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Close folder and  In order to execute all your payments, you must close the folder and the payments must be 
authorise payments authorised by one or two users, depending on your mandates. 
 

You can close the folder and authorise payments separately or in the same action. After 
closing the folder it is no longer possible to add new payments to the folder. Payments not yet 
executed can, however, still be edited or deleted (see also the section Bulk debiting). Any user 
can close a folder, but only a user who is approved to operate the account may authorise 
payments. 
 
In Business Online, you can close the folder and/or authorise payments at the same time as 
you create the payments. You can also close the folder first and afterwards authorise 
payments in the List of outgoing payments or List of folders. In the last two cases, we 
recommend that you follow the procedure described in the section Authorising from the list of 
folders.  
Also when sending a payment file to the Bank, you can opt to close the folder and/or authorise 
payments in the list of folders or List of outgoing payments.  
A short description follows of how to close folders and/or authorise payments at the same 
time as creating payments or in List of folders or in List of outgoing payments. 

 
Authorising at the same  When you have created the last payment, you must tick the box beside Authorise all  
time as creating payments and close the folder at the bottom of Create payment screen and then click on OK.  

 You authorise payments with your electronic signature. You do this by writing your password 
in the key-in field and clicking on OK. 
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After doing this your payment has been authorised, the folder is closed and the payment is 
now ready to be executed on the due date. 

 
Authorising from the When you have sent payment files to the Bank or created payments in Business Online, you 
List of folders  can close the folder and/or authorise the payments via the List of folders. 

 
When you want to open the List of folders, you can use the  

  shortcut:                                     or the menu: 

Click on the function arrow to the left of the selected folder and select the menu point 
Authorise all payments and close the folder. Alternatively, you can select either Close the 
folder or Authorise all payments, if only one of these actions needs to be performed. 
You must then approve the payments with your digital signature after which the payments are 
ready to be executed on the due date. 
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If you want to see further information about payments in a specific folder, before you e.g. 
authorise the payments, you can select List payments from the function menu or click on the 
folder name.  
 
You will then come into the List of outgoing payments, where you can also close the folder 
and/or authorise the payments. 

On this screen you can click on the Authorise all payments and close the folder button to 
perform both actions simultaneously. 
Note: if the folder is already closed, the two bottom-most buttons will not be visible and you 
can authorise the payments as described in the following section. 
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Authorising from the You can also authorise the payments from the List of outgoing payments. 
List of outgoing payments 
  When you want to open the list of outgoing payments, you can use the   
  shortcut:         or the menu: 

Note: when you select the List of outgoing payments directly from Shortcut or the menu, you 
will only be shown payments 7 days in the future. You can, of course, change the period in 
Transaction date or choose to view payments in a specific folder. By changing the period you 
can ensure that you spot all the payments which are awaiting authorisation. 
 
If you want to authorise a single payment, you must click on the function arrow on the left of 
the payment and select Authorise from the menu. 
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If you want to authorise several payments at the same time, you must select the required 
payments by ticking the boxes beside the payments and finally clicking on the button 
Authorise payments 
You must then add your electronic signature to the payments. Remember to close the folder. 
 

e-Invoices etc. If you choose to receive e-Invoices in Business Online you will see them in the List of 
outgoing payments. E-Invoices require authorisation in order to be processed by the Bank. 

  
The List of outgoing payments may also include standing orders and direct debits. If you have 
requested to authorise your standing orders, you must do it here while direct debits never 
require authorisation in Business Online. 
 
e-Invoices, standing order and direct debits are not placed in folders like ordinary payments. 
They are always handled singly and do not require closing of folder. 
 

Bulk debiting There are special conditions for closing folders and authorising payments when dealing with 
bulk debiting. 
Bulk debiting means that several payments are withdrawn from the sender’s account in one 
aggregate amount instead of debiting them individually. 
Please be aware that the conversion from single payments to an aggregate payment will not 
take place until you close the folder.  
 
Sometimes you might end up with several payments also in bulk debiting, as bulk debiting 
generally presumes the same 
• payment type (does not apply to foreign payment types) 
• sender’s account 
• execution date 
 
Please bear in mind that earlier authorisation of payments that are now included in bulk 
debiting will no longer be valid and therefore re-authorisation may be needed. 

 
Payments sent in files via Business Online must always be re-authorised, if you want them to 
be bulk debited. 
 
Note: bulk debiting rules do not apply to invoice payments files (LM02/LM03) and Finnish 
salary and pension files (PELL). 
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Automatic closing  If you want to avoid having to close folders when you send in files, you can mark that the  
of folders  folder must be closed automatically, under Settings => File registration => Files to the Bank 

=> General settings.  

Note: if you select Automatic closing of folders and you have a single mandate, the payments 
due to be executed that day will be executed as soon as they are received in the Bank. 

 
Cancel Electronic signature If you click on the button Cancel in the dialogue box Electronic Signature, you will see the 
  overview Authorise payments.  

In the column Reason you can see why each payment could not be authorised. 
Click on OK to return to the dialogue box Electronic Signature, if you still want to authorise 
those payments that can be authorised. 
 

Page help You can get further help with filling out each field on the page. Click on the question mark in 
the top right-hand corner of the screen to get page help and select the topic you want to know 
more about. 

Related topics: 
 
• My first payment 


