Business Online — Generdl features

L eft-hand menu

Bank

Y ou can access Business Online's multiple functionalitiesin several different ways. First of

all, you can get access to the functions from the left-hand menu. If you click on the arrow next
to amenu point, a sub-menu will appear.

The |eft-hand menu reflects each user’ s access to Business Online. This means that you only
see the menu points you have access to according to your agreement with the Bank.

A left-hand menu can

contain e.g. thefollowing

menu points:

Main menu

E

Zash Management [¥
Files [¥
Collection Service [#
efrchive

Settings [¥
Messages [¥
Qrders [#
Other services [¥

Subscription
SEFVICE

Markets COnline
Settings

Select Cash Management
to see the sub-menu for this
menu point:

Main menu

List of accounts
Account staternent
Liquidity
rmanagement

List of loans

List of folders
FPayrments

Bl

Bl
Incorming ¥
payments

Y ou can aso choose to expand the sub-menus automatically.

Automatic menu extension is activated in the Settings menu point.

By activating the menu-extension, the sub-menus will open up when you position the cursor

over the menu point.

Main menu

E]

Cash Management [
Files [¥
Collection Service [
edrchive
Settings
Messages
Orders

Other services

HEEME

Subscription
service

Zash Management »

Files

Callection Service ¥

efrchive

Settings ¥ | Bank identifiers
Messages ¥ | List of groups »
Orders ¥| Account names
Other services ¥ | Country selection

Subscription

¥

Date and number
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In the Settings sub-menu you have various possibilities to make further customizations of

Business Online, e.g. you can choose.:

o Bank identifiersto block your bank 1D, change password and delivery frequency of your
security card etc.

¢ Account names to create your own names for your accounts

o Country selection to get access to country specific functions, e.g. domestic payment
templates (prerequisite: access to domestic paymentsin other countries)

o Fileregistration to set-up locations for files that you send or retrieve to/from the Bank.

My set-up The settings mentioned above work across Business Online while the following settingsin
My set-up are function specific settings: T -
e List of accounts Print...
e Account statement
e Balance history

To spreadsheet... ||

Craate file...

My zet-up.. .-ﬂ'l'n
Select My settings in the Menu in the top right-hand corner i
to customize your settings, e.g. to choose a default account or a default search period.
See the List of accounts and Account statement documents for further information.

Shortcuts There are Shortcuts to the most used functions in Business Online in the bottom left-hand
corner. The shortcut menu also reflects each user’s access rights.
The shortcut menu can contain e.g. the following points:

Shortcuts &

Dropdown lists Dropdown lists contain selection criteria to determine what is displayed.

Accounts ;I

Users

11 creditars [\!S

Custody account
Caompanies
Currencies
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Function arrowsand menu Y ou can open the function menu by clicking on the arrow to the | eft of arow in one of the list
windows, e.g. an account number in List of accounts. Y ou can then go directly to one of the
displayed functions.

A Transaction Account

Account staterment

List of fees
Balance history

Interest rate history
Acocount terms

List of outgoing pavyments
Create payment

Create file order

Buttons At the bottom of the screen there are often buttons to take you on to a new function. In the
example below, you can for example send and close folders by clicking the respective buttons.

v Search criteria

Local files: | C\BankiFilesToTheR ank =] create file registratinn..l
Folder status: Local files: ¥ Being submitted
Folders at the Bank: ¥ Gpen
¥ Closed
[ Deleted

" List folders which contain only sent payments

Folder status last changed in the period: |2EIE|8.DS.19 _ |2EIEIS.DS.19 Search
» Extandad zearch critaria
Could
Status Ready not
last Bulk Not to be
Folder name Status changed (hecksum Number debiting auth. Approved send Executed sent
120420 Closed
B 1 073246 20068.03.19 a
190320 Closed
B 3 052164 2008.03.19 o
190320 Closed
Bl 2 052164 2008.03.19 o
send folders | Close folders I Delete folders.. | Create folder... I Create file order... I
Extended search criteria Click on the extended search arrow or accompanying text Extended search criteria to display

more search fields, which you can use to refine your list. The following exampleis from the
Account statement screen..

ﬁ(tended zearch criteria
iod covers: % Booked date
' Interest date
Amount: I I o ;I
Text beginning with: I Search |
Sorting Y ou can sort information in the list screens where the column heading is followed by an

arrow. Click on the arrow or the heading to change the sorting order.

Booked date -~ Interest date - Text
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Groups

Printing

Page help

Sampo Bank plc
Registered domicile and address Helsinki,

A group isacollection of, for example, selected accounts.

Y ou can use agroup of accounts when you want your list of accounts to contain specific
accounts displayed in a particular order.

Groupsareused e.g. in:

e List of accounts

e  Account names

e  Payments from abroad
e Filedownloads

To create agroup, use the

menu option:;
Main menu
Settings [¥]

Create group {I:,}

On many pages there is a Menu in the top right-hand corner. Click on the Print option to print
out the page.

[ 2 [Menu |

Print... @

Y ou can aso use the browser’ s Print icon on all pages, or you can place the cursor on the
page, right click and select the menu point Print.

Finally, on selected pages, you can click on the Print icon B print version to get a user-
friendly print.

Note: Many of the list screens are quite wide. We therefore recommend that you change the
paper layout in page set-up to landscape, when printing from Business Online.

Y ou 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 bring up page help and select the topic you want to
know more about.
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