone number;



e Enter the received one-time password in the corresponding field.

e Click the Confirm button for authentication, and then the system will login.
If errors are displayed on the screen during authentication, the following causes may be present:
e An error was made when entering the one-time password. In this case, it is necessary to check the correctness of
the entered password.

e One-time password expired. In this case, a new one-time password must be re-generated. To send a new one-time
password to the employee's mobile phone, press the Receive SMS button.
To cancel the one-time password authentication and return to the authorization page, press the Cancel button.

Attention! Entering an incorrect one-time password more than 3 times in a row may block the client.

2. PRAVEXBANK BIZ INTERFACE

PRAVEXBANK BIZ home page

After logging in to the PRAVEXBANK BIZ, the transfer to the start page appears, which contains the following information:

e Warning message block. Displayed only if there are messages in the upper left corner of the information panel. This
block can display the information about the expiry of the key and/or any important information from the bank. If
several warning messages are present at the same time, the possibility of scrolling through them is added. The key
expiration message displays the date of expiration of the key, as well as the Create EDS key button (if an employee
of the organization does not have the right to remotely replace the EDS key) or Replace the key remotely (if an
employee of the organization has the right to remotely replace the EDS key). When pressing the button, the remote
key change is performed

Attention! The number of days before the expiry of the key, for which the message will be displayed, is set on the bank side
and is 30 days.

e Date and time of the last session of the client in the PRAVEXBANK BIZ system. It is always displayed in the upper
right corner of the information panel. Clicking the All sessions link takes you to the Last sessions page with a list of
the last 10 sessions of the client. The following information is displayed for each entry in the list:

— Date — date and time of the session;

—IP Address — IP address from which the system was logged in;
— Channel - service channel (Online, Web, Offline, etc.);

— Report — text of the error if it occurs when trying to login.

e Report Current balances or Currency rates, depending on which report was selected by the client in the last
session. By default, at the first login to the system, the Current balances report is displayed. To move from one
report to another, you should click with the left mouse button on the tab of the same name.

The appearance of the PRAVEXBANK BIZ home page is shown in Fig. 3.

Fig. 3. Appearance of the PRAVEXBANK BIZ home page



The following main interface elements are highlighted in PRAVEXBANK BIZ:
1. Toolbar — contains the following elements:

e in the upper left corner — the bank's logo, which is a link to the home page of the workstation. If you put the mouse
over the logo, a pop-up help containing the version of PRAVEXBANK BIZ appears;

e in the central upper part — buttons for performing available actions on documents, reports and directories. The
composition of the buttons depends on the page where the user is located, on the type of document, report and
directory, on the list of available permissions to the employee of the organization;

e in the upper right corner — the name of the client, which is the link to the My data section (for more details see My
data section), under it — the last name and initials of the employee of the organization who entered the
workstation. The button for logging out of the system is displayed to the right.

2. Document menu — hierarchical structure of documents, reports and directories that can be used by the client.

3. Information panel — contains the list of documents, reports, records of directories with their main requisites (the list
fields may differ for different sections). The information panel also displays filtering means.

4. Status bar — contains the information about the selected documents or the summary information of reports.

Document menu

The document menu is a list of documents, reports and directories that an employee can work with.

Working — documents that are in use. This tab contains documents with the statuses New, Signed, Delivered, Processed,
Executed, Rejected, Requiring confirmation, Waiting for signatures, Paid.

Executed — documents executed by the bank. This tab contains documents with the status Executed.

Under consideration — documents that are under consideration in the bank.

The composition of the menu of documents is determined by the rights established by the employee of the bank to the
client and his employees at their final registration in the bank branch.

Information panel

The information panel is a table, the composition of which may differ depending on the type of document, report or
directory. Filtering tools are also displayed.
In PRAVEXBANK BIZ, the following actions may be performed over the list of documents, records of reports and directories:

e Sort by column. In order to sort it, you should click with the left mouse button on the header of the table column.
The sorting direction (descending or ascending) is indicated by the direction of the arrow and can be changed by
clicking on the column name again. While sorting, the corresponding loading indicator is displayed near the arrow.

e Select a group of documents or directory entries in the list. To do it, you should mark the flag from the first column
of the table for the necessary entries in the list. Clicking on the flag again removes the selection. If the list contains
selected documents or directory records, a status bar, where the total and selected number of the list entries and
the amount of selected documents are displayed, is added in the lower part of the information panel. To select all
the documents in the list, you should press the flag in the table header. If the list contains documents in the Signed
or Requiring confirmation status, a drop-down list is added to the flag in the table header, where one can mark all
the documents in the New, Signed and Requiring confirmation status.

e Return to the beginning of the list. The button to return to the beginning of the list is displayed in the lower right
part of the information panel when scrolling the list below the page limits.

Current balances

To view the information about the current balances on the client's accounts, you should go to the Current balances tab on
the home page.

The information panel on this page contains the list of the client's accounts, to which the employee who entered the system
has the rights. The following information is displayed for each account in the list:

e Name — account alias. The account alias is specified by the employee of the organization and is displayed in all the
drop-down lists of the order selection. If the alias is not specified for the account, the "Name not specified" text is
displayed in the Name column in gray. To change the alias, you

e should perform the following actions:

1. Click the Edit button, which is displayed to the right of the account alias. As a result, the field with the name of the
account will go to the edit mode.

2. Enter the necessary name of the account.

3. Left-click outside the field to save the changes.

e MFO — code of the bank's MFO where the account is opened;

e Account —account number;

e Account type;



Balance — amount of balance in the currency of the account;

Currency — three-digit symbolic code of the account currency;

Payment button for quick access to the document creation. For hryvnia accounts the transition to the creation of
the hryvnia payment order is performed, for currency accounts — to the payment order in foreign currency.
Availability of the Payment button for a particular account depends on the type of account, as well as on the rights
set for the employee of the organization to work with the document and account.

Currency rates

To view the information about exchange rates, go to the Currency rates tab on the home page. To get the exchange rates,
the following actions should be performed:

1. Specify the period of receipt of currency exchange rates. To do this, enter the required date range into the fields with and
after manually or select the required date range using the graphical calendar. By default, the current date is selected in the

fields.

2. Select the currencies for which the exchange rates will be received. To do this, you should select the necessary currencies
in the Currency drop-down list. When entering the name or symbolic code of the currency, the list will automatically display
the appropriate currencies. By default, USD, EUR and RUB currencies are selected in the field.

To reset the selected currencies to the default currencies, the button near the field should be pressed. The default currency
rates will be substituted in the field after clicking Receive button.

3. Press the Receive button.

The following information is displayed for each rate in the list:

Date of exchange rate — date of exchange rate;

Currency name — currency name;

Code — symbolic code of the currency;

NBU exchange rate — NBU exchange rate in the format <exchange rate value>/<nominal>;

The following operations are available for currency exchange rates:

Sort the list of records.
Standard operations: print and export in .csv file format.

3. OPERATIONS ON DOCUMENTS, REPORTS, DIRECTORIES

Types and statuses of documents in PRAVEXBANK BIZ

The following types of documents can be found in PRAVEXBANK BIZ:

Incoming documents — documents delivered by the bank to the client from its counterparties or the Bank.
Outgoing documents — documents generated by the client in order to instruct the bank to perform certain actions
in accordance with the document. The general principle of work with outgoing documents is as follows: the client
creates a new document, fills in the fields of the corresponding screen form, saves it, puts the necessary number of
signatures under the document, thus instructing the bank to execute the created document. The document signed
by all groups of signatures goes to the status Delivered. The bank processes the document — executes or rejects it.
At the same time, the document goes to the Executed or Rejected status.

Letters — information messages between the bank and the client.

Statements — statements of accounts of the client, formed by the bank at its request.

Turnovers — turnovers on the client's accounts, formed by the bank at its request.

Loans — reports providing the information about the client's loans, formed by the bank at its request.

Deposits — reports providing the information about the client's deposits, formed by the bank at its request.

Current balances — information about the amounts of balances on the client's accounts.

Directories — contain the information about the details of banks, correspondents and other data, most often used
in filling out documents. Are used for simplification of procedure of filling out documents.

The following statuses are provided in the PRAVEXBANK BIZ system for incoming and outgoing documents and letters:

New — is assigned when creating and saving a new document or when copying, editing and saving an existing
document, as well as when importing a document from a file. The bank does not consider the document with the
New status and does not process it.

Signed — is assigned if the document is signed, but the number of signatures under the document is less than
necessary.



e Delivered — is assigned to the document when the number of signatures under the document corresponds to the
number of signatures required for consideration of the document by the bank. Status Delivered is an instruction to
the bank to start processing, execute or reject the document.

e On processing —is assigned to the document at its unloading in the bank's ABS (after successfully passed ABS
checks).

e On execution — is assigned at acceptance of the document to execution.

e Executed — is assigned to the document when it is executed by the bank and posted in the balance sheet.

e Rejected — is assigned to the document that is not accepted for execution. In case of refusal to execute the
document, the reason for refusal shall be indicated.

e Deleted — is assigned to the document deleted by the client. Documents with the Deleted status are not displayed
in PRAVEXBANK BIZ.

e Requiring confirmation — is assigned to the payment order in hryvnia, when the number of signatures under the
document corresponds to the required one, but for consideration by the bank it is necessary to provide additional
confirmation with a one-time password.

e For acceptance — is assigned to the payment order in hryvnia, when the document is signed by the necessary
number of signatures, but the amount of the document exceeds the limit set by the client in Smartphone-Banking.
To start processing of such a document by the bank, the client must accept it in Smartphone-Banking.

e Not accepted — is assigned to a payment order in hryvnia, which has moved to the For acceptance status, but was
rejected by the client in Smartphone-Banking.

e Waiting for signatures — is assigned to the payroll when the number of signatures under the document
corresponds to the required number, but there are no related payment orders or related payment orders have not
yet been signed by the required number of signatures.

e Paid — is assigned to the payroll after the execution of related payment orders.

Creating documents and directories

In order to start creating a document, you should choose the necessary type of document in the document menu and press
the Create button on the toolbar. As a result, you will be sent to the Editor page, where the form of the document of the
selected type is displayed. Some fields of the document are filled in by the system automatically and may not be available
to the client for change.

To create a document, you should fill in the available fields and save the document by clicking the Save button on the
toolbar. The values entered in the fields are checked both when saving the document and immediately after it has been
entered. If there are errors in the field, it is highlighted in red, and the text of the corresponding error message is displayed
below the field. If there is one error for several fields, it will be displayed not under each field, but in the group error box,
which is displayed under the document name. If the document is successfully saved, the Editor page switches to the display
mode, i.e. the page fields become unavailable for change.

If you click Cancel button on the toolbar, the transfer to the list of documents without saving a new document appears. At
the same time, before closing the Editor page, you will be asked to confirm that the page has been closed or to refuse it.
Creating directory records is performed in the same way as creating documents.

Copying documents and directories

A new document or directory entry can be created by copying existing data. Such a need may arise in case of creation of
similar documents or directory records. To copy a document or a directory entry in the list, you should go to the Editor page
and press the Copy button on the toolbar. As a result, you will be sent to the Editor page in the edit mode, where the values
of the fields will be copied from the original document or directory entry. In order to create a new document or record a
directory, you should change the field values (if necessary) and press the Save button on the toolbar.

Attention! The document number will not be automatically generated if the number of the last created document contains
letters or special characters. In this case, the document number must be filled in manually.

When you click Cancel button on the toolbar, you will go to the list of documents or directory entries without saving a copy.
Before closing the Editor page, you will be prompted to confirm or refuse to close the page.
Both one and a group of documents can be copied for documents, and only one record can be copied for directory records.
To copy a group of documents, you should select them in the list and press the Copy button on the toolbar. As a result, you
will be sent to the Copy documents page, which contains:

e The number of the original document and the document copy;

e The amount of the document to be copied (if any);

e The result of the operation for each document being copied.



Attention! If the last document created does not contain a digital number, then when copying a group of documents of this
type, the numbers of new documents will be formed as follows: <source document number> + </C>.

Editing documents and directories

You can edit documents with the status New, Signed, Rejected, and all records of the directory of recipients and
beneficiaries.

In order to edit a document, you should click with the left mouse button on the necessary document or a directory entry in
the list to go to the Editor page and press the Edit button on the toolbar. After making changes, the document should be
saved (the Save button on the toolbar).

If you press the Cancel button on the toolbar, the Editor page goes to the display mode without saving changes. A prompt
will appear on the screen asking you to confirm that you want to cancel or refuse editing.

Attention! If the date of the document being edited is less than allowed, it is automatically reset to the current date. If the
value date is less than or equal to the date of the document, it is cleared. The period for which the document date is
considered acceptable is set by the bank employee.

The editing of directory entries is similar to the editing of documents.

Deleting of documents and directories

You can delete documents with the status New, Signed, Rejected, and all records of the directory of recipients and
beneficiaries. To delete a document you should click with the left mouse button on the necessary document or a directory
entry in the list to go to the Editor page and press the Delete button on the toolbar. Before deleting the document, you will
be prompted to confirm to delete or refuse it. Deletion is supported for both one and a group of documents or directory
entries. To delete documents or directory records in a group, you should select them in the list and press the Delete button
on the toolbar. As a result, you will be sent to the Delete documents page, which contains:

e The number and amount (if any) of the document to be deleted or the name of the directory entry;

e Result of the operation for each document being deleted or directory entry.

Attention! To be able to delete a group of documents, all selected documents must be available for deletion.

Signing of documents

For each type of document in the PRAVEXBANK BIZ system, the bank employee sets up the necessary number of signatures
under the document to be accepted by the bank for consideration. All employees of the organization who have the right to
sign are divided into groups of signature rights. As a rule, the director and his deputies have the right of first signature and,
accordingly, belong to the first group. As a rule, the chief accountant and his deputies have the right of second signature
and belong to the second group.

If there is more than one signature group, the document is first signed by a representative of one group, then by a
representative of another group. The signature sequence does not matter.

A document cannot be signed by one signature group more than once or by a signature group that exceeds the required
number of signatures under the document.

As soon as a new document is signed by one of the employees, it will go to the Signed status, provided that the number of
required signatures under the document is more than one, otherwise the document will go to the Delivered status. If the
last required signature group is overlaid on a document, it will be returned to the Delivered status.

To sign a document, you should click with the left mouse button on the necessary document in the list to go to the Editor
page and press the Sign button on the toolbar.

Attention! When signing a document, a removable storage medium containing the client's EDS secret key must be connected
to the client's computer.

The signature is supported for both one and a group of documents. To sign a group of documents, you should select them
in the list and press the Sign button on the toolbar. As a result, you will be sent to the page Signing documents, which
contains:

e Number and amount of the document to be signed (if any);

e The result of the operation for each signed document.

Attention! To be able to sign a group of documents, all selected documents must be available for signature.

Printing documents and reports to the printer and PDF file

To print a document or report, perform the following actions:



1. Open the Print document page that displays the appearance of the printed form of the document or report, to do so:

e when printing a document: click the left mouse button on the necessary document in the list to go to the Editor
page and press the Print button on the toolbar;

e when printing a report: generate a report, and then press the Print button on the toolbar.

To close the Print document page, you should press the Cancel button on the toolbar.
2. Check or uncheck the checkboxes for additional information in printed form. The following additional information can be
configured to be displayed:

e two copies of the printed form of the document on one page (only for the hryvnia payment order);

e bank stamp;

e service information, which contains the internal document identifier in the PRAVEXBANK BIZ system, as well as
information about the document signature: EDS key identifier and signature date;

e full name of the EDS key holders by whom the document was signed (it is displayed only for EDS keys with the first
and second signature groups);

e information on attachments (only for letters with attached files).

The options available for configuring additional information depend on the type of document or report, as well as the status
of the document. By default, the flags that were checked in the previous printout are marked.
3. Click the button on the toolbar:

e Print on the printer. As a result, the screen will display the standard web-browser print setup window. In this
window, it is necessary to confirm the output for printing with the OK button or to refuse printing with the Cancel
button.

e Print to PDF for printing to PDF file. As a result, a window standard for web-browser to save the file will appear on
the screen.

Printing is supported for both one and a group of documents. To print a group of documents, you should select them in the
list and press the Print button on the toolbar. As a result, you will be sent to the Print the document page, where the
printed forms of the selected documents will be displayed. At the same time, the panel with the marks of additional
information display is common for all documents and contains the variants that are available at least for one of the
documents. If you enable the checkboxes with additional information, the settings will be applied only to the documents
which statuses it supports.

Import of documents and directories

In PRAVEXBANK BIZ, there is a possibility to import documents and directory entries from an external file. The following
import formats are supported:
e iBank 2 —hryvnia, salary and currency documents, directories of recipients and beneficiaries;
e |BIS — hryvnia payment order, outgoing hryvnia demand-order;
e DBF —payroll.
To import a document, you should choose the necessary type of document in the document menu and press the Import
button on the toolbar. As a result, a standard dialog window for selecting the import file will appear on the screen.
If the selected file is not an import file, the corresponding error message will appear on the screen, which will list the
acceptable import formats for the selected document type or directory.
If the selected file is an iBank 2 or IBIS import file, you will be sent to the page with the import results, which contains:
¢ Number and amount (if any) of the imported document or name of the imported entry in the directory of recipients
or beneficiaries.
e The result of the operation for each imported document or directory entry.
e The number of successfully imported documents as well as the total number of imported documents or records of
the directory of recipients or beneficiaries.
When importing a payroll in DBF format, you will be sent to the Editor page in edit mode, where the tabular part is filled in
from the import file. To create a document, you should fill in the required fields and press the Save button on the toolbar.

Export of reports and directories

In PRAVEXBANK BIZ, it is possible to export the generated reports and directory records to a file on disk. The following
export formats are supported:

e Comma-separated values format (.csv) — statements, turnovers, employee directory;

e DBF —employee directory;

e |BIS — attachments;

e Profix — attachments;

e iBank 2 —directory of recipients and beneficiaries.

To export a report or directory, follow these steps:



1. In the document menu, select the necessary type of report or directory. If you choose a report, you should create a
report beforehand.
2. Press the Export button on the toolbar. If more than one export format is supported for the selected report or directory,
you should choose the necessary one in the drop-down list of available export formats.
3. In the appeared standard dialog window, specify:
e when exporting in the Comma-separated values format (.csv), DBF, iBank 2 or Profix: the directory to save the
export file and the file name;
e when exporting in IBIS format: the directory to save the export file.
As a result, you will be sent to the page with the export results, which contains:
e when exporting reports:
1. Title with the name of the exported report.
2. General information with the account number, report period, as well as the location and name of the generated export
file. Displayed only when exporting as Comma-separated values format (.csv), DBF, iBank 2 or Profix.
3. List of exported records. For each entry, the following is displayed:
- information about the exported record (different for different export formats);
— the result of the OK operation as a result means that the operation was successfully exported.
e when exporting directories:
1. Title with the name of the exported directory.
2. Location and name of the generated export file.

Filtering of documents, reports and directories

Filtering allows to display in the list only documents, records of reports or directories that meet the required conditions.
The filter does not delete the list entries and does not move them between the tabs, but only affects the display in the list.
The filter panel is located above the list of documents, records of reports and directories.
A filter by date period is available for all documents and reports. In order to set this filter in the fields from and till, you
should enter (or choose using the graphical calendar) the date of beginning and end of the period, respectively, for which
the display of the records should be performed and press the Receive button. If you press the Receive button and do not
specify the date:

e beginning of the period, then:

- when receiving the list of documents, the date of the first created client document of this type in the PRAVEXBANK

BIZ system will be substituted in the field and all documents will be displayed in the information panel;
- when receiving the report, the date of opening of the selected account will be substituted in the field and all the
records of the report on the account will be displayed in the information panel;

e end of the period, the current date will be automatically substituted in the field.
For all documents, emails and extracts, the advanced filter mode is available. To display the extended filter, you should
press the More filter parameters button on the information panel. The composition of the extended filter fields for
different documents may differ. To filter, you should fill in the fields with the required values and press the Receive button.
Hide the extended filter by pressing the Hide filter button on the information panel. Herewith, if the filter fields have been
filled in, the list of filled in fields with corresponding values will be displayed instead of the extended filter fields, and the list
of documents will be filtered out. The button for clearing this value will be additionally displayed near each field value. To
clear all the filter fields, press the Set default values button on the information panel.
Filtering of directory entries is available by all fields that are displayed in the list.
In order to apply the filter, you should fill in the filter field with the corresponding value and press the Receive button.
Filtering by both full and partial coincidence is supported. Filtering is a case-independent register. When filtering is
performed, the Receive button becomes inactive and the loading indicator is displayed in it.

Page-by-page directory display

Due to the possible presence of a large number of records in the directories page-by-page display of records is
implemented. Page display elements include:
e Page navigation panel. It consists of the buttons to go to the first (<<<), previous (<), next (>) and last (>>) pages,
and an information message about the current page.
e Links to change the number of directory entries per page. Display is possible:
- for directories of recipients, employees, beneficiaries: 100, 500 or 1000 records;
— for an MFO directory: 50, 200 or 500 entries;
- for SWIFT directory: 500, 1000 or 5000 entries.
By default, the page displays the lowest available value.
e A line with summary information about the total and displayed number of records on the current page of the
directory. The row is displayed at the bottom of the page.



Work with attachments

In PRAVEXBANK BIZ, it is possible to work with attached files to documents from sections Salary, Currency documents and
Letters: add attachments when creating a document and save attachments when viewing a document.

To add an attachment, you should click the left mouse button to the link Attach copies of documents (for documents from
the Salary or Currency documents section) or Attach file (for e-mails). As a result, a standard dialog window of file selection
will appear on the screen. The number of attached files is not limited, and the permissible total size of attached files is set
up by the bank and is displayed near the link.

If there are attached files, the attachment section becomes a list. For each file in the list, its name and extension and size
are displayed, as well as the button for deleting an attachment from the document.

To save an attached file, click with the left mouse button on the necessary document in the list to go to the Editor page, and
in the section of attachments click with the left mouse button on the file name in the list. As a result, the standard dialog
window of saving the file will appear on the screen. If there are several attachments in the document, the Save all button
will appear. Clicking on it will open the standard dialog window of choosing the directory, where all the attached files will be
saved.

4. HRYVNIA DOCUMENTS

The structure of the "Hryvnia documents" group consists of the following list of documents:
e Payment order
e Recipients
e MFO Directory

Payment order

It is used for creation and import of payment orders for the purpose of their further signing and processing in the bank. The
standard form for the creation of a hryvnia order is shown in Fig. 4.

Fig. 4. Standard form for creating a hryvnia order
The following operations are available for the document:
e Sorting the list of documents.

e Standard operations: creating, editing, copying, deleting, signing, printing (to printer and PDF file), revocation,
importing in iBank 2 format, filtering the list of documents by date.



e Filtering the list of documents using the advanced filter. The composition of the advanced filter fields corresponds
to the displayed information about the document in the list.

e Work with attachments.
Basic recommendations on filling in the fields of the document:

e The default document number is not filled in and can be changed. When saving a document with an empty number,
the field is filled in according to the automatic numbering.

Attention! The document number will not be automatically generated if the number of the last created document contains
letters or special characters.

e The date of the document is automatically filled in with the current date and can be changed.

e The Value date field is not filled in by default and can be changed. The value in the field should not exceed 30 days
from the date of the document.

e The Please remit field represents a field for entering the amount of payment.

e The field with the debit account is a drop-down list with the accounts in the national currency available to the
employee of the organization. The number of each account is displayed in the list, as well as the name of the
account (if it is specified). By default, the order that was last used when creating this type of document is selected.
If there is only one suitable order, it is automatically selected and the field becomes unavailable for change.

e The Receiver field is a drop-down list of recipients (from the list of recipients) with the possibility of entering values
manually.

e The EDRPOU field is a drop-down list of EDRPOU recipients (from the directory of recipients) with the possibility to
enter values manually.

e The MFO field is a field for manual input of the recipient's bank MFO value.

e The Name field is filled in automatically after entering the value in the MFO field.

e Field To account — drop-down list of recipient's accounts (from the directory of recipients) with the possibility to
enter values manually.

e The Payment reference field is a field for manual input of the payment reference. This field can also be filled in
using the buttons "VAT 20%", "w/o VAT", "Payment to budget". If the "Payment to budget" option is selected, the
screen form of the document for filling in the payment details to the budget will appear (see Fig. 5).

Fig. 5. Screen form for indication of payment details to the budget

After filling in the "Payment to budget" document, press the "Select" button. To cancel the creation of a payment to the
budget, press the "Close" button. After that, you will be returned to the screen form of creating a payment order.
In order to save a payment order, press the Save button on the toolbar.

Directory of recipients

The directory of recipients is used to simplify the creation of hryvnia payment orders, as well as outgoing payment request-
orders. To go to the list of records in the recipient's directory, select the Recipients menu option from the Hryvnia
documents group.

Creation of the recipient

To create a new recipient, press the Create button on the toolbar on the Recipients page. As a result, you will be sent to the
Editor page with the recipient's screen form.




Attention! Records of the directory of recipients should be unique by the EDRPOU code, MFO code of the bank and account
number.

To create a recipient with several payment references, press the New reference button that adds an empty field to the
page for entering the payment references. In order to save the recipient, press the Save button on the toolbar. If there are
no errors, the Editor page will go to the review mode. Clicking the Cancel button on the toolbar returns to the list of records
of the recipient's directory without creating a new record.
PRAVEXBANK BIZ also provides the possibility to create a new record of the directory of recipients from a number of
documents and reports:

e from a hryvnia payment order;

e from the statements on the hryvnia account.
Payment generation
When viewing the recipient, the client has the opportunity to form a hryvnia payment order in favor of this recipient. To do
this, press the Payment button on the toolbar. As a result, you will be sent to the page of creating a hryvnia payment order
with the selected recipient.

MFQ Directory

The MFO Directory contains information about Ukrainian banks. To go to the list of MFO Directory entries, select the MFO
Directory menu option from the Hryvnia documents group.

5. SALARY

The structure of the "Salary" group consists of the following list of documents:
e Payroll
e Employees

Payroll

To create a new document, you should press the Import button on the toolbar on the Salary statements page. As a result,
the standard window of file search on the client's computer will be opened. After selecting the file (import of the file), you
will be sent to the Editor page with the screen form of the document (see Fig. 6).

Fig. 6. Screen form of payroll import



After successful importing a payroll file:

The date of the document is automatically filled in with the current date and can be changed.

The Value date of the document is not automatically filled in and can be changed. This field is optional. The value
should not exceed 10 days from the date of the document.

The Write off account field is a drop-down list with the client's hryvnia accounts, to which an employee of the
organization has access. For each account, its number is displayed in the list, as well as the name of the account (if
specified). By default, the order that was used the last time when creating a document of this type is selected.

The Type of accrual field is a drop-down list with the types of charges, to which an employee of the organization has
access. Depending on the selected type of accrual, the Period of accrual field may become available or inaccessible
for change. If the field is available for modification, it is required to be filled in.

Tabular part of the Recipients document. It represents the list of employees of the organization, as well as the
summary information about the number of employees and the amount of charges for all employees from the list.

Attention! The document number will not be automatically generated if the number of the last created document contains
letters or special characters.
Attention! Adding employees to the table is not provided.

The following information is displayed for each employee in the tabular part:

Full name - full name of the employee (not available for change);

SCA — number of the employee's special card account (not available for modification);
TIN — employee's TIN (cannot be changed);

Amount — amount of accrual (available for change);

The button for deleting an employee from the list.

Attention! In the tabular part of the document, it is allowed to have one employee for two or more times.

In order to remove all employees from the list, press the Delete all button above the tabular part of the document.
In order to save the document, press the Save button on the toolbar.

After saving the payroll, the document is assigned the "New" status (see Fig. 7)

Fig. 7. Screen payroll import form

Attention! The Create button (to create a payroll) is not used in the current version of the system.



Working with related payments

After the payroll is saved, the client has the opportunity to form two hryvnia payment orders. The first payment order is
designed to transfer fixed assets from the client's account to the bank's payroll project account. Then the withdrawn
amount will be transferred to the card accounts of employees. The second payment order is intended for transfer of the
commission to the bank for cash and settlement services under the payroll project (payment for cash and settlement
services). The amount of payment for CSS is calculated based on the amount of the payroll and the percentage of the fee
set by the bank.

Attention! If, according to the bank's tariffs, no fee is charged for CSS, then only the payment for the principal amount of the
payroll should be prepared.

The system PRAVEXBANK BIZ provides the possibility of both manual and automatic generation of hryvnia payment orders
on the payroll.

Manual generation of payment orders and setting up links

To create hryvnia payment orders for the payroll, the following procedure can be used:
e Manually create payment orders directly in PRAVEXBANK BIZ

e Prepare documents in the accounting system, export to iBank 2 or DBF import file. Import the received payment
order file into the PRAVEXBANK BIZ system.

To fill in the fields of payment orders independently, the client needs to know the following details:
e Recipient's details for the main payroll project payment and CSS payment (name, EDRPOU code, account number
and MFO code of the bank where the recipient's account is opened).

e Percentage of commission for settlement and cash services.
This percentage is determined by the bank in the payroll project service agreement. This value is used to calculate the
amount of the payment order for CSS payments: the total amount of the payroll multiplied by the percentage of payment
for CSS.

Below are the recommendations on filling in the fields in case of independent formation of payment orders:
1. In the payment order for the main amount of the payroll:
e Enter a value date that coincides with the value date on the payroll (if any).
e Specify the account of the paying organization, coinciding with the account in the payroll.
e Fill in the recipient's details according to the information received from the bank (name, EDRPOU code, account
number and MFO code of the bank where the recipient's account is opened).
e The amount of payment should be indicated equal to the amount of the payroll.
e Specify the text of any content in the payment reference.
2. In the payment order for payment of CSS:
e Enter a value date that coincides with the value date on the payroll (if any).
e Specify the account of the paying organization, coinciding with the account in the payroll.
e Fill in the recipient's details according to the information received from the bank (name, EDRPOU code, account
number and MFO code of the bank where the recipient's account is opened).
e Calculate the payment amount according to the formula described above and indicate it in the document.
e Specify the text of any content in the payment reference.

Once payment orders have been created, they must be linked to the payroll. To add links, perform the following actions:

1. Open the required payroll to view it.

2. Click the Payments button on the toolbar and select Links management in the drop-down list. As a result, the Links
management dialog box will appear on the screen, where the Main payment and CSS payment fields with the lists of
suitable documents for linking will be displayed. For each document its number, date, amount and status are displayed in
the list.

3. Select the required document in the Main payment and CSS payment fields. As a result, the Apply button is activated.

4. Press the Apply button.

The list contains only documents that meet the following conditions:
e The payroll account is the same as the payer's payroll account in payment orders.




e Recipient's requisites in payment orders correspond to the configured requisites for the MFO where the client's
account specified in the payroll is opened. In order to receive these details, it is necessary to apply to the servicing
bank.

e The amount of payment under the payroll project and the calculated amount of payment for CSS correspond to the
amount of the payroll.

e The payroll and payment orders are in compatible statuses for linking. If there are no documents suitable for
linking, the corresponding field is inactive and contains the appropriate hint.

Automatic generation of payment orders

To automatically generate payment orders, open the necessary payroll for viewing, and then press the Payments button on
the toolbar and choose Create payments in the appeared drop-down list. As a result, the corresponding hryvnia payment
orders will be formed, as well as the links between the generated documents and the payroll will be added.

Attention! In case of automatic generation of payment orders, only missing documents are created and linked. Automatic
generation of payments is not available for payrolls, which are associated with the necessary number of hryvnia payment
orders.

Management of related hryvnia payment orders

When you open the payroll, the links Main payment and CSS payment are displayed at the top of the page, when clicking
on them, you will be sent to the Editor page of the corresponding linked hryvnia payment order. Color marks are displayed
next to the links, and if you point at them, a pop-up help with the current status of the linked document appears. If there
are no linked documents, the corresponding links are inactive. The work with hryvnia payment orders, which are connected
with the payroll, is not different from work with payment orders without connections, except for the following features:

e The Editor page in the upper part of the page displays the text with the type of payment (main payment or payment
for cash settlement), as well as the Payroll link to go to the Editor page of the linked payroll. The link displays a color
marker, and a tooltip with the current status of the linked payroll appears when hovering over it.

e The client cannot sign a payment order if the linked payroll has not been signed by all the necessary groups of
signatures.

e When editing payment orders, the information about the recipient is not available for change.

Employee handbook

The payroll project employee handbook is not used in this version of the system.

6. CURRENCY DOCUMENTS

Payment order in foreign currency (SWIFT-payment)

By selecting the SWIFT-payment menu option from the Currency documents group, you will be sent to the Currency orders
page containing the list of documents. By default, the list of executed documents is displayed. To view the executed
documents, go to the Executed tab (see Fig. 8).

Fig. 8. Standard form of SWIFT payment display

The following operations are available for documents:




e Sorting the list of documents

e Standard operations: creating, editing, copying, deleting, signing, printing (to printer and PDF file), revocation,
importing in iBank 2 format, filtering the list of documents by date

e Filtering the list of documents using the advanced filter. The composition of the extended filter fields corresponds
to the displayed information about the document in the list.

e Working with attachments.

To create a new document, press the Create button on the toolbar on the Currency orders page. As a result, you will be
sent to the Editor page with the screen form of the document (see Fig. 9).

a) Beginning of the document screen form b) Continuation of the document screen form
Fig. 9. Screen form of SWIFT-payment

Main recommendations on filling in the fields of the document:
e The default document number is not filled in and can be changed. When saving a document with an empty number,
the field is filled in according to automatic numbering.

Attention! The document number will not be automatically generated if the number of the last created document contains
letters or special characters.

e The date of the document is automatically filled in with the current date and can be changed.
e The value date of the document is not automatically filled in and can be changed. This field is optional. The value
should not exceed 10 days from the date of the document.



e The Please remit field represents two fields: the field for entering the amount and currency of payment. The field
with the payment currency is a drop-down list that contains symbolic codes of all currencies, in which the
organization of the account is open for the employee.

e The From account field is a drop-down list with the accounts in the selected currency available to the employee of
the organization. The number of each order is displayed in the list, as well as the name of the order (if it is
specified). By default, the order that was used the last time when creating a document of this type is selected. If
there is only one suitable order, it is automatically selected and the field becomes inactive.

e Beneficiary section:

If there are beneficiaries in the directory, the field Beneficiary becomes a drop-down list, which contains the names of
all beneficiaries from the directory. When entering the name of the beneficiary, the list will automatically display the
appropriate beneficiaries from the directory. When selecting a beneficiary from the directory, the fields of the
Beneficiary sections will be automatically filled in from the information about the beneficiary.

Attention! The directory of beneficiaries does not contain information about the beneficiary's TIN. This field should be filled
in manually if necessary.

If there are no beneficiaries in the directory, all fields of the Beneficiary section must be filled in manually.
The Save to directory flag is displayed near the Beneficiary field. If the checkbox is selected, then when saving the
document, the beneficiary with the specified details will be added to the directory of beneficiaries. If such beneficiary is
already present in the directory, a query will appear on the screen with a request to confirm the addition of a non-
unique record or to refuse it.
When choosing the currency of payment RUB (Russian rouble), the INN field appears. The field is not necessary for be
filled in, the values of 10 or 12 digits are acceptable.
The Country field is a drop-down list of countries. For each country, the list displays its numeric code and name in
English. When entering the numeric code, the appropriate values will be automatically displayed in the list.

e Beneficiary bank, Intermediary bank sections:

By default, the fields of the Intermediary bank section are hidden. To display them, check the Participate flag next to the
name of the section. When the checkbox is unchecked, the section fields are hidden and cleared.
The fields of the Beneficiary bank and Intermediary bank sections can be filled in automatically (if a beneficiary is
selected from the directory) or manually. If the type of beneficiary bank or intermediary bank is SWIFT-code, the section
fields can also be filled in from the SWIFT directory according to the value in the SWIFT-code field. When entering the
11-digit
SWIFT-code, the information about the bank is filled in automatically, when entering the 8-digit SWIFT-code (without
additional symbols .XXX.) — after clicking the left mouse button outside the field.
The Country field is a drop-down list of countries. For each country, the list shows its numeric code and name in English.
When entering the numeric code, the list will automatically display the appropriate values.

e The Expenses and commissions field is a drop-down list with available options for payment of expenses and

commissions:

at the expense of the payer guaranteed (OUR/OUR)
at the expense of the payer (OUR)
at the expense of the beneficiary (BEN)
at the expense of the payer and beneficiary (SHA)

By default, the field displays the option "at the expense of the payer and beneficiary (SHA)".

e Section Write off the necessary funds at the bank:

The section is not displayed if "at the expense of the beneficiary (BEN)" is selected in the Expenses and commissions
field.
The MFO field is a drop-down list with the possibility of entering values manually. The list contains the MFO codes of the
banks, where the organization of the account available to the employee is opened. If you choose a value from the list or
manually enter a correct value, the name of the bank is automatically filled in from the MFO directory.
The From account field is a drop-down list with the possibility to enter values manually. Regardless of the value of the
MFO field, the drop-down list contains all available hryvnia accounts to the employee of the organization. The number of
each number in the list is displayed, as well as the name of the account (if it is specified).

e The Payment urgency field is a drop-down list with the acceptable options for payment urgency: Normal, Urgent,

Extra-urgent.

The default setting is "Urgent".

e In the field with the phone number of the authorized employee of the organization the value is specified strictly in
the format +380(XX)-XXX-XX-XX. Clicking with the left mouse button in the field automatically fills it with the value
+380(__) - - - .If the phone number has not been entered completely, it will be cleared by clicking with the

left mouse button outside the field.



To save a document, press the Save button on the toolbar.
If there are no errors, the Editor page will go to the review mode.

Payment within the bank

If you select the Payment within the bank menu option from the group of Currency documents, you will be sent to the
Payment page within the bank. This page displays the list of working documents by default. To view the executed
documents, go to the Executed tab (see Fig. 10). This type of documents is used to transfer funds between the client's
foreign currency accounts within the bank or to repay the foreign currency loan.

Fig. 10. Screen form of currency order list within the bank

The following operations are available for documents:

e Sorting the list of documents

e Standard operations: creating, editing, copying, deleting, signing, printing (to printer and PDF file), revocation,
importing in iBank 2 format, filtering the list of documents by date.

e Filtering the list of documents using the advanced filter

e The composition of the extended filter fields corresponds to the displayed information about the document in the
list, except for the presence of the Account field for filtering by currency account for writing off foreign currency.

e  Working with attachments.

To create a document, press the Create button on the toolbar on the Payment within the bank page. As a result, you will
be sent to the Editor page with the screen form of the document (see Fig. 11).

Fig. 11. Screen form of documents Payment within the bank
Main recommendations on filling in the fields of the document:
e The default document number is not filled in and can be changed. When saving a document with an empty number,
the field is filled in according to automatic numbering.




Attention! The document number will not be automatically generated if the number of the last created document contains
letters or special characters.

The date of the document is automatically filled in with the current date and can be changed.

The Please remit field represents two fields: the field for entering the amount and currency of payment. The field
with the payment currency is a drop-down list that contains symbolic codes of all currencies, in which the
organization of the account is open for the employee.

The With the debit account field is a drop-down list with the accounts in the selected currency available to the
employee of the organization. The number of each order is displayed in the list, as well as the name of the order (if
it is specified). By default, the order, which was used the last time when creating a document of this type, is
selected. If there is only one suitable order, it is automatically selected and the field becomes inaccessible.

The Receiver section consists of the field for entering the name, EDRPOU and the recipient's account. For currency
payments within the bank both sender and recipient are the same client. The field to the account is a drop-down
list with the possibility of entering values manually.

The Account for debiting the commission field is a drop-down list with the possibility of entering values manually.
By default, the last specified account is pulled up in the national currency.

To save a document, press the Save button on the toolbar.

Application for sale of foreign currency

If you select the Sell menu option from the Currency documents group, the Sell currency page is opened. This page displays
the list of working documents by default. To view the executed documents, go to the Executed tab (see Fig. 12).

Fig. 12. Screen form for displaying the list of Sell currency documents

The following operations are available for documents:

Sorting the list of documents

Standard operations: creating, editing, copying, deleting, signing, printing (to printer and PDF file), revocation,
importing in iBank 2 format, filtering the list of documents by date.

Filtering the list of documents using the advanced filter

The composition of the extended filter fields corresponds to the displayed information about the document in the
list, except for the presence of the Account field for filtering by currency account for writing off foreign currency.
Working with attachments.

To create a document, press the Create button on the toolbar on the Sell currency page. As a result, you will be sent to the
Editor page with the screen form of the document (see Fig. 13).



Fig. 13. Screen form of the Sell currency document

Main recommendations on filling in the fields of the document:

The default document number is not filled in and can be changed. When saving a document with an empty number,
the field is filled in according to automatic numbering.

Attention! The document number will not be automatically generated if the number of the last created document contains
letters or special characters.

The date of the document is automatically filled in with the current date and can be changed.

The default Validity field is not filled in and can be changed. The value in the field should not exceed 30 days from
the date of the document.

The Please sell field represents two fields: the field for entering the amount and currency of payment. The field
with the payment currency is a drop-down list that contains symbolic codes of all currencies, in which the
organization of the account is open for the employee.

The field with the variants of the currency selling rate is a drop-down list that contains the allowed variants: "at the
rate of the bank" — means the use of the rate in the document, which is set in the bank; "at the rate" — the rate
entered by the client.

The field with the debit account is a drop-down list with the accounts in the selected currency available to the
employee of the organization. The number of each order is displayed in the list, as well as the name of the order (if
it is specified). By default, the order that was last used when creating this type of document is selected. If there is
only one suitable order, it is automatically selected and the field becomes inaccessible.

The field with the options of writing off foreign currency is not available for change and contains the value: "Instruct
the bank to write off".

The Amount in UAH field is displayed at the option of selling rate "at the rate". The field is unavailable for change
and contains the value calculated by the formula: amount in foreign currency * sell rate.

Instruct to credit to the bank field as a drop-down list with the possibility to enter the values manually. The list
contains the MFO codes of the banks in which the accounts available to the employee are opened. If you choose a
value from the list or manually enter a correct MFO value, the name of the bank is automatically filled in from the
MFO directory.

The To the account field is a drop-down list with the possibility to enter values manually. Regardless of the value of
the Bank field, the drop-down list contains all available hryvnia accounts of the organization's employee. The
number of each account is displayed in the list, as well as the name of the account (if it is specified).

The Commission, % field is not available for change and is automatically filled in with the value "According to the
tariffs of the bank".

In the field with the phone number of the authorized employee of the organization, the value is specified strictly in
the format +380(XX)-XXXX-XX-XX. Clicking with the left mouse button in the field automatically fills it with the value



+380(__) - - - . If the phone number was not entered completely, then by clicking with the left mouse

button outside the field it is cleared.
To save a document, press the Save button on the toolbar.

Application for the purchase of foreign currency

By selecting the menu option Purchase from the Currency documents group, you are sent to the Purchase currency page.
By default, the list of working documents is displayed. To view the executed documents, go to the Executed tab (see Fig.
14).

Fig. 14. Screen form for displaying the list of Purchase currency documents

The following operations are available for documents:

e Sorting the list of documents

e Standard operations: creating, editing, copying, deleting, signing, printing (to printer and PDF file), revocation,
importing in iBank 2 format, filtering the list of documents by date.

e Filtering the list of documents using the advanced filter. The composition of the extended filter fields corresponds
to the displayed information about the document in the list, except for the presence of the Account field for
filtering by foreign currency account for foreign currency deposit.

e Working with attachments.

To create a document, press the Create button on the toolbar on the Purchase currency page. As a result, you will be sent
to the Editor page with the screen form of the document (see Fig. 15).

Fig. 15. Screen form of application for purchase of foreign currency



Main recommendations on filling in the fields of the document:

The default document number is not filled in and can be changed. When saving a document with an empty number,
the field is filled in according to automatic numbering.

Attention! The document number will not be automatically generated if the number of the last created document contains
letters or special characters.

The date of the document is automatically filled in with the current date and can be changed.

The default Validity field is not filled in and can be changed. The value in the field should not exceed 30 days from
the date of the document.

The Please purchase field represents two fields: the field for entering the amount and currency of payment. The
field with the payment currency is a drop-down list that contains symbolic codes of all currencies, in which the
organization of the account is open for the employee.

The And credit to the account field is a drop-down list with the accounts in the selected currency available to the
employee of the organization. The number of each order is displayed in the list, as well as the name of the order (if
it is specified). By default, the order that was used the last time when creating a document of this type is selected. If
there is only one suitable order, it is automatically selected and the field becomes inaccessible.

The field with variants of the currency buying rate is a drop-down list, which contains acceptable variants: "at the
rate of the bank" — means using the rate in the document, which is set in the bank; "at the rate" — the rate entered
by the client.

The Amount in UAH field is displayed and is not available for change at the purchase rate variant "at the rate" and
contains the value calculated by the formula: amount in foreign currency * purchase rate.

The Required amount in UAH field is filled in by default with the value "Undertake to transfer by myself".

The To the bank account field is not available for change and is automatically filled in with the number of the transit
account of the bank.

The Commission, % field is not available for change and is automatically filled in with the value "At bank tariffs".
The Unused funds in hryvnia shall be transferred to the bank field as a drop-down list of bank MFO codes with the
possibility of entering the values manually. The list contains the MFO codes of the banks, in which the accounts
available to the employee are opened. If you choose a value from the list or manually enter a correct MFO code, the
name of the bank is automatically filled in from the MFO directory.

The To the account field is a drop-down list with the possibility to enter values manually. Regardless of the value of
the Unused funds in hryvnia shall be transferred to the bank field, the drop-down list contains all available hryvnia
accounts of the organization employee. The number of each account is displayed in the list, as well as the name of
the account (if it is specified).

In the field with the phone number of the authorized employee of the organization the value is specified strictly in
the format +380(XX)-XXXX-XX-XX. Clicking with the left mouse button in the field automatically fills it with the value
+380(_) - - - .If the phone number was not entered completely, then when clicking with the left mouse

button outside the field it is cleared.

To save a document, press the Save button on the toolbar.

Beneficiaries

If you choose the Beneficiaries menu option from the Currency documents group, you will be sent to the Beneficiaries

page.

By default, the list of beneficiaries is displayed.
To create a document, press the Create button on the toolbar on the Beneficiaries page. As a result, you will be sent to the
Editor page with the screen form of the document (see Fig. 16).



Fig. 16. Screen form for creating a record in the directory of beneficiaries
After entering the data, press the Save button on the toolbar to save the document.
SWIFT Directory
When you select the SWIFT Directory menu option from the Currency documents group, you will be sent to the SWIFT

Directory page.
By default, the SWIFT directory is displayed (see Fig. 17).

Fig. 17. Screen form of SWIFT directory



7. CORPORATE CARDS

In the current version of the system this functionality is not implemented.

8. ACCOUNTS

Account opening

By selecting the menu option Open account from the Account documents group, you will be sent to the Open account
page. This page displays the list of working documents by default. To view the executed documents, go to the Executed tab
(see Fig. 18).

Fig. 18. Screen form of Open account documents display

To create a document, press the Create button on the toolbar on the Open account page. As a result, you will be sent to the
Editor page with the screen form of the document (see Fig. 19).

Fig. 19. Screen form of Open account document creation

Main recommendations on filling in the fields of the document:
e The default document number is not filled in and can be changed. When saving a document with an empty number,
the field is filled in according to automatic numbering.
Attention! The document number will not be automatically generated if the number of the last created document contains
letters or special characters.
e The date of the document is automatically filled in with the current date and can be changed.




e The MFO field is a drop-down list of bank MFO codes with the possibility of entering values manually. The list
contains the codes of the banks' MFO, in which the organization of the account available to the employee is
opened. If you choose a value from the list or manually enter the correct MFO code, the name of the bank is
automatically filled in from the MFO directory.

e The Division field is a drop-down list with the list of the bank branches where the client can open a current account.

e The Currency field is a drop-down list with the list of currencies in which the current account can be opened.

e The Type field is a drop-down list with the list of account types, among which you should choose "Current" or
"Current (budget)".

e The Holder field is a drop-down list with the list of the client's employees that have access to the system. You can
choose the "NA" option.

To save a document, press the Save button on the toolbar.

Limits
By selecting the Limit menu option from the Accounts documents group, you will be sent to the Limits page. This page
displays the list of set limits of the client's employees (see Fig. 20).

Fig. 20. Screen form of displaying the list of the configured limits of the client's employees
Limit change

By selecting the Change limit menu option from the Account documents group, you will be sent to the Change limit page.
This page displays the list of the client's requests to change the limits. By default, the list of working documents is displayed.
It is necessary to go to the Executed tab (see Fig. 21).

Fig. 21. Screen form for displaying limit change applications

9. DEPOSITS

Your deposits

The report of Your deposits provides summary information about open and closed deposit agreements of the client. The
contract is called closed if it has expired.

To generate the report, you need to select the menu option Your deposits. By default, the report is formed on the client's
open deposits. To generate a report on closed deposits, you should go to the Closed tab.



The appearance of the generated report is shown in Fig. 22.

Fig. 22. Screen form for displaying the list of deposits

At the bottom of the page you can see the summary information about the client's deposits grouped by currencies: total
amount of deposits and total amount of unpaid interest. For foreign currencies these amounts are also displayed in hryvnia
equivalent.

The following operations are available for the report:
e Sort the list of records.
e Print the report to the printer.
e View detailed information about the deposit.

Review of detailed information about the deposit

To view the detailed information about the deposit, you should click with the left mouse button on the necessary deposit in
the list. As a result, you will be sent to the Editor page with the screen form of detailed information about the deposit in the
review mode (see Fig. 23).

Fig. 23. Screen form of detailed information about the deposit

The following operations are available for the report:
e Sort the list of records.
e View the history of interest rate changes.
e Deposit replenishment.




e Receipt of statements from the deposit agreement.

Review of the interest rate change history

The history of interest rate changes shows during which time periods the interest rate on the deposit was changed. To
generate the report, click on the link % rate on the screen of detailed information about the deposit. If there is a history of
interest rate changes, the page Interest rate change history (see Fig. 24) with the list of rates is displayed, otherwise the
corresponding error message will appear on the screen.

Fig. 24. Screen form of interest rate list display

The following operations are available for the report:
e Sort the list of records.
e Print the report to the printer.

Deposit replenishment

As part of the Deposits service, clients can replenish their deposits. Deposit replenishment is possible only for deposits in
Ukrainian hryvnias, for which the minimum replenishment amount is specified. At deposit account replenishment the
Hryvnia payment order is created, in which funds are debited from the current account of the client to his deposit account.
To replenish the deposit it is necessary to perform the following actions:

1. On the Editor page with the detailed deposit information screen, click the Replenish button on the toolbar. As a result,
you will be sent to the Deposit account replenishment page (see Fig. 25).

2. Enter the deposit amount in the Replenishment amount field. By default, the field is filled with the minimum deposit
amount.

3. In the field From my account choose the hryvnia account of the client, from which the funds will be debited. For each
account, its number is displayed in the list, as well as the name of the account (if specified).

4. Press the Payment button on the toolbar. As a result, you will be sent to the results page (see Fig. 26).

Fig. 25. Screen form of deposit replenishment page

Fig. 26. Screen form for displaying the deposit replenishment results page



Statements on deposit agreement

This report provides information on the movement of funds within the deposit account. In order to generate the report, it is
necessary to perform the following actions:

1. On the Editor page with a detailed deposit information screen form, click the Statement on agreement button on the
toolbar. As a result, you will be sent to the Deposit account statement page.

2. Specify the time frame of the report. To do this, enter the required date range into the Period from and till fields or
select the required date range using the graphical calendar. By default, the report is formed from the date of opening the
deposit to the current date.

3. Press the Receive button.

The appearance of the generated statement is shown in Fig. 27.

Fig. 27. List of deposit agreement operations

If there are no operations, the corresponding message will be displayed.

The following operations are available for the report:
e Sort the list of records.
e Print the report to the printer.
e View detailed information about the operation. To view the detailed information about the operation, you should
click with the left mouse button on the necessary record in the list. As a result, you will be sent to the Editor page
with the screen form of detailed information about the operation in the review mode.

Request for tranche placement

As part of the Deposits service, clients can send a request for placing a tranche (deposit). When selecting the Request for
tranche menu option from the Deposit documents group, you will be sent to the Requests for tranche placement page.
This page displays the list of client requests for tranche placement. By default, the list of working documents is displayed.
For review of the executed documents it is necessary to pass to the Executed tab (see Fig. 28).

Puc.28. Screen form of the tranche placement page

To create a request for tranche placement it is necessary to press the Create button on the toolbar on the Requests for
tranche placement page. As a result, you will be sent to the Request for tranche placement page (see Fig. 29).




Puc.29. Screen form of the request for tranche placement page

Main recommendations on filling in the fields of the document:

The default document number is not filled in and can be changed. When saving a document with an empty number,
the field is filled in according to automatic numbering.

Attention! The document number will not be automatically generated if the number of the last created document contains
letters or special characters.

The date of the document is automatically filled in with the current date and can be changed.

The Name field is a drop-down list of deposit programs within which the tranche can be placed.

Field Annual % rate is filled in by default, based on the selected deposit program and the term of tranche
placement.

The Term field is initially filled in with the value of the minimum number of days for which the tranche can be
placed, based on the selected deposit program. The field is available for editing.

The Start field is a calendar with the possibility to choose the date of tranche placement.

The End field is calculated by default, based on the start date of the tranche placement and the selected placement
period.

The Deposit amount field is an editable field for entering the tranche amount.

The Currency field is a drop-down list with the list of currencies in which the tranche can be placed.

The Deposit funds field is filled in by default with the value "We instruct the bank to write off from our current
account". In order to make a deposit for placing a tranche, it is necessary to choose the value "I undertake to
transfer".

The Debit account field is a drop-down list of available for debiting accounts in the selected currency of tranche
placement. The field is available for filling in when selecting the "We instruct the bank to write off from our current
account" option in the Deposit funds field.

The Payment of % field is filled in by default, based on the selected deposit program.

After filling in the above fields, the client will be shown the availability of additional options for placing the tranche, based
on the selected deposit program: the possibility of replenishment (minimum and maximum replenishment amount), the
possibility of capitalization, the possibility of automatic renewal, the possibility of partial withdrawal, the possibility of early
termination.

To save the document press the Save button on the toolbar.

Withdrawal of deposit

The service is not used in this version of the system.

Deposit management



The service is not used in this version of the system.

10.CREDITS

Your credits

Your credits report provides summary information about the client's open and closed credit agreements. An agreement is
called a closed if it has expired.

To generate the report, you need to select the menu option Your credits. By default, the report is generated for the client's
open loans. To generate a report on closed credits, it is necessary to go to the Closed tab.

The appearance of the generated statement on open loans is shown in Fig. 30.

Fig. 30. Screen form for displaying the list of open credits

At the bottom of the page you can see the summary information about the number and amounts of the client's credits
grouped by currencies. Hryvnia equivalents of amounts are also displayed for foreign currencies.

The following operations are available for the report:
e Sort the list of records
e Print the report to the printer
e View detailed information about the credit

Review detailed information about the credit

To view detailed information about the credit, click with the left mouse button on the necessary credit in the list. As a
result, you will be sent to the page Editor with the screen form of detailed information about the credit in the review
mode (see Fig. 31).

Fig. 31. Screen form of detailed information about the credit

The screen form is a general information about the credit, as well as a list of loan debts. Each type of debt is displayed in the
report not more than once. If there is no debt, it is not displayed in the report.



The following operations are available for the report:
e Sort the list of records
e Print the report to the printer.
e View the interest rate change history.
e View the repayment schedule.
e Receipt of credit agreement statements.

Interest rate history

The history of interest rate changes shows the periods in which the interest rate changes under the credit agreement took
place. In order to generate a report, click on the % rate link on the screen of detailed information about the credit. As a
result, the page History of interest rate changes (see Fig. 32) containing the list of interest rate changes will be opened.
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Fig. 32. Screen form of interest rate list display

If there is a history of changes for each interest rate, the following information is displayed in the list:
e Start of validity — the date of the beginning of the interest rate validity period.
e End of validity — the date when the interest rate expires.
e Interestrate, % — interest rate value.

The following operations are available on the report:
e Sort the list of records.
e Print the report to the printer.

Repayment schedule

This report provides information on when a certain amount of credit should be repaid by the due date. The repayment
schedule is based only on the principal debt and does not take into account other types of debts. To generate the report, it
is necessary to click on the Repayment schedule link in the screen form of detailed information about the loan. As a result,
you will be sent to the page Credit agreement repayment schedule (see Fig. 33), which contains a list of scheduled
payments for repayment of the credit amount.

Fig. 33. Credit agreement repayment schedule page
At the bottom of the page the line with the total loan amount is displayed.
The following operations are available on the report:

e Sort the list of records.
e Print the report to the printer.




Statements on credit agreement

This report provides the client with information on the flow of funds (write-offs, credits) under the credit agreement. To
generate the report, it is necessary to perform the following actions:

1. On the Editor page with detailed information about the credit, press the Statement on agreement button on the toolbar.
As a result, you will be sent to the Statement on agreement page.

2. Specify the time frame of the report. To do this, enter the required date range into the Period from and till fields or
select the required date range using the graphical calendar. By default, the report is formed from the date of credit opening
to the current date.

3. Press the Receive button.

The appearance of the generated statement is shown in Fig. 34.

Fig. 34. List of operations under the credit agreement

The following operations are available on the report:
e Sort the list of records.
e Print the report to the printer.

Tranche opening

The service is not implemented in this version of the system

11.STATEMENTS

With the help of the Statement report, the client can get prompt information about the account's cash flow for a selected
period of time with detailed information about the counterparty and the purpose of payment. To receive the report the
following actions are to be performed:

1. Select the Statements menu option.

2. By default, one of the client's accounts opened in the bank is selected. To select other accounts, check the necessary
accounts from the list in the Account field or check the first option All to select all accounts opened in the bank. For each
account its number, symbolic code of the currency, type and name of the account (if it is specified) are displayed in the list.
When entering the value in the list, suitable accounts will be automatically displayed.

4. Specify the time frame of the report. To do this, enter the required date range into the fields from and till manually or
select the required date range using the graphical calendar. By default, the report is formed for the current date.

5. Press the Receive button.

Attention! The Receive button is activated only after the account number is filled in correctly.

Information on operations in the statement

The appearance of the page of the generated report on one account is presented in Fig. 35.

Fig. 35. List of operations



The last date of updating the report and the date of the previous operation are displayed above the filter fields (in case of
its absence, the phrase "no operations" is displayed).
In the lower part of the page a line with the summary information is displayed that contains:
e Balances: opening — the amount of funds on the account at the beginning of the first day of the selected period;
e Balances: closing — the amount of funds on the account at the end of the last day of the selected period;
e Total turnovers: debit — the total amount of debit operations from the account for the selected period;
e Total turnovers: credit — the total amount of credit operations to the account for the selected period.
If statements are received for several or all accounts, the following changes are displayed on the page:
e The last date of the report update and the date of the previous operation are not displayed at the top of the page.
e The Group by accounts flag is displayed above the list of operations.
e The Account and Currency columns are added to the operation list.
e The line with summary information is not displayed at the bottom of the page.
When selecting the Group by accounts option, the list of operations is grouped by accounts (see Fig. 36).

Fig. 36. List of operations grouped by accounts

The following operations are available for statements:
e Sort the list of records.
e Standard operations: printing (to printer and PDF file), export (in Comma-separated values formats (.csv), IBIS,
Profix).
e View and work with individual operations in the list.
e Printing of the register of operations on the printer and to the PDF-file.
e Filtering the list of operations using the advanced filter.

Print report
Several print modes are supported for the Statement report:

1. Print a list of operations. The following types of operation list can be printed: standard, abbreviated, extended, extended
(landscape). It is performed on the page with the list of operations by clicking the Print button on the toolbar and selecting
the corresponding printing option in the drop-down list. Printing form is a list of operations on the selected account for the
specified period. Information operations are printed in a separate table.

2. Printing of the operations register by type. It is performed on the page with the list of operations by clicking the Print
button on the toolbar and selecting the Debit or Credit Register option in the drop-down list. The printed form is a brief list
of operations with the corresponding type. Printing to a printer or PDF file is allowed.

Attention! In the register of operations there are no information operations, and also operations which do not satisfy to
conditions of the advanced filter.

Advanced operations filter
The advanced operations filter is used not only to find the necessary information, but also to form a register of operations
before printing. To display the advanced filter, press the More filter parameters button in the information panel.
Using the advanced filter you can filter operations by such criteria:
e By type of operation (Operation type field).
e By document number (Document number field).
e By the amount of the operation (Amount from ... to field). You can set both the range of amounts and the maximum
or minimum amount.
e According to the purpose of payment (Payment reference field). Filtering by the payment purpose is performed
taking into account the register.




e By correspondent (Correspondent field). You can specify the name of the correspondent manually or select it from
the list. If you choose a correspondent from the list, the Correspondent, EDRPOU, Account, Payment reference
fields will be automatically filled in from the information about the correspondent.

e For correspondent EDRPOU (EDRPOU field). It is possible to set the EDRPOU code of the correspondent manually or
select it from the list. When selecting EDRPOU from the list of fields Correspondent, EDRPOU, Invoice, Payment
reference will be automatically filled in from the information about the correspondent.

e On the correspondent's account (Account field). In this case, you can specify the number of the correspondent's
account manually or select it from the list. When selecting an account from the list of the Correspondent, EDRPOU,
Account, Payment reference fields, they will be automatically filled in from the information about the
correspondent.

When entering values in the fields of the extended filter Correspondent, EDRPOU, Account the suitable values will be
displayed in the lists.

To filter it, you should fill in the fields with the required values and press the Receive button. There is no need to fully enter
the account number, EDRPOU code, name of the correspondent or text of the payment reference for filtering: just enter
one or several digits or symbols for the field of the corresponding type into the advanced filter.

Hide the advanced filter by clicking the Hide filter button on the information panel. If the filter fields have been filled in, the
list of filled in fields with corresponding values will be displayed instead of the advanced filter fields, and the list of
operations will be filtered out. The button for clearing this value will be additionally displayed near each field value. To clear
all the filter fields, press the Set default values button on the information panel.

Review of detailed information about the operation

To view the detailed information about an operation, click with the left mouse button on the necessary operation in the list.
As a result, you will be sent to the Editor page with the screen form of detailed information about the operation in the
review mode (see Fig. 37). Depending on the type of operation (debit, credit) the name of the page will be Debit operation
or Credit operation, respectively.

Fig. 37. Screen form of detailed information about the operation

The following operations are available to the client from the Editor page:

e Print a separate operation to the printer and PDF file. This is done by clicking the Print button on the toolbar. The
printed form corresponds to the printed form of the hryvnia payment order. Printing is not available for currency
account operations.

Attention! The possibility of printing individual operations is set up by the bank.

e Copying the operation. Available only for operations with "debit" type on Hryvnia accounts. To copy an operation,
press the Copy button on the toolbar. As a result, you will be sent to the page of creating a hryvnia payment order,
where all the information (the amount of the document, the client's account, the recipient's details and the text of
the payment reference) will be copied from the initial operation.

e Adding a correspondent to the directory. Available only for operations on hryvnia accounts. To add a correspondent
to the directory of recipients, press the Add correspondent button on the toolbar. As a result, an information



message about successful addition of a correspondent to the directory or an error message that such a
correspondent is already present in the directory will appear on the screen.

12. TURNOVERS

With the help of the Turnovers report, the client can receive a summary of the account's cash flow, indicating only the total
amount of debit and credit turnover, opening and closing balances for each day of the specified period. In order to receive
the report, the following steps are required:

1. Select the Turnovers menu option.

2. By default, one of the client accounts opened in the bank is selected. To select other accounts, check the necessary
accounts from the list in the Account field or check the first option All to select all accounts opened in the bank. For each
account, the list displays its number, symbolic code of the currency, type and name of the account (if it is specified). When
entering the value in the list, suitable orders will be automatically displayed.

3. Specify the time frame of the report. To do this, enter the required date range into the fields from and till manually or
select the required date range using the graphical calendar. By default, the report is formed for the current date.

4. Press the Receive button.

Attention! The Receive button is activated only after the account number is filled in correctly.

The appearance of the generated report is presented in Fig. 38.

Fig. 38. List of turnovers

The last date of the report update is displayed above the filter fields.
At the bottom of the page you can see a line with the summary information about the amount of debit and credit
operations for the selected period.

The following operations are available for the turnovers:
e Sort the list of records.
e Standard operations: print (to printer and PDF file) and export in the Comma-separated values format (.csv).
e Transfer to the list of operations. Clicking the left mouse button on the turnover in the list will switch to the
Statement report, which is automatically generated by the corresponding account and the date of the selected
turnover.

13. E-MAILS

PRAVEXBANK BIZ provides incoming e-mails addressed to the client by the bank and outgoing e-mails addressed to the bank
by the client. To go to the list of e-mails, select the E-mails menu option. Incoming and outgoing e-mails are combined in
one section: to view incoming e-mails, select the Incoming tab, to view outgoing e-mails — select the Working or Outgoing
tab.

The list of incoming e-mails is displayed by default.

Incoming e-mails

In the document list, unread incoming e-mails are displayed in bold, and the total number of unread e-mails is displayed
next to the name of the E-mails menu option.
The appearance of the screen form of the incoming message is shown in Fig. 39.



Fig. 39. Incoming e-mail screen form

The following operations are available for e-mails:
e Sorting the list of documents.
e Filtering the list of documents using the advanced filtering. The composition of the extended filter fields
corresponds to the displayed information about the document in the list.
e Print one/group of documents to the printer and PDF file.
e Answer to the e-mail. To reply to an incoming e-mail, you should go to the Editor page and press the Reply button
on the toolbar. As a result, you will be sent to the New mail editor page, where:
— The subject of the e-mail will be as follows: Re: + <subject of the original e-mail>.
— Attached files are not selected.
— The text of the e-mail will be formed as follows: > + <text of the original e-mail>.
e  Work with attachments.

Outgoing e-mails

In order to view the list of outgoing e-mails, go to the Working tab (e-mails that have not yet been sent to the bank or
rejected by the bank) or Outgoing tab (e-mails that have been sent to the bank) after selecting the E-mails menu option.

The following operations are available for the e-mails:
e Sort the list of documents.
e Standard operations: creating, copying, editing, deleting, signing, printing (to printer and PDF file).
e Filtering the list of documents using the advanced filter. The composition of the advanced filter fields corresponds
to the displayed information about the document in the list.

Filling in the fields of the