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	This chapter describes the compilation of a daily activity list, and understanding this list may help new users of the program to understand its operation.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	Daily activities

	
	On the basis of the detailed description in previous chapters, we recommend to use Budapest Bank Business Terminal daily and regularly in the following way.

	
	Step 1 – Communication a Budapest Bank

	Access
	· Transactions menu ( Communication menu point,

· By clicking on the [image: image1.png])



 icon,

· Pressing Ctrl+O key combination.
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	Note
	Communication is required so that you can learn about your daily balance and daily exchange rates. If you are aware of the balances of your accounts, this step can be omitted.

	Important
	If you intend to send a currency transfer order to the bank, you should start the day with communication in all cases in order to download the current daily exchange rates.

	
	Step 2 – Query, account information 

	Access
	· Queries menu ( Account information menu point,

· By clicking on the [image: image3.png]


 icon,

· Pressing Ctrl+S key combination.

	
	· In the morning queries can be sent for the actual account balance using the Account information function,

· You can check the completion of orders sent on the previous day by viewing the Status, which is included in the Additional data tab,

· After communication, you receive a warning message if you have a rejected item,

· Identification and correction of errors in rejected orders.

	
	Step 3 – Query, deposit and credit information 

	Access
	· Queries menu ( Deposit information menu point,

· Queries menu ( Credit information menu point.

	
	· In the morning queries can be sent for the actual deposit and credit information using the Deposit information as well as Credit information function.

	
	Step 4.a – Entry of current HUF, currency, group, deposit management and roll-over credit management as well as postal orders

	
	· Entry of HUF, currency, group payment orders, deposit and roll-over credit management orders as well as the postal payment orders, confirmation of authorisations,
· Creation of a new order and partner scheme for HUF, currency, group or postal payment orders.

	
	· Modification and maintenance of data recorded earlier

· Signature of recorded data.

	
	Step 4.b – Importation of data

	
	· Importation of data from other systems,

· Signature of transactions to be sent.

	Note
	Data may be imported if you have a file communication link with your own accounting system and Budapest Bank Business Terminal.

The format of the file is contained in the annex!

	
	Step 5 – Communication

	
	· Start sending properly filled orders and pending (waiting for receipt) transactions (which don’t be sent because communication error) respectively to the bank – Communication,

· Correction of transactions rejected in Communication.

	
	Step 6 – Verification – view of and query for items

	
	Verification and view of sent, initiated order transactions 

	
	Step 7 – Query for account information as well as deposit and credit information in the evening (afternoon)

	
	This step is absolutely identical with Step 1, followed by Step 2 and 3.

	
	Step 8 – Attention! – In case of HUF, currency, group, deposit, roll-over credit and postal orders

	
	· Pay attention to the status of items (performed, signed, deleted, modified, withdrawn, booked, etc.),

· Pay attention to the confirmation of sent data

· Pay attention that erroneous items are corrected and re-sent,

· Pay attention that communication actually takes place,

· Pay attention that the messages sent by the system are executed.
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