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1. How to check the balance on the bank account? 
 

 

� Choose  in the main menu.  

� Choose name of the group and type of the account. Then choose . 

� If you wish to create the account statement in PDF format choose option 

 located in the right bottom corner of the screen.  
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2.  How to add/remove beneficiary to/from beneficia ry’s list? 
 

 

Adding new beneficiary to the list. 

 

� Choose  in the main menu and then depending on the type of 

beneficiary choose  or  in the side menu. 

� Fill in text boxes in the section: . 

� Choose  on the right side of the screen. 

� You will see the entered data in the edition mode.  

� To save the data choose  in the right bottom corner of the screen. 
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Deleting beneficiary from the list. 

 

 

� Choose  in the main menu. 

� Choose  on the right side of the screen in the section: 

. 

� Choose name of the beneficiary, account number and name of the group from the 

list and then choose . 

� Mark the check box next to the name of the beneficiary who you wish to delete and 

choose . 
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3. How to make a domestic transfer? 
 

 

� Choose  in the main menu and then choose  in the side 

menu. 

� Insert the account number of the beneficiary and fill in beneficiary’s data. You can 

also automatically insert beneficiary’s data from the database by clicking on 

 on the right side of the screen. 

� Insert transfer data (execution date, amount, payment title). 

� Choose , verify the data and then accept the transfer by 

clicking on  or . Transfer will be processed if the 

acceptance process was carried out according to the acceptance scheme.  

� If you wish to save the transfer as a model click on . 
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4. How to make a foreign transfer? 
 

 

� Choose  in the main menu and then choose  in the 

side menu. 

� Insert the account number of the beneficiary and fill in beneficiary’s data. You can 

also automatically insert beneficiary’s data from the database by clicking on 

 on the right side of the screen. 

� Insert transfer data (execution date, amount, payment title). 

� Choose , verify the data and then accept the transfer by 

clicking on  or . Transfer will be processed if the 

acceptance process was carried out according to the acceptance scheme.  

� If you wish to save the transfer as a model click on .  
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5. How to make a transfer to ZUS (Social Insurance Institution)? 
 
 

� Choose  and then choose the option  in the side 

menu. 

� Choose the account number to transfer the money from and then choose the 

account number of ZUS and fill in transfer’s data.  

� Choose . 
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6. How to approve and send payment order? 

 
 

� Choose  and click on  in the side menu. 

� This function is used to review, accept and send the order already entered to the 

system. 

� To find orders which are waiting to be accepted please define searching criteria and 

choose . 

� To accept order, mark the checkbox next to the chosen order and click on . 

To accept the package, please move to the „Package details” choosing the name of 

the package. 

� After choosing the acceptance button you will be moved to the acceptance screen 

where you can see the list of all orders which are ready to be accepted. 

� The acceptance is made after inserting password to certificate holder.  

 

 

 

 

 

� Orders will be processed if the acceptance process was carried out according to the 

acceptance scheme.  
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7. How to create bank statement and save it in the PDF format? 
 

 

� Choose  in the main menu and click on  

in the side menu. 

� Use the filter to find a statement according to defined criteria (account number, date 

and statement number).   

� To expand filtering criteria click on  and choose additional 

criteria.  

� After defining the criteria click on , you will be able to see the list of 

statements. 

 

 

 

 

� To see the details of the statement click on the number of the statement. 

� To save the statement in the PDF format click on . 
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8.  How to download group of statements? 

 
 

� Choose  in the main menu and then click on  in the side menu. 

� Choose  

then option , 

next click on  and insert name of the template.  

 

 
 
 
� When template is created define its filtering conditions (time range, type of 

accounts).  

 

 
 

Attention!  While choosing additional filtering condition use or as operator. 
 

� Save the filter, it is then visible on the list of templates.  
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� If you wish to generate the file with statements please choose  or name of the 

filter. The file will be ready on the list of reports with the status ‘ready to fetch’.  
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9.  How to check the history of transactions? 
 

� Choose  in the main menu and click on  in the side 

menu. 

� Use the filter to find a transaction according to the defined criteria (account number, 

booking date, transaction type).   

� To expand filtering criteria click on  and choose additional 

criteria (counterparty’s name, amount, reference number, title, currency). 

� After defining the criteria click on , you will be able to see the list of defined 

transactions. 
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10.  How to import file from the financial system? 
 

 

� Choose  in the main menu. 

� Choose  and then . 

� Choose the template which you want to use to import orders.  

There are some common and frequently used templates available. Template 

‘Multicash PLI’ is used to import domestic orders.  

In case your financial system uses different templates you can create new template 

by clicking on . 

 

 

 

 

 

� While choosing template ‘Multicash PLI’ define the code page of imported file and 

pick the file by clicking on .  Next click on . 
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� System will verify the file and the result of import will be displayed on the computer 

screen.  

 

 

 

� In order to add imported orders to the package, mark the option  

and insert name of the package.  

� In order to save correct records in the database choose .  In order to 

export incorrect records to the new file choose .  
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11.  How to open deposit? 
 
 

� Choose  in the main menu and click on  in the side menu. 

� Choose the account number to transfer the money from. 

� Insert deposit period, deposit maturity date and deposit amount.  

� Check the interest rate by clicking on .  

 

 

 

� Approve opening of deposit by clicking on . 

 

 


