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1. Collection Order 

Entering new orders is a local operation; you do not need to log in to the bank’s computer for this. 

Click on the „Account Management” subsystem. From the toolbar, select the „New Order” 

operation. 

Account Management: 

 

Orders, prepared orders: 

 

New order: 

 



1.1. Entering a collection order 

 

 

In the Enter menu item, you can enter INK Collection. 

 

Scheduled date: By default, the current date appears; if you enter the item after COT, the next bank 

settlement date appears. 

Owner of debit acc.: Enter the payer’s name. 

Debit Account Number: Enter the payer’s account number 

Destination Bank: The system automatically fills this in based on the account number. 

Details: Optional field, for comments 



Transfer currency: Only HUF is allowed 

Amount: Enter the amount of the order 

Collection type: Select the Collection type, which can be one of the following: 

• Based on the payer’s notification 

• Based on legislation: if you select this, enter the legislation number. 

Serial number: Enter the document number 

Value date: Enter the value date of the transaction 

 

2. Direct Orders 

2.1. Direct credit orders 

 

File serial number: Enter the batch number 

Reason: Select the desired legal basis from the list  

Debit date: Select the debit date 

Identifier of Addressee: Enter the recipient’s ID 

Name of Addressee, Adress: Enter the beneficiary’s details 

Account number of beneficiary: Enter the beneficiary’s account number 

Details: You can enter a message here  

Amount: Enter the amount of the order 



 

2.2. Direct debit order 

 

File serial number: Enter the batch number 

Reason: Select the desired legal basis from the list  

Obligor’s Identifier: Enter the payer’s ID 

Payer’s name and address: Enter the payer’s details 

Name of owner of the account: Enter the account holder’s name 

Account to be debited: Enter the account number to be debited 

Details: You can enter a message here  

Amount: Enter the amount of the order 

Day of Debit: Enter the desired debit date 



2.3. Direct debit authorisation 

 

File serial number: Enter the batch number  

Consumer’s Identifier: Enter the consumer ID 

Consumer’s name, address: Enter the consumer’s details 

Service company’s name: Select the service provider ID 

Details: You can enter a message here 

Authorisation date, start, end: Select the authorisation date, start, and end. 

Value limit: Here you can enter the upper limit of the authorisation. 

 

3 Order batches 

3.1 Selecting an order package 

After entering an item, you can save it to your templates by clicking on the Create template button. 

You must name the template before you can save it. You can also add a comment if you want. 

After completing the entry of an item, click on the Save menu item to display the batch selection 

window.  

The batch selection window lets you decide whether the new order you've created should go into an 

existing batch or form a separate batch <New package>. The list only shows the names of batches 

whose type, date, account number, etc. match those of the order you are about to save. 



 

 

3.2 Viewing an order batch  

Click on the Account Management subsystem, then select the Orders menu item in the subsystem 

menu, then select the Prepared Orders - New Orders submenu item! Select the batch you want to 

view or print from the list of order batches, double-click on it, or click on the View operation in the 

toolbar 

 

 



 

In the View menu, you can print by clicking on the Print button. 

 

In the Printer menu, you can select the device on which you want to print the batch. 

The Properties menu displays the printer properties/settings. 

You can print in two different formats: detailed or short list. In the list settings, you can modify the 

print parameters (page size, portrait/landscape, margins, etc.). 

In the print range, you can select which page(s) you want to print and specify the number of copies. 

You can view a preview of the batch in the print preview. 

 

 



3.3 Modifying an order batch 

Click on the Account Management subsystem, then select the Orders menu item in the subsystem 

menu, then select the Prepared Orders submenu item! Select the batch you want to modify from the 

list of order batches, then click on the Modify button in the toolbar! 

 

The batch will be displayed when you click on the Modify button. Here you can modify the batch 

name, the planned date of sending, and the account number to be debited. If you want to modify an 

item within the batch, you can delete or modify it by right-clicking on the item.  

Orders or order batches that already contain a signature cannot be modified! If a modification is 

necessary, the signatures must be deleted, after which the batch can be modified and then re-signed 

(by the appropriate persons). 

 

 

3.4 Deleting an order batch 

This operation may be necessary if you want to delete all orders in an order batch at once, i.e., if 

there is no need to send the batch for some reason. Click on the Account Management subsystem, 

then select the Orders menu item in the subsystem menu, then select the Prepared Orders submenu 

item! Select the batch you want to delete from the list of order batches, then click on the Delete 

button in the toolbar! A confirmation message will then appear asking if you are sure you want to 

delete the batch. 



 

 

3.5 Manual batch 

Manual batch creation allows you to compile a new order batch from forint and foreign currency 

transfer orders in different batches, whether recorded or imported. 

In this case, only orders of the same type and with the same account number can be included in a 

batch. The planned date of sending is automatically changed to the current date when the batch is 

created, but you must update the value date yourself. 

 

The items must be selected separately and then created in a new batch using the Save button. 

 

Click the OK button to create the new batch and move the selected transactions to the newly created 

batch. 

 



4 Signature 

The Direct Bank server only accepts order batches that are properly signed. Placing electronic 

signatures is a local operation, so you do not need to log in to the bank's computer to do this. The 

Signature function can be used to view signatures in an order batch, delete signatures, and add new 

signatures. 

Click on the Account Management subsystem, then select the Orders menu item in the subsystem 
menu, and then select the Prepared Orders submenu item. 

From the list of prepared order batches, select the batch(s) whose signatures you want to deal with, 

then select the Signature function from the toolbar! 

 

 

4.1 Signing an order batch 

The signer window displays a list of order batches. If the checkbox in front of the batches in the list is 

checked, it indicates that you want to sign that batch (if a batch was selected in the Prepared orders 

list, the checkbox in front of that batch was automatically checked). This allows you to mark the batch 

for signing. By checking the Show only selected orders checkbox below the list, only those batches 

that have been marked for signing will be visible in the list, and by checking the Select all checkbox, 

all batches in the list can be marked for signing. Once you have marked a batch for signing, the order 

batch is locked, meaning that no one else in the local network can access it. 

When you select a batch from the list, information about that batch appears at the bottom of the 

window: what type it is, how many items it contains, who signed it, and when. 



 

When you click on the signature, you must select a user and enter the user's signature password  

(ATTENTION! This is not your login password!) The password has to be entered twice in succession. 

When you type in the signature password, "*" characters will appear instead of the characters you 

typed. If you want to take a look at the characters you have already typed while typing your signature 

password, press the Ctrl key and the text you have entered will become visible. If the two passwords 

differ, an error message will appear and you will have to repeat the operation. 

 

 

The program provides feedback on the result of the signature for each batch. These appear in the list 

under the batch names in small blue letters. The results remain visible until the signer closes the 

window. 

 



The Direct Bank client program does not check whether the signature on a batch is valid, i.e. 

whether it has been signed by authorised persons and whether all signatures are present, either at 

the time of signing or sending (or at any other time), but only whether there is a signature on the 

batch. Authenticity is verified on the Direct Bank server after the batch has been sent. 

The signatures are transmitted in encrypted form together with the contents of the batch. Once you 

have signed a batch, you cannot make any changes to it, as this would invalidate the signature (and 

the bank would not accept the orders). Signatures are encrypted in such a way that they cannot be 

decrypted within a reasonable amount of time using systematic decryption attempts. Therefore, your 

signature cannot be generated without your password. Your signature password is not stored on the 

bank's computer, your PC (or any other computer) by any program (!). This means that unauthorised 

persons can only generate your signature if they know your signature password and have access to 

the client program. 

The certificate stored in the program is replaced periodically. This certificate is used to encrypt the 

batch during the signature process. Therefore, if you sign the item but do not send the order 

immediately, the bank may reject it if a new certificate arrives at the bank before it is sent, so it is 

advisable to sign the batch when signing or before sending it. 

4.2 Deleting a signature 

You can delete the signature in the batch signature submenu. Deleting signatures applies to all 

marked batches in the list. To delete signatures, click on the Delete signatures button! This will delete 

the signatures in the marked batches. Signature rights, even data entry rights, are sufficient to delete 

signatures. 

5 Sending an order batch to the bank 

The Sending function is used to send batches to the bank. Before sending the batch, you must log in 

to the Direct Bank server. Only signed batches can be sent to the bank, but the correctness of the 

signature is verified by the bank using the public signature key. 

Click on the Account Management subsystem, then select the Orders menu item in the subsystem 

menu, and then select the Prepared Orders submenu item. Click on the Sending function in the 

toolbar! 

 

The batch submission window is similar to the signature window: it contains a list, the first column of 

which indicates the batches to be submitted (signed). The checkbox in front of the batches in the list 

can be used to mark the batch for submission (signature). By checking the Show only selected orders 

checkbox below the list, only those batches that have been marked for submission will be visible in 

the list, and by checking the Select all checkbox, all batches in the list can be marked for submission. 

Once you have marked a batch for submission, the order batch is locked, meaning that no one else in 

the local network can access it. 



When you select a batch from the list, the batch details will appear on the screen, and you can check 

the detailed information about the batch before signing by clicking on the View batch button. 

When you click on the Sending button, the Direct Bank client program sends all the batches you have 

previously marked to the bank. 

 

The figure below shows the confirmation message that appears on the screen, indicating that the 

order batch has been transferred to the bank's account management computer. 

 

If the Direct Bank server detects an error, e.g. the employees with valid signatures do not have the 

necessary authorisation to send the order, it will not accept the order batch and the batch will be 

returned from the "Temporary order directory" to the "Prepared order directory" on the PC. 

If the Direct Bank server is unable to report back to the PC that the operation was successful (e.g. 

because the line is interrupted), the batch will remain in temporary status. The next time you log in, 



the client program will automatically check the status of the sent batch, display the information on 

the screen, and move the batch to the appropriate directory. 

 

 

5.1 Checking the collection status 

You can check the status of a collection transaction under the Orders – Orders files sent menu item. 

Select the specific transaction and click the Status button to view the status sent by the receiving 

bank. 

 

6 Exporting an order batch 

There are two reasons for exporting to an external device (e.g., a USB flash drive or network 

directory), and accordingly, there are two types of export: 

• Exporting in Direct Bank internal format. You must copy the batch in this format if you want 

to transfer it to another Direct Bank client program by retaining the signatures. This may be 

necessary, for example, if the company has several locations, uses several Direct Bank client 

programs, the signatories are in different locations, and you want to transfer the batch to 

another Direct Bank client program. 

• Export in EDIFACT format. Here you can select exactly those formats that can be used when 

importing orders (you can find detailed information about importing in the next section). This 

operation may be necessary if you want to use the recorded orders in another system. 

Exporting the order batch to an external unit is not a simple file copy; the client program also 

performs data conversion during the copy and, for example, omits signatures from the batch. 

 

 

Select the order batch to be exported from the list of order batches, then click on the Export function 

in the toolbar! 



 

The following will appear in this window: 

• Type – Shows the type of transaction. 

• Format name – Here you can select the format EDIFACT or Direct Bank. 

• Export directory name – C:\EXPORT by default. If this directory does not exist, the 
program will create it automatically. If you want to export the file to a different location, 
you can select a different path from the drop-down list. By filling in "Remember", the 
selected path will become the default path. 

• Export file name – The batch will be exported with this file name. The extension of the 
file format for the given type can be saved with the program. If you change the file 
format, Direct Bank may not be able to read it! 

• Codepage – Open the list to select the code set to which you want to export the file. 

The client program takes care of resolving name conflicts. If the copy is successful, the client program 

deletes the batch from the "Prepared orders directory"; if an error occurs, a message is displayed on 

the screen and the batch is left unchanged. 

 

 

7 Importing order batches 

The Direct Bank client program can load (i.e. import) two types of files (order batches) from an 

external device into the prepared orders: text format files and files in the Direct Bank internal format 

(which can only be generated by a Direct Bank client program). 



Order batches can be created not only with the Direct Bank client program, but also with other 

software. The Direct Bank client program can only import orders from "foreign" systems in text files 

of a specific format. These file formats are listed in the Appendix to the Direct Bank User Manual. The 

client program handles imported orders in the same way as manually entered orders; they can also 

be modified, printed, and sent to the bank's computer via a telephone line. Of course, such order 

batches must also be signed before being sent. (Importing a transfer batch from an external device is 

not a simple file copy; the client program also performs data conversion during the copy process.) If 

the file format is not recognized automatically, you must select it manually in the "Request import 

format" pop-up menu. 

 

Select the order batch to be printed from the list of order batches, then click on the Import function 

in the toolbar! There are two task lists on the new screen: On the left side, you will find the files to be 

imported in the selected import directory. This directory can be saved. On the right side, you will see 

the batches that have already been imported. 

 

Only one file can be imported at a time using the Import Batch button. 



 

 

If the batch has already been imported, you can restore it using the "Restore batch" button. 

The client program takes care of resolving name conflicts, and if any errors occur, it will display a 

message on the screen. The client program deletes the imported file from the external device. 

8 Creating a direct credit order template 

 

The template helps you quickly create recurring transfers and collection orders, allowing you to store 

your partners' data and retrieve it from there. You can create a new template while entering a 

transaction, but you can also expand it under a separate menu item. 

Click on the "Account Management" subsystem, then select the "Main Data" menu item, then select 

the "Enter, modify pattern" submenu item. 

 

Templates are filtered by type. Select the type of order for which you want to add a new template. 

 



You can add a new template for the given transaction type with the "New" button. You can fill in the 

template according to the transaction entry. 

 

The only mandatory field in the template is the "pattern name". Template names can be the same, 

they do not have to be unique. 

If you do not wish to use a template in the future, you can delete it using the delete button. 

You can modify the template using the modify button. 

If you want to delete all templates for a given transaction type, you can do so using the "Delete" 

button. 

Similar to transactions, templates can also be imported and exported. 

By clicking on the Export button, you can export your partners from Direct Bank. Exporting is possible 

in Excel format. 

 



When exporting, the file name is not checked for consistency; if a file with the same name already 

exists, it will be overwritten. 

You can import templates using the Import button. Only CSF (Excel) format templates can be 

imported into Direct Bank. 

 

There is no option to set a default folder; you must always browse for the file you want to import. 

There are two settings options for importing. You can set the separator character and select the type 

of the first row, either header or item row. 

After importing the file, click on the "View file to be imported" button to open the file to be imported. 

After clicking on the import button, a preview window will open. If you are satisfied with the preview, 

you can finalize the import by clicking on the finalize button. 

 

 



 

9 Partners 

Similar to templates, the partner database helps you quickly create recurring transfers and collection 

orders. You can store your partners' data in the partner database and retrieve it from there. 

The partner database can be expanded automatically when saving a new order if the partner's 

account number specified in the order is not yet included in the database, but it can also be 

expanded under a separate menu item. Here you can also modify or delete the data of existing 

partners. 

 Click on the "Account Management" subsystem, then select the "Main Data" menu item, and then 

select the “Partner Database" submenu item. 

9.1 Adding a new partner 

You can add a new partner under the "New" menu item. Here you can add the partner master data. 

 

Adding partner master data can be divided into 3 parts:  

• Counter-account details: Partner code, Partner name, Account number, Location, Street, Nr., 

State, Phone number 

• Secondary account identifiers: E-mail, Phone number, Hungarian tax number, Other tax-ID. 

• Counterparty bank details (required for transfers outside the EEA):Name of Bank, S.W.I.F.T. 

code, Bank ID, BIC code, City/Town, Street Nr., State 

There is one mandatory field in the partner master data entry: "Partner name" - it is not mandatory 

to be unique, multiple partners can be entered with the same partner name. 

 

9.2 Modifying a partner 

You can make changes to partners created manually or automatically by clicking the "Modify" button. 

 



9.3 Deleting a partner 

Select the partner you want to view from the list. You can delete the partner by clicking the delete 

button at the top of the window. 

 

9.4 Viewing a partner 

Select the partner you want to view from the list. You can view the partner's details using the "View" 

button at the top of the window. It is not possible to modify the partner here. 

 

9.5 Exporting a partner 

Similar to transactions, it is also possible to export partners. 

By clicking on the Export button, you can export your partners from Direct Bank. Exporting is possible 

in Excel format. 

 

When exporting, the file name is not checked for consistency; if a file with the same name already 

exists, it will be overwritten. 

 

9.6 Importing partners 

You can import templates using the Import button. 



 

If the imported file does not contain a header and the source column(s) remain empty, you must fill 

them in manually (by double-clicking in the source column) to specify which column contains the 

given field. 

 

 

You can upload the imported items using the finalize button. 

 


