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INSTRUCTION —  COUNTERPARTIES 

and PAYMENTS TEMPLATES 

The Counterparties module 
— offers extensive support for transfer handling. It can be accessed in the Payments menu.  

Counterparties are divided into three types:  

 domestic, to be used in domestic transfers, split payments and standing orders, 

 foreign, to be used in foreign, SEPA and RPI transfers, 

 payer, to be used in direct debits. 

Operating the module requires relevant authorisations. 

 

 

1. COUNTERPARTY LIST  

After entering the module, the counterparty list is displayed along with buttons for adding a new 

counterparty and a new group. In addition, thanks to the panel at the top of the screen, the user can 

go to the Manage counterparty requests module. 
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2. SEARCH 

 

Counterparties can be found by entering text in the Find field. A search can be performed on the 

basis of the data displayed on the list, e.g. account number or counterparty name. The account 

number does not need to be entered starting with the first digit. For example, account number 

68160011141111111111111111 can be found by entering the whole account number or e.g. 1600 or 

111111. Search in text fields works using whole words or parts of words, entered starting with the 

first letter; for instance, Liberty Square can be found by entering “Square”, “Liberty” or “Lib”. The 

more precise the data entered are, the narrower the search results will be. 

To facilitate the search, you can use drop-down lists with the counterparty type (Domestic, Foreign, 

Payer) and the group to which the counterparty is assigned. 

 Finding a counterparty on transfers 

The counterparty can be used on transfer templates with the assistance of drop-down lists. The list 

can be searched by name, short name or account number. It is possible to search by the address or 

ID after opening the list, using the Select from the list link. The lists contain counterparties of the 

appropriate type (for example, only domestic counterparties are included on domestic transfers).  

 Adding a new counterparty 

There are three ways to add a new counterparty. 

1. After clicking the New counterparty button 
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On the template, enter all required data (marked with an asterisk symbol). Additional data can also 

be entered, depending on the order type. 

The short name must be unique within the group. You can add a counterparty to an existing group 

or create a new group, using the available button. 

If the account number is pasted from clipboard, the accuracy of the data must be confirmed by 

entering the last two digits. 

The data entered is verified in order to avoid issues with handling transfers at a later stage. 
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After entering all data  

 

On the last screen, the data should be verified and then signed using the applicable authorisation 

method. 

2. Using an existing counterparty 

 

This module enables creation of a new counterparty using some of the data of an existing one,  

 

e.g. in order to add another account to a single counterparty. In this case, after clicking the New 

counterparty button, use the Select counterparty drop-down list or Select from the list. After being 

redirected to the List, you can perform a search using more data. 
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On the template, enter all required data (marked with an asterisk symbol). Additional data can also 

be entered, depending on the order type. 

The short name must be unique within the group. You can add a counterparty to an existing group 

or create a new group, using the available button. 

If the account number is pasted from clipboard, the accuracy of the data must be confirmed by 

entering the last two digits. 

The data entered is verified in order to avoid issues with handling transfers at a later stage. 

On the last screen, the data should be verified and then signed using the applicable authorisation 

method. 

3. On the transfer 

 

 

A new counterparty can be added by entering the required data and using the Add payee to 

contractors list option. Enter the short name and select the group. In order to save the counterparty, 

the transfer needs to be signed using the applicable authorisation method. 
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The data of an existing counterparty can also be updated on the transfer by ticking the option Update 

the selected payee details in the contractors list. In order to save the counterparty, the transfer 

needs to be signed using the applicable authorisation method. 

3. COUNTERPARTY GROUPS 

Counterparty groups can be helpful in the case of a large number of counterparties and advanced 

control requirements. There is a Global group in every company, which is accessible to everyone 

with counterparty authorisations. New groups can be created and managed with the relevant 

authorisations. 

The counterparty list presents all groups available to the user. You can browse counterparties in 

specific groups. 

 

After clicking the New counterparty group option, enter the name of the new group and indicate the 

individuals who are supposed to have access to it. These can be all users or only selected ones. 
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The process of adding a new group can also be started when creating a new counterparty, by 

selecting Create new counterparty group on the group list. 

 

 Copying counterparties between groups 

Counterparties can be moved between groups by selecting them on the list and using the Move to 

another group button.On the following screen, select the target group. Counterparties can be moved 

from one or more groups to one target group. 
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4. COUNTERPARTIES IMPORT 

Counterparties can be imported from a text file. The import template can be adapted to the available 

file, provided that each counterparty is in a separate row. 

The import templates list is available under the cloud icon at the top of the screen.  
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The list can be searched by name and filtered by template kind and author. 

 

 

 Scheme structure — counterparties import 

Under the template type, select the appropriate dictionary (domestic counterparties, foreign 

counterparties or payers). In the Data separator field, enter the character used to separate the data 

(for example, the account number from the name) in the text file to be imported. It is possible to set 

a code page (for Polish characters) consistent with the imported file. Fields in the File structure 

section are used to set the fields present in the import file and their sequence. The field at the very 

top will be the first field in the text file. 

A blank field should be selected if there are fields in the file that we do not want to or cannot import. 

If the Counterparty group name field is not selected, the counterparties will be imported into the 

Global group. If the Counterparty group name field is selected, the name of an existing counterparty 

group should be entered in the text file and the counterparties from the file will be imported into 

that group. 

The saved template can be used multiple times. 
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Counterparties are imported from the Import templates list by selecting Import data under the triple 

dots icon or by going into the details of the created template. 

 

The file will be verified after it is uploaded. Data of correct and incorrect counterparties are 

presented in appropriate tabs. After verifying the correct data, the user can sign the file using the 

applicable authorisation method.  
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The imported counterparties are under Manage counterparty requests, in the Counterparties tab, 

under the Entered status. 

 

5. APPROVAL SCHEMES FOR COUNTERPARTIES 

GOonline Biznes offers the possibility of introducing approval schemes for counterparties in the 

company. This allows for greater control over adding counterparties to the database. The approval 

scheme may involve two or more people. Approval schemes may be established or modified in the 

Administrator Panel. 

6. SIGNING A NEW COUNTERPARTY INSTRUCTION  
 

1) Adding on a template/based on an existing one 

A counterparty added on a new counterparty template should be signed in the Manage counterparty 

requests module, in the Counterparties tab under the Pending approval status. Counterparties can 

be used if they have the Approved status. 

2) Adding on a transfer 

A counterparty added on a transfer template should be signed in the Manage counterparty requests 

module, in the Counterparties tab under the Pending approval status. Counterparties can be used if 

they have the Approved status. 

3) Adding through import 
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The imported counterparties are under Manage counterparty requests, in the Counterparties tab, 

under the Entered status. Following signature by the first person, the status will change to Pending 

approval. Subsequent signatures should be placed in accordance with the approval scheme. 

7. COUNTERPARTIES EXPORT 

Counterparties can be exported to a text file.  
The export templates list is available under the cloud icon at the top of the screen.  

 

The list can be searched by name and filtered by the kind of template and author. 

 

 Scheme structure — counterparties export  
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Under the kind of template, select the appropriate dictionary (domestic or foreign counterparties). 

In the Data separator field, enter the character to be used to separate the data (for example, the 

account number from the name) in the exported text file. It is possible to set a code page (for Polish 

characters). Fields in the File structure section are used to set the fields to be present in the export 

file and their sequence. The field at the very top will be the first field in the text file. 

The saved template can be used multiple times. 

The data export is carried out from the list of export templates. 

8. HOLDINGS  

When using company holdings, the user can utilise shared counterparties and groups. If shared 

counterparties and shared groups are set up, all the functionalities of the counterparties can be used 

as follows: 

 On a transfer, the user can select a counterparty from the company from which the transfer 

is made or a shared counterparty, 

 Imports of shared counterparties should be carried out using an import template set up in 

the context of a holding. 

 

9. TRANSFER TEMPLATES 
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The payments templates module offers support for transfer handling. The templates can be accessed 

via the Payments menu.  

The templates are divided into three types: 

 domestic, to be used in domestic transfers, split payments,  

standing orders and tax transfers, 

 foreign, to be used in foreign and SEPA transfers, 

 RPI, to be used in RPI transfers. 

Operating the module and individual types of templates requires relevant authorisations. 

There is no need to enter all data on transfer templates and the templates can be created for tax 

transfers. 

1) List of templates 

After entering the module, the list of transfer templates is displayed along with buttons for 

adding a new template. Templates can be searched using the available filters. 

 

 

2) Creating a new transfer template 

Creating a new template starts by selecting the type of the template, then completing at least one 

field on the screen and entering a unique template name. 
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If the account number is pasted from clipboard, the accuracy of the data must be confirmed by 

entering the last two digits. 

The data entered is verified in order to avoid issues with handling transfers at a later stage. 

On the last screen, the data should be verified and then signed using the applicable authorisation 

method. 
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A new template can also be created using an existing template, which can be selected in the upper 

right-hand corner of the window. The template can be searched by entering the template name on 

the list or using the Select from the list link. The latter method offers more options for template 

search. 

 

 

A template can be created: 
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1) When defining a transfer — by selecting the Save as a new statement template option and 

entering a unique name. A transfer made using a new template should be signed. If saved, 

the template cannot be used until signed. 

 

2) by using the counterparty on the template 

The transfer template can be created by selecting a counterparty from the list.  

Note: the counterparty data on the transfer template are not updated if the counterparty data are 

changed in the counterparties database. If there is a need to import the changed counterparty data, 

the template should be edited, the changed counterparty should be re-imported and the template 

should be saved again.  

 

3. Template modification 
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The template can be modified if necessary. Modifications can be made from the templates list using 

the Modify button. They can also be made on a transfer, by selecting the template, changing the 

data and then by selecting the option Update the template in the templates list. 

 

 

The template can be searched on the transfer form by entering the template name on the list or 

using the Select from the list link. The latter method offers more options for template search. 

 

 

10. SERVICE IN A HOLDING 

In a holding, templates are saved in individual companies making up the holding. It is not possible 

to use a payment template from a company other than the one from which the transfer is made. 
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