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

= Choose m in the main menu.

= Choose name of the group and type of the account. Then choose m
= If you wish to create the account statement in PDF format choose option

m located in the right bottom corner of the screen.

ING BusinessOnLine

[aBC 5P z0O =l  Legount

ING &

Portal | &dministration | Tools | Help FL |EM Logged in: KOWALSKI JAH

m Order management Settlements MNotifications  Applications

+ Account list Go to:
+ Operations history Account list . N
-+ FOUR Manademe
= Statements
Group name Iall LI
Account type I all LI

Oy Group Account number Account type Current Available . =~ Last statement
name Account name Account owner balance balance ¥ date
Rachuriki PALIAR, 112222 3333 4444 SOS5 BEEB TTTY  wBC SP 20O
O ZloTome 1536 695,81 153669581 PLM 17-01-2008
112222 3333 4444 5555 BEGEE 9999
[ RacHUNK ALV 4 ABC SP 200 160122 160122 EUR  17-01-2008
wealdowe Rachunek do optst

1to 2 {from 2}

Move marked transfers to group | Choose the group LI Move to group

Write to PDF



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

=+ Domestic or = Currency transfer

beneficiary choose in the side menu.

= Fill in text boxes in the section: ['ansfer recipient

<+ fdd contractor to the list . .
= Choose on the right side of the screen.

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

= To save the data choose m in the right bottom corner of the screen.

ING 4 ING BusinessOnLine

Portal | Administration | Tools | Help FL | EM

Logged in: KOWALSKI JAH I ABC =P 100 LI Log out

m Order management Settlements Matifications  Applications

+ Domestic
+ European New domestic contractor
=+ Currency transfer
) Cortractar type IDomestic: LI

= Internal

ZUS {National

Insurance Agency)

Group name |33|ECT =l Group management

+ Tax office

Create & new one bazed on the
exizting one Iselect —I

& Residert ¢ Mon-resident

= Predefined transfers

Contractor's short name Contractor 1

Matme [ First name and last name John Doe

Address ul. Zhota 1

00-312 Warszawa

Country POLAND - PL k|

Cortractor's account number 921000 2000 1234 5555 9555 1234



Deleting beneficiary from the list.

= Choose in the main menu.

= Choose * Findecomtractar  on - the right side of the screen in the section:

Transfer recipient

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

list and then choose m

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

choose .

ING 0 ING BusinessOnLine
Portal | &dministration | Tools | Help PL | EM Logged in KOWALSKI JAH ABC 5P 700 :[' Log out

m Order management Settlements m Motifications  App

- Group management

Go to:

Domestic contractors list
= DIl ST =+ Import of contractors

- Reports X -+ Cresting contractors
Cortractors name containg text S ——

+ Database Account number (or number fragment)
Domestic contractors
list Group name JeonTRACTORS 1 -l

Foreign contractors list

SWE contractars list m
List of debtars in

payment order

List of debtors in GOBI
IMG Bank branches

DAGRRSE RERLES (6 Dl Group name  Short name Contractor’s full name Contractor’s address  Account number
Foreign banks list
Fayment titles list [ CONTRACTORS 1 Dos John Dos ul. Zita1,00-512wa.. 7610501038 1000 00234321 8977
SWE Payment titles list - ING Q. Wy Warszawie
[ CONTRACTORS 1 Foe Jang Ros ul. Chmiela 13, 00-25.. 76 1050 1035 1000 0023 2267 3117

MG ©. we Warszawie

1to 2 {from 2)

Move marked ones to group |choose group = | Move to group



3. How to make a domestic transfer?

= Choose in the main menu and then choose ~ DMestic i, ihe 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

 Find cantractor 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 m 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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Domestic
European
Currency transfer
Internal

ZUS {National
Insurance Agency)

Tax office

Predefined transfers

PL | EM

Domestic transfer

Transfer of funds from account
Currernt account balance

Available balance

Transfer recipient

Contractor's short name

Full name

Address

Account number

Bank name

Transfer data

Execution date
Amourt

Paryment title

Send via SORBMET
(paic option)

Logged in: KOWALSKI JAN

[2BC s 200 =l Legout

Go to:

= Predefined transfers
= Transter import

52 1050 0083 7363 7363 7363 7363 Rachunek biezgcy (PLN)
Mo account has been selected

Mo account has been selected

I select

* Resident

Supernet ISP sp.z 0.0,

ul. Prosta 12
01-124 Warszawa
B7102024010000029999993935

PHOBP Cddzist 1 w Gliwicach

04-07-2008

12300 PLM

morithly internet paymernt

LI -+ Find cortractor

" Non-residert

-+ Add contractor to the list

+ Find title

< Add to the dictionary

arerove TSR



4. How to make a foreign transfer?

= Choose in the main menu and then choose Currency transfer 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

 Find cantractor 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 m 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 .



ING 4

ING BusinessOnLine

Portal | Administration | Toolks | Help

= Domestic

= European

+ Currency transfer
=+ Internal

ZUS (National
Insurance Agency)

= Tax office

= Predefinedtransfers

PL | EM

Currency transfer

Tranzter of funds from account
Current account balance

Avalable balance

Transfer

Cortractar's shart name

Mame /Full name

Address

Courtry

Accourt number

Recipient's bank

Recipiert's bank BIC code

Bank name

Town

Courtry

Init

ary hank

Intermediary bank
(paid option)

Transfer data

Execution date
Transfer amount

Urgent transfer

Megotiated rate

Paymert title code

Paymenrt title

Addiional information

Fees and commissions

ING Bank élqsk\ fees and
commissions debiting the account

Confirmation

Logred in: KOWALSKI

JAN Log out

ABC 5P Z00

Go to:

=+ Predefined transfers
= Transfer import

|42 1050 1559 0000 1111 2222 3333 Rachunek hiezacy (PLN)

9402,02 PLM
840202 FLN

=

|Beis By

© Residernt ' Non-resident

Bob Belyg

Belgijska 12

Finl contractor

L]

| BELGIUM (BE]

BET0S10007547111

GERABERR

FORTIS BAMK 5.4 . BRUSSELS

BRUSSELS 3, MOMTAGNE DU PARC

Find bank cade

[BELGINM (BE)

04-07-2008

12300 |FUR -

- sefect, i the transfer is
supposed o be executed a5
wrgent ar with a currentcy dale
different form SPOT{palk option)

[ select, If the transfer Is
Supposed to be exectued by
rate negatiated with the bank

Rate

[

+ Mo contractor ta the list

Find bank coce

Currency date | Select

IMDS - Rozliczenia zakupuisprzedaty nieruchomasci w Polsce

Invoice no 172008

& sHa  BEM © ouR

=

= Fine title

< Add tothe dictionary

|42 1050 1559 0000 1111 2222 3333 Rachunek hiezacy (PLN)

' Fax % Email address | [Bnka@yz pl

The requesttransfer execution confirmation fee is consistent with the current ING Bank Fees and Commissions Table

Contact person

Full name

Telephone number § e-mail

Declaration

Il

Jan Korporacyiny

Janka@:xyz.pl

| hereby declare that | am scquainted with Regulstions on running Saﬂ\erpsrrts inthe form of payment orders, as wel as Regulstions on making
currency exchange transactions with immediate deliveries at ING Bank Slgski

[ s s mover | seveove nansran



5. How to make a transfer to ZUS (Social Insurance  Institution)?

ZUS {National
.
= Choose and then choose the option IMsurance Agency) i, e sige

menu.
= Choose the account number to transfer the money from and then choose the
account number of ZUS and fill in transfer’s data.

APPROVE TRANSFER
RSN APPROVE TRANSFER |

ING £ ING BusinessOnLine

Portal | sdministration | Tools | Hela FL | EM Logged in: KOWALSKI JAH |AEIC SP 200 =l Log out

= Domestic @ (e
+ European ZUS (National Insurance Agency) transfer _
=+ Predefined transfers
=+ Currency transfer = Transter impart
# DD Tranzfer of funds from account 52 1050 0086 7363 7363 7363 2071 Rachunek hiezacy (PLM) LI
ZUS (National Currert account balance 1020,78 PLM

Insurance Agen
s Available balance 1020,78 PLM
=+ Tax office

Transfer recipient
=+ Predefined transfers

ZUS Account Mo, 310101023 0000 2613 9530 0000 LI
Bank naime Bank przejmuigey - [10101010]
Premium type FPiFGSP

Transfer data

Execution date 04-07-2008 | = &

Amount 12300 PLM

Payer data

Payer short name or full natme Jan Mowaczek

Payer's MIP 4843234455

Second ID type IPersnnaI idd. number [PESEL] LI
Payer's second ID 790032002443

Payment type IEI - Institution serving premium ps LI
Declaration [0 =][oe =

Declaration numer 12

Mumber of decision f agreement

enfarceable title 8

erove aansren
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6. How to approve and send payment order?

. + Order review . .
Choose e U EUEUE 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 m

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

Sign arder

w Expand
Fleasze enter pazsward: I %
% Sign | Cancel |

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

acceptance scheme.

11



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

= Choose m in the main menu and click on

in the side menu.

=+ Statemems

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

and statement number).

= To expand filtering criteria click on _ SHvEREES e and choose additional

criteria.

= After defining the criteria click on m you will be able to see the list of

statements.

ING i

ING BusinessOnLine

Portal | Administration | Tools | Help

= Account list
= Operations history

+ Statements

FL | EM Logged in: KOWALSKI JAH ABC 3P 100 :l‘ Log out

Bank account statement

Account statement |22 1234 3355 6666 7777 0095 1234 Palivwa EUR (ELR) LI
Stetement date ™ fram 03-07-2008 to |04-07-2003
* last 4 marths 'l
Statement Mo. ™ from o
Account number Statement No.  Statement date  From/to date

221234 5555 6666 7777 0095 1234

7 08-04.2008 01-03-2005  08-04-2008
(Rachunek bieZgey)

22 1234 5555 666 7777 D088 1 234 8 14-04-2008 09-04-2008 /14-04-2008
(Rachunel bieigey) -

22 1234 5555 8688 7777 0095 1234 3 01-07.2008 15045008 £ 01072008

(Rachunek bieigcy)

110 3 (from 3}

Applications

Go to:

= Statemert report

Advanced filter m

Initial balance  Current balance

o.o0 1.00
1.00 110
1.10 11

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

= To save the statement in the PDF format click on m

12



8. How to download group of statements?

=+ Reports

Choose T2 jn the main menu and then click on in the side menu.

Chooss

then option

Create template

next click on and insert name of the template.

Defining report template

Template type Iadvanced statements ;I

Creating template - advancedd statements

Template name

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

accounts).

ING & ING BusinessOnLine

Portal | Administrstion | Tools | Help FL |EM

Logged in KOWALSKI JAH [a6c =r zoo El rogon

m Order management Settlements Motifications  Applications

= Group management

=+ ImportExport Creating filter
+ Reports
Filter name Februsry - March Fiter
= DEELED Account Iall LI
-+ fAdd selected account
Searched date type Islaharnerrt date LI
¢ from 04-07-2008 T to |04-07-2008
% last 5 Im -+ Add selected date
[(E [sstemertdete. =] [= =] p7-02-2008 [[E[me=] » oelete > Moy
[(E[statemertdate =] [ =] f3-03-2008 [ =l[me=] ¢ oelete + modfy
Fiter canciions [(E[ievsence =] =] fiooo [ = [me=] -+ oelete = mody
EW = x| 200 IEIE + Cancel -+ Yalidate
=] [smmert e =] [= =] (=[x e

Back m

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

Save the filter, it is then visible on the list of templates.

13



E  Template/Filter name Template type Template/filter author Actions

=] January report advanced statements HOYALSKL JAN e Ml fitter -+ Modify -+ Delete
E_ Fehruary - March Fitter WO AL S JAR < Maodify - Delete

If you wish to generate the file with statements please choose B or name of the

filter. The file will be ready on the list of reports with the status ‘ready to fetch’.

Choice g:tp::ft_?;‘:inn g:tp:;.t;.::-.p; Generated by Author Status

r ﬂ nowe wycigo statements
n M 20050703 144902 pcf HohAL SKI JAN ready to fetch
05-07-2003

14



9.

How to check the history of transactions?

Choose m in the main menu and click on Operations history 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 _ SHvEREES e and choose additional

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

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

transactions.

ING 40 ING BusinessOnLine

Partal | Administration | Tools | Help FL | EM

Logged I KOWALSKI JAN [ aBC 3P ZOO Fl  Logow

<+ Account list

Go to:
+ Operations history Operation history
=+ Data export
- Statements
Account |B1 1030 00&5 7363 73635 7363 7363 Rachunek hiezgcy (PLM) j
Crperation type I all j
Find text
Book date  from 04-07-2003 to |04-07-2003

& recent 18 Idays 'l
Advanced filter m

Account No.: 61 1050 0086 7363 7363 7363 7363 Currency: PLM
Account name: Rachunek biszaoy
Credit sum: om Credit count; 1
Debited sum: o.00 Debit count 0
Book date Operation type Contractor Operation title Amount / Currency

94 1050 0086 1000 0023 3179 9358
Kangur sp. Z0. 0.
01-07-2005 uzZnanis L. MSRET & KOS 12 zewngtrzny 0.01 PLN

00-499 VARSI AWA

1to 1 {from 1)
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10. How to import file from the financial system?

Choose ™= in the main menu.

Choose ~ ImportExport _ .o Importtemplates

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 .

Import templates

Template,/ Filter name

Templste 1
Template 2

NG BankOnLine domestic contractor

NG BankOnLine currency contractar

MNE
MultiCash INT
MuttiCash INT DUS
MultiCash LA
MultiCazh PLOPLG

tdutiCaszh PLI

Template type

Foreign contractors

Domestic contractars

[N BankOnLine domestic contractor
NG BankOnLine currency contractar
KMB

MultiCash INT

MUKCash INT DUS

MultiCash PLA

MuttiCash PLDPLG

MuttiCazh PLI

Template author

WAL SR JAk

HIOWAALER] JAM

Predefined by the Bank
Predefined by the Bank
Predefined by the Bank
Predefined by the Bank
Predefined by the Bank
Predefined by the Bank
Predefined by the Bank

Predefined by the Bank

e Presiew

e Presiew

Actions

<o bodify

<o efodify

.

.

3

3

3

3

Presiess

Presigss

Presvigwy

Previgws

Previgws

Preview

Preview

Presvigs

-+ Delete

-+ Delete

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

pick the file by clicking on

Browsze. .

Next click on .

16



Import

Data type template MuttiCash PLI
Encoding characters Windowes-1 250 LI
Browsze...

File to import

Back

System will verify the file and the result of import will be displayed on the computer

screen.

Import operation result

Transaction data import

Record count 3

“alid record count 3

Ireealicd record count a

Debit sum 0.00 PLM

cortrol sum doadd 389865960 T 4403267 30k Jeafl2

[ Import to package

r Import &5 model transfer

. Beneficiary
Orderer's account Beneficiary’s account
721060007 50000320000546101 CPAKOWANIA SPF 0.0,

2611101271000099939937 4157

721080007 50000320000246101 TUIR RELIAMCE
1111 602202000000006051 9597

721060007 50000320000546101 SPEDYTOR SP. Z 0.0,
031060007 600004039301 02204

Execution date

07-07-2008

07-07-2008

07-07-2008

Transfer amount
Transfer currency

53120
PLM

G832 63
PLN

1500.0
PLM

Status
Error details

“alidd

Updated date

Walidd

Updated date

Walic

Updated date

In order to add imported orders to the package, mark the option ™ Import to package

and insert name of the package.

In order to save correct records in the database choose Fassiflls

export incorrect records to the new file choose Bxport invaRd records .

In order to

17



11. How to open deposit?

= Choose in the main menu and click on New deposit 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 m

ING

Partal | Administration | Tooks | Help FL | EM

ING BusinessOnLine

Logged in: KOWALSKI JAH | ABC 5P 200 =l Logowt

m Order management Settlements Matifications  Applications

=+ Deposit list
+ New deposit New deposit
= s Tranzfer from account 221234 5555 BB6E 7777 0095 1234 Rachunek hiezgcy (FLM) LI
= Deposit statement Current account balance 5§27 744 56 PLM
Available balance 827 544 SEPLM
% Deposit period Ell days 'l
' Deposit maturity date 07-08-2008
Deposit amount 100000.00  py

{Minimum amount: 1000 PLRN)

= Approve opening of deposit by clicking on m

ING

Portal | &dminiztration | Tools | Help FL | EM

ING BusinessOnLine

Logaed in: KOWALSKI JAH | 4BC 5P 70O Fl  Logount

m Order management Settlements Motifications Applications

-+ Deposit list

+ New deposit Deposit confirmation

=+ Deposit history
Transter fi rt
FANSTET Trom accou 221234 5555 BGEG 7777 0098 1234 Rachunsk biszacy (PLM)
=+ Deposit statement

Deposit period

31 days
Deposit start date 08-07-2008
Deposit maturity date 08-08-2005
Deposit interest rate 5 0540%

Deposit amourt 100,000.00 PLM
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