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Switch from e-bill to eBill

You are already using “e-bill” and are being switched to “eBill” by your bank? Here’s how to do it:

Log into e-banking and in the menu click on “eBill".

e-banking

Login

BNS @ If you have stored an e-mail address for e-bill, the ad-
O====-= [ [ o dress will appear here. If you wish to continue using this
e-mail address in connection with eBill, click “Activate”.

Activate eBill for use in your e-banking.

Your ¢-mail address

The easiest way to pa, max.mustermann@mail.ch

l If you wish to save a different e-mail address for eBill or

invoices. have not yet saved an e-mail address, please follow the

Tip

instructions in the section “Activate eBill in e-banking”
on the next page.

/' Approve invoices for payment with a few clicks
of the mouse

v/ Full control over your invoices

+/ Over 1,000 companies offer eBill

+/ eBillis free

© e el This takes you straight to the new eBill portal, where you
Invoices Invoices by due date are able to process your invoices.

@ Bydue date

© Approved

/ Completed +
X Rejected

#) standing approvals You have no invoices with this status. Search for other companies you wish to
pay with eBill in the future.
Registrations

+ Add

[ Wiy




Activate eBill in e-banking

You have not yet registered for “e-bill"” or “eBill"? Here's how to do it:

Log into e-banking and in the menu click on “eBill".

e-banking

Login

BNS @ Enter your e-mail address in the dialog window and click
O====-= [ [ o on “Activate”. You will now receive an activation code via
e-mail.

Activate eBill for use in your e-banking.

Your ¢-mail address

The easiest way to pa, max.mustermann@mail.ch
invoices.

Tip
Your eBill user account s personal (o you and
cannot be shared with other people. You should
/ Approve invoices for payment with a few clicks therefore use an e-mail address that only you can
of the mouse s
/ Full control over your invoices
+/  Over 1,000 companies offer eBill

+/ eBillis free

ENS @ Enter the activation code from the e-mail in the dialog
TR ; ey o window and click on “Confirm”.

Please confirm your e-mail address by
entering the activation code sent to you by
e-mail.

. Activation code [1]
The easiest way to p.
invoices.

You have not received an activation code?

o . . Back to e-mail address entry screen.
/ Approve invoices for payment with a few clicks of Y
the mouse

/ Full control over your invoices

/ Over 1,000 companies offer eBill

/ eBillis free




Activate eBill in e-banking

O @ Select the address you want to use for eBill and click on
0-=---- B----- ° “Confirm”.

Please choose the address you want to use for
eBill

Kanonengasse 12

The easiest way to pa-

5 s ® () Postfach 31 V4
invoices. 8004 Zurich
- Kanonengasse 12
O () Postfach32 V24
Approve invoices for payment with a few clicks 8004 Zurich
of the mouse
7 : Netcetera AG
+/ Full control over your invoices Zypressenstrasse 71
. . . O b Bogacn 7t 4
Over 1,000 companies offer eBill 8004 Zurich

/' eBillis free

Q e st i This takes you to the eBill portal and you can register for

Invoices Invoices by due date eBill with your companies.

@ Bydue date

© Approved
/ Completed
X Rejected

) standing approvals

You have no invoices with this status. Search for other companies you wish to
pay with eBill in the future.
Registrations

+ Add

[ Wiy




Add companies

To receive invoices from your companies in eBill, please proceed as follows:

Q e ol On the eBill portal, click on the + sign.

Invoices Invoices by due date

@ Bydue date

© Approved

/ Completed +
X Rejected

#) standing approvals You have no invoices with this status. Search for other companies you wish to
pay with eBill in the future.
Registrations

+ Add

[ Wiy

« Back Q1 achez= 0 . " A "
Search for the company you want and click on “Register”.

Ccategories Register

Pt s l [ (o} ‘

S W
Register L
[N]
e " —
Regicter o1 [ Regeter 4| | Register 4k
Register +| | Regster 4 | Register +

You will now be redirected to the registration form. Click
on “Next".

Register

To register for Bellophon ENG please complete
the registration form, which will be displayed in a

new window.




Add companies

R

Bellophon Comm. (Switzerland)

Untere Katzenstrasse 23
8580 Ober-Hagenwil

Registration at Bellophon Comm. (Switzerland) SA

For your registration, the following information is transmitted:

Name / address Jones Paul
Kanonengasse 12 Postfach 31
8004 Ziirich

Participant N* 41010430003456621

Additional information (* mandatory fields)

Customer no. *

Emaie 5 \

@Q

A J

Registrations overview

Q

Invoices

@ Bydue date
© Approved
/ Completed
X Rejected

) standing approvals

Registrations.

+ Add

[ Wiy

A s A
Invoices by due date

_|_

You have no invoices with this status. Search for other companies you wish to
pay with eBill in the future.

Complete the registration form and confirm this by click-
ing on “Register”.

You will now receive all future invoices from the selected
company in eBill.

Under “My registrations” you can check which billers you
have already registered with.



Approve invoice

To approve an invoice, proceed as follows:

Invoices

@© By due date
& Approved
+/ Completed
X Rejected

) standing approvals

Registrations

+ Add

[h My registrations

Q

Invoices by due date

Due Soon

% Bellophon Communication (Suisse) AG
- Due by 8 September 2018

0 invoice

s B

v 250.00

Invoices

@© By due date
& Approved
+/ Completed
X Rejected

) standing approvals

Registrations

+ Add

[h My registrations

Q

Invoices by due date

Due Soon

3 Bellophon Communication (Suisse) AG
X Due by 8 September 2018
D invoice

Account Execution date /\

Konto 1 (BIC) ~ 10 September 2018

pmm—r

v 250.00
Close

Amount in CHF

250

Invoices

@© By due date
€ Approved
+/ Completed
X Rejected

7 Standing approvals

Registrations

+ Add

[h My registrations

Q

Invoices by due date

Due Soon
The invoice was moved to approved invoices.

Bellophon Communication (suisse) AG
Due by 12 September 2018

0 1nvoice

e — )

cur 250.00

On the eBill portal, select the desired invoice under
“Invoices > By due date”, check it and approve it for
payment under “Approve”.

You can now double-check the details and change them
if necessary. Click on “Approve” to approve the invoice
for payment.

The approved invoice will be moved to the folder “In-
voices > Approved”. You can, however, make changes
directly in e-banking under pending payments until the
payment has been finally completed.

Once payment has been finalized, the invoices are
moved to the folder “Invoices > Completed".



Reject invoice

To reject an invoice, please proceed as follows:

Q@ oo & wewemn &1 On the eBill portal, click on the “Options” button for the

invoice you wish to reject, then select “Reject”.

Invoices Invoices by due date

@© By due date Dues

@ Approves Once an invoice is rejected, it will be moved from “By
/ Completed _% Bellophon Communication (Suisse) AG cr 250.00 " m A "

X reected S oueys sepramver 2018 due date” to “Rejected”.

Registrations ), Invoice details

+ Add J* options
[h my registrations #) Standing approval

X Reject




Set up standing approval

Standing approval automates the approval of your invoices. To set up a standing approval, take the following steps:

Invoices

@© By due date
& Approved
+/ Completed
X Rejected

) standing approvals

Registrations

+ Add

[h My registrations

Q

Invoices by due date

Due Soon

:% Bellophon Communication (Suisse) AG
Due by 8 September 2018

0 invoice

E—)

v 250.00

@, Invoice 09

J* Options

49 standing approval

X Reject

Invoices

@ By due date
€ Approved
+/ Completed
X Rejected

7 standing approvals

Registrations

+ add

[h My registrations

Jal

Automatic standing approvals

Create rule for

<\\% Bellophon ENG

Starting
now

Until
cancelled

Execution
on due date

Limited
with an upper limit of CHF 300.00 per month

Account
Konto 1 (BIC) - CH3600000000000000000

i

RN DD

Invoices

@ By due date
€& Approved

+/ Completed
X Rejected

7 standing approvals

Registrations

+ Add

[ My registations

Q

Standing approvals

Bellophon ENG
:%

@, Upperlimit
CHF 200,00 per month

e — )

Add 4

Ck

To do this, select the invoice for which you want to auto-
mate approval in future. First click on the “Options” but-
ton, then select the option “Standing approval”.

Next, define the rules for the standing approval and
confirm these by clicking on “Create rule”.

You can change or delete automatic approvals at any
time by clicking on the entry under “Invoices > Stand-
ing approvals”.



Set up payment in instalments

If a company offers you the option of paying your bill in instalments, you will receive a notification to this effect on
the eBill portal. To select the payment method, proceed as follows:

Invoices

@© By due date
€ Approved
+/ Completed
X Rejected

%7 Slanding approvals

Registrations

=+ Add

[h My registrations

A vaxwstemam O

Invoices by due date

Future

cur 1'200.00

& Bellophon Communication (suisse) AG
N R v by Avaus 2019

0 1nvoice

©, mvoice 0o

& options

off Payment in instalments.
77 standing approval

X Reject

Invoices

@ By duedate
€ Approved
+/ Completed
X Rejected

77 Standing approvals

Registrations

+ add

[h My registrations

0 vexwustemann O,

Invoices by due date

Future

§3  Bellophon Communication (Suisse) AG e 1'200.00
~' [Paymentin instaiments possible’ Due by 8 August 2019
0 invoice Close

Please choose a payment option:

O Total invoice of CHF 1'200.00, due by 8 August 2019

O Total invoice of CHF 960.00, due by 12 September 2018

O 3instaliments, first payment of CHF 400.00, due on 11 November 2018
@ 6 instaliments, first payment of CHF 200.00, due on 12 October 2018

1st instalment 12 October 2018 v 200.00
2nd 11 December 2018 e 200.00
instalment

3rd instalment 9 February 2019 v 200.00
4th instalment 10 April 2019 v 200.00
5th instalment 9 June 2019 v 200.00
6th instalment 8 August 2019 e 200.00

Select payment method

Invoices

@© By duedate
& Approved
+/ Completed
X Rejected

4 standing approvals

Registrations

+ Add

[h My registrations

A vexmusiermam O

Invoices by due date

Future
R Bellophon Communication (Suisse) AG cur 200.00
I . by 12 October 2018
R}  Bellophon Communication (suisse) AG cur 200.00
~ - by 11 December 2018
2 Bellophon Communication (Suisse) AG cur 200.00

3rdinstalment. Due by 9 February 2019

0 invoice

"

When you are in an invoice, go to the “Options” button
and select the option “Payment in instalments”. You
can then select an instalment group from the options
offered.

An instalment group contains one or more instalments.
Select an instalment group. Click on “Select payment
method".

The invoice overview now shows you all instalments

belonging to the selected instalment group as normal
individual payments.

You can now approve each instalment individually.



Make changes to an approval
Once you have approved an invoice for payment on the eBill portal you are unable to make any further adjustments.

You can, however, make changes directly in e-banking under pending payments until the payment has been finally
completed.

Change eBill settings

Click on the & symbol to make changes to your user settings.

i e Q) e settings” you can change your e-mail ad-

sect g dress and activate eBill notifications.
Gl User settings

D, User settings
Your e-mail address is used for identification purposes. It can also be used for
€ Tnvoice address notifications about events.

E-mail address

max.mustermann@mail.com

E-mail notification [1]

[J Notification of invoice receipt ' with details of the sender -

© Beck Qe £ Under “Invoice address” you can make changes to your

Settings Thveiceaddress invoicing address.

£, User settings
Your invoice address is sent every time you register with a company for the
@) Invoice address purpose of unequivocal identification.

Street

Kanonengasse 12

Additional address line (optional)

Postfach 31

Postcode City

8004 Zdrich

Country

Switzerland -

Contact

Please contact your bank directly if you have any questions about eBill in e-banking.
More information on eBill can be found at www.ebill.ch.
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