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INTRODUCTION  

Functionality of SmartOffice 

 

SmartOffice is a service enabling legal persons to manage accounts and perform cashless 

national and international payments through the Internet. It offers the following user services: 

Á Overview of account balances and transactions (HRK accounts and regular FC 

accounts) 

Á Payment of domestic and international payment orders: 

1. by creating single orders 

2. by creating batch of orders 

3. upload of payment file in FINA (ZAP) and HRD format in domestic 

payment modul and HRF format in international payment modul 

Á Issuing advance payment orders with recall option before execution date  

Á Overview of the status of transactions made by SmartOffice Internet banking  

Á Overview of daily archive account statements and current announcements  

Á Option of creating payment  templates    

Á Option of saving data on payment participants  

Required hardware and software 

 

Á Processor Pentium class or stronger; RAM 128 MB or more; 10 MB hard disk space. 

If you use the card reader, the free USB port is required. 

Á Supported operative systems: Windows 98, Windows ME, Windows NT 4.0 (SP6), 

Windows 2000, Windows XP; Internet browser: Microsoft Internet Explorer (6.0 or 

later version) or another compatible browser brand; Adobe Reader 6.0 or later version. 

Á Internet access  

System architecture  

 

Data from the Bank’s server are saved in databases and presented on screen in XML/HTML 

form (tables and forms), dynamically created and shown in the browser window when the 

user activates the corresponding function. It is important to know that the system works with a 

dynamically created and not with a static content, which is why one can go through the 

application only with the help of menu functions and icons shown in the browser window. 

Navigation functions of the Internet menu, such as the [Back] key, cannot be used. The 

[Back] function will only return to the HTML structure – lists, tables, forms – without 

associated basic functions, which is why the correct operation of the module cannot be 

guaranteed.  

Note: For safety reasons, the active server is automatically disconnected if the user does not 

use the application for more than 15 minutes. After disconnection, the user must repeatedly 

login to the Internet banking system to continue working.   
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Working with the Vasco TOKEN 

First switch on  

Á to switch on, press t; 

Á After the token switches on, message „- - - - 
PIN

„ 

will appear on the screen.  

Á Enter the 4 digits (recommendation is to avoid 

combination of digits in sequence or repeated). 

Á You must memorize the entered PIN, because you 

can activate your token only with this PIN; 

 

  

Á After you enter the right PIN, message „APPLI -„ 

appears on the screen; 

Á If you have pressed the wrong number while 

entering the PIN, press t to delete it.   

 

Login OTP (One-Time Password) 

Á after you switch on the token, message „APPLI -„ is displayed  

Á press button ¬ 

Á your OTP (One-Time Password) is displayed on the screen 

 

Signing orders 

Á after you switch on the token, message „APPLI -„ appears on the screen  

Á press button ­ 

Á the field „TOKEN Query “ in the SmartOffice Internet banking screen will show the 

number you have to enter into your token  

Á The screen displays a number – your response to the TOKEN query. You must enter 

this number in the field „Signature“ on the SmartOffice Internet Banking screen and 

click . 

 

Switch off  

Á the token will switch off automatically 30 seconds after you last pressed a button; 

Á If you want to switch off your token, press t short.  

 

Change of PIN 

Á press t; 

Á The screen will display message „- - - - 
PIN

„. After you enter the correct PIN, the 

screen will display the „APPLI -„ message; 
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Á press and hold the button t for 3 seconds, and the screen will show the message „- - - 

- 
NEW PIN

„; 

Á  Enter the 4 digits (recommendation is to avoid 

combination of digits  in sequence or repeated); 

Á The next message on the screen is „- - - - 
PIN CONF

„, requiring that you re-enter the 

same number. You must memorize the entered PIN, because you can activate your 

token only with this PIN; 

Á If both numbers are identical, the screen will show the „NEW PIN CONF“message. 

 

Blocking the token  

Á after repeated entries of the wrong PIN (up to 5 entries), the token will be blocked; 

if the token is blocked, please call +385 21 304 581, +385 21 304 582,  

 +385 21 304 584 or  +385 21 304 507. 

 

Installation/Working with the SmartCard  
 

Before you start working with the SmartCard, the program support for the SmartOffice 

service needs to be installed.  

The required program support consists of: 

Á SmartCard drivers  

Á SmartCard software (CryptoKit) 

Á SmartOffice software (Plug-in) 

The program support is on the link http://www.splitskabanka.hr/Bankarstvo-izvan-

poslovnice/SmartOffice , select the option Instalacija. 

 

Note: Application SmartOffice supports only work with Internet Explorer, while other 

Internet browsers (Mozilla Firefox, Opera, Google Chrome) are not supported. 

 

Connecting the SmartCard reader to the PC  

 

To connect the PC to the SmartCard reader, you must have a free USB port.  

Note: when installing the USB SmartCard reader, pay attention to the operative system on 

your computer. Windows NT4 does not support work with USB SmartCard readers.  

Picture 1 shows how to connect the SmartCard reader to the PC.  

Note: Do not connect the USB SmartCard reader to the PC until you finish the driver 

installation process.  

http://www.splitskabanka.hr/Bankarstvo-izvan-poslovnice/SmartOffice
http://www.splitskabanka.hr/Bankarstvo-izvan-poslovnice/SmartOffice
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Picture 1 

 

Program support installation  

 

The program support is on the link http://www.splitskabanka.hr/Bankarstvo-izvan-

poslovnice/SmartOffice , select the option Instalacija. 

Internet Explorer on the screen shows the option to install the program support (picture 2). 

 

 

Picture 2 

 

Installation of drivers for the SmartCard  

On the Internet Explorer screen Click SmartKartica.zip . Extract the file and open it by 

clicking the icon . 

 

Picture 3 

http://www.splitskabanka.hr/Bankarstvo-izvan-poslovnice/SmartOffice
http://www.splitskabanka.hr/Bankarstvo-izvan-poslovnice/SmartOffice
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After that, open the content of the folder  and click on the file . 

The following window will appear on the screen: 

 

Picture 4 

 

Click  to continue installation (picture 4). The window shown in picture 5 will 

appear. Click  next to the text „I accept the terms in the license agreement“, click 

.  

Enter your name in the next window, the company name and click . 

 

Picture 5 

The window shown in picture 6 will appear. Do not change anything and click . To 

continue installation, click  in the next window. 

 

 

Picture 6 
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After copying the files for using the SmartCard reader, the dialogue window shown in picture 

7 appears. 

 

Picture 7 

This window means that the installation is finished. Click  to successfully complete 

the installation.  

After the installation is completed, connect the SmartCard reader to your computer (picture 

1). 

Installation of the CryptoKit program  

On the Internet Explorer screen click CryptoKit.zip  (picture 2). 

Note: If you use Windows 7. 64 bit operative system, click on Cryptokit_x64bit.zip (picture 2). 

Extract the file and click on the file . 

The following window will appear on the screen.  

 

Picture 8 
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Click  (picture 8). The window shown in picture 9 will appear. Click  to 

continue installation. 

 

Picture 9 

The window shown in picture 10 will appear, click . We recommend you to install the 

application in the offered folder (you can replace the target folder by clicking ).  

 

Picture 10 

In the next window (picture 11), click  to begin the installation: 

 

Picture 11 
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After copying the files for the CryptoKit application, the dialogue box shown in picture 12 

will appear. This window denotes the end of installation. Click  to successfully 

complete the installation. 

 

Picture 12 

 

Installation of Plug-in for SmartOffice 

On the Internet Explorer screen click on the file SmartOffice.zip, extract it and than click on 

application   

The following window will appear on the screen: 

 

Picture 13 

Click  to continue (picture 13). The window shown in picture 14 will appear. Click 

 to continue installation.   

 

 

Picture 14 
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The window in picture 15 will open, with the information of the installation directory, click 

 to start installation.  

 

Picture 15 

After copying the Plug-in files for SmartOffice, the dialogue box shown in picture 16 will 

appear. This window denotes the end of installation. Click  to end the installation. 

 

 

Picture 16 

 

Preparing the SmartCard 

After installing the drivers and before formatting the SmartCard, you must restart your 

computer, unless you have done it already.  

After restarting your computer, insert the SG Splitska banka card into the reader as shown in 

picture 17. 

 

 

Picture 17 
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In the program map ARX/CryptoKit  (click Start left below) run the ARgenie application. 

The window in picture 18 will appear. 

 

  

Picture 18 

Click on the pull down menu Action (picture 18) and select the Format Token option.  

A window with the question whether you want to format your SmartCard (token) will appear 

on the screen. Click  to continue.   

In the next window (picture 19), create your SmartCard password. Enter the password of your 

choice in the field „New User PIN“(letters and numbers allowed, minimum 6 to maximum 8 

characters), and re-enter the password from the previous field in the „Confirm User 

PIN“field. To continue, click . 

 

Picture 19 

After formatting your SmartCard, the dialogue box shown in picture 20 will appear. This 

window denotes the end of installation. Click  to successfully complete the 

installation.  

 

Picture 20 

Change of password to access the electronic signature  

Insert the SmartCard into the reader and run the application ARgenie in the program map 

ARX/CryptoKit  as shown in picture 18. The window shown in picture 21 will come up. 

In the drop-down menu Change Password, click on the item Action.    

 

Picture 21 



 

User instructions for SmartOffice application  14 

The login window appears on the screen. Enter your current password to access the electronic 

signature into the field User PIN (picture 22). Click  to continue. 

 

Picture 22 

The change window appears (picture 23). Enter your old password in the field Old User PIN. 

Enter the identical new password (minimum 6 to maximum 8 characters) in the fields New 

User PIN and Confirm User PIN. Click  to accept the new password. Close the 

CryptoKit application. 

 

Picture 23 

Signing orders 

To sign payment orders by SmartCard (picture 24), you must insert the card into the reader, 

enter the password to access the electronic signature in the field ES password and click 

. 

 

Picture 24 
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SmartOffice Login  
 

To start using the SmartOffice Internet banking service, select the link “SmartOffice“ at 

www.splitskabanka.hr. 

 

Picture 25 

The SmartOffice Internet banking (picture 25) login window will appear on the screen. There 

are two ways to login to the SmartOffice Internet banking: by using the TOKEN or the 

SmartCard device.   

 To login by using the SmartCard device click on check box in the field “Vrsta 

prijave” and than click . 

 To login by using the TOKEN just click . 

 

Picture 26 

 

 

 

http://www.splitskabanka.hr/
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Login with the TOKEN  

 

Enter your user name you have received from the Bank in the field „User name“(picture 27) 

e.g. S1234567. Enter the OTP (One-Time Password) generated by your TOKEN into the PIN 

field. 

Á Switch on the TOKEN by pressingt, enter your PIN (which you selected during 

initial TOKEN activation) and press ¬. The number displayed on the screen is your 

login OTP. 

Á Enter OTP generated by your TOKEN into the PIN field and click „Logon“. 

 

 

Picture 27 

Login with the SmartCard  

 

Click on the check box in the field “Vrsta prijave” and than click   in the login 

window (picture 26). When you first run the SmartOffice, the Plug-in parameter editing 

window appears on the screen (picture 28).  

 

Picture 28 
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Click  to continue. A window will be displayed where you select the type of reader 

for the work with SmartOffice application. The basic setting is also the only possible setting 

(picture 29). Insert your SG Splitska banka SmartCard into the reader and click  to 

continue.  

 

 

Picture 29 

 

The SmartOffice application login form appears on the screen (picture 30). 

When you first login to SmartOffice, you need to create your electronic key. Enter a name of 

your choice in the field User (maximum 8 characters) and the password you selected during 

the SmartCard formatting in the field EP password (picture 19). Click  to continue.  

The window for the generation of the electronic key will appear on the screen (picture 31). 

Enter 32 random characters into the field Random entry and click the Generate keys button. 

After the electronic key has been generated, the window for the entry of the User number will 

appear on the screen. Enter the number (User number e.g. S1234567) initially allocated to you 

by the Bank in the field User number (picture 31) and click . 

 

Picture 30 

 

    

Picture 31 
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Confirmation that your public key has been successfully sent to the Bank will appear on the 

screen (picture 32). This page displays the link „Click here to read your initialization 

letter“, which needs to be mouse-clicked to have the document reading window appear on the 

screen. Click the OPEN button. 

To view the initialization letter, you need to have Adobe Reader 6 or later version installed. 

The letter which appears on your screen must be printed, signed, provided with the company 

seal and sent to SOCIETE GENERALE – SPLITSKA BANKA d.d. by fax No. specified on 

initialization letter. 

After the Bank approves the use of the SmartOffice application based on your initialization 

letter, for your next login to the SmartOffice application you need to enter your user name 

(which you have selected when generating the electronic signature) in the field User  and your 

electronic key access password in the field Password (picture 19).  

 

Picture 32 

 

First login 

 

At the first login you must enter your personal name and second name in the field „Name“, 

the address in the field „Street“ and the city in the field „City“, and mouse-click  

(picture 33). 

 

Picture 33 
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After that, on the screen will appear message (picture 34): 

 

Picture 34 

Design of the interface  

After successful login, the initial page will appear on the screen (picture 35). 

SmartOffice Internet banking screen consists of the navigation frame (left) with a menu 

containing: Payments, Reports, Administration, Messages and Sign uploaded payment 

files. The Main Frame (right) after the login shows account balances according to the last 

statement with the option to select individual accounts. 

The design of your initial page can differ depending on modules you are entitled to use.  

Working with the navigation menu  

The cascade structure of the navigation menu is divided into three levels. If the menu item is 

bold, mouse-click the item to show associated functions. By clicking the open item again, you 

will hide the menu functions.  

 

Picture 35 

Basic menu items  

Payments 

The payments menu contains all functions related to creating and managing payment orders, 

including single orders, batch orders, templates and payment file upload. 

Reports  

The reports menu includes overall information regarding account statements, account 

balances, preposted items and processed payments orders (if necessary, statement and 

preposted items files can be loaded). The order status option enables browsing and printing 

processed payment orders.  
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Administration  

The administration menu includes two databases for the entry of data regarding the ordering 

party and the payments service users as well as functions for user profile settings, changing 

password and blocking user. 

Messages  

Use the message menu to receive, send and manage messages exchanged between you and the 

Bank.  

Sign uploaded payment files  

The uploaded files signing function is a separate module of SmartOffice Internet banking. It is 

used for the authorization of uploaded payments files (HRD, ZAP and HRF) created 

independently from the SmartOffice application, i.e. payment orders created in the MultiCash 

Classic application (HRD and HRF) and sent to distributed signing or uploaded payment files 

created by the user (HRD and HRF). 

Recommendation for use  

Sending payment orders to the same users is very often an integral part of working with the 

SmartOffice application. If this applies to you as well, we recommend that you start working 

with the application by completing the databases with data you will use in the course of your 

work.  

The first step will be to complete the databases of Ordering Parties and Beneficiaries. Data 

entered in the database can be used to create templates to serve as the basis for working with 

payment orders that recur with different amounts. In this way, working with SmartOffice 

Internet banking will become considerably faster and easier.  

 

Standard interface elements 

 

The purpose of this chapter is to introduce you to the elements of SmartOffice Internet 

banking which will enable faster work. Detailed descriptions of individual functions are given 

in the chapters below.  

All data in the SmartOffice main frame are shown in the form of databases as HTML tables 

and/or forms. The main frame consists of a toolbar to access most of the available 

functions/activities, which is followed by corresponding lists, tables and forms:  

ü If there are no entered orders, the main frame will display the message „No data 

available“. In this event, mouse-click the  button to add a new record.  

ü If the database contains data, the main frame shows the list and/or the selection 

form , which is used to limit the number of shown records to only one type of 

session, bank/account, etc. 

On the list of view data, mouse-click the selected data for detailed view. Only the first line of 

every record is bold to denote the link, but a mouse-click on any position within the record 

acts as a link to detailed view.  

In case of data selection forms, fill in the obligatory fields (shaded light yellow) and others if 

possible for a more precise view of the required data and click . If you want to 

cancel the currently entered search criteria, click . 

By clicking   , you can take over a record from the database.  
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Entry forms  

 

Entry forms in the SmartOffice Internet banking are used to fill in or edit records in the 

database. Their basic functionality is the same as with data selection forms described earlier.  

The  button is used for accept data entered in the active form, the  

button is used to delete all entered data, while the  button closes the currently 

active form and takes you back to the previous screen.  

Use the icon  to access data saved in databases/reference tables and for data takeover.  

 

Shaded data entry field are obligatory fields. These fields must be filled in before saving the 

record. 

 

Example of using the button to access saved 

data in the payment order form.  

In this case, a calendar is shown where you 

select the wanted date (system data is the 

initial value). Basically, a muse-click on the 

 button shows the list of data in databases 

or reference tables, from which you can select 

the record/data you want to take over to the 

entry form. 

 

 

You can use the mouse cursor to move though the entry forms, but if you work longer, the use 

of the keyboard will prove to be significantly faster and more efficient. . 

Use the [TAB ] key to move forward, keys [TAB ]+[SHIFT ] to move back as you work in 

forms. Use shift to select/deselect the activation frame.  

 

Authorization/signing  

 

Authorization is required for individual, and group orders in the Payments section; for the 

User blocking function in the Administration section and for sending messages in the 

messages section.  

In the view list of the Payments section click on the icon , while in all other windows you 

can access this function with the help of the  button. 

The authorization procedure depends on the type of the selected authorization device (Token 

or SmartCard). 

For the signing procedure, read the instruction Working with the Vasco TOKEN (page 5) or 

Working with the SmartCard  (page 14) at the beginning of these instructions.  
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Administration  
 

This chapter contains the following sections:  

Á Maintaining databases for Ordering Parties and Beneficiaries  

Á Maintaining the User profile  

Á Blocking the active user  

Á Password change (for the users with SmartCard) 

 

Maintaining databases for the Ordering Parties and Beneficiaries  

 

 

A separate Ordering Parties/Beneficiaries database is used for 

each of the payment modules installed in your system. Mouse-

click the Administration  menu, then click Ordering Parties 

/Beneficiaries.  

Click the appropriate menu item to view lists of all records in 

the database. Click a name to view details and edit if necessary. 

To add a new record to the database, click the  

button and click icon  to delete an active record. 

 

 

 

Adding new records: Ordering Parties  

To create a new record, click the  button. 

HRD ð Kuna payments    

Fill in the minimum obligatory fields (shaded) in the main window: company register number, 

client ID, name, street and city (picture 36). 

Click icon  to access the account database and click on the wanted record for takeover of 

data from the database.  

After that, click  to accept and save data to the user database or click  

to return to the previous screen. 

 

Picture 36 
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HRF ð Foreign  payments    

To create a new record, click the  button. 

Fill in the minimum obligatory fields (shaded) in the main window: company register number, 

client ID, name, street and city (picture 37). When entering data you can not use letters with 

diacritical  characters and some special characters (i.e. ČĆĐŽ;:,). 

Click icon  to access the account database and click on the wanted record for takeover of 

data from the database.  

After that, click  to accept and save data to the user database or click 
 to return to the previous screen. 

  

 

Picture 37 

 

Adding new records: Beneficiaries 

To create a new record, click the  button. 

 

HRD ð Kuna payments    

Fill in the minimum obligatory fields (shaded) in the main window: name, city, account 

number (picture 38). When creating, you can determined whether the new beneficiary will be 

saved in the user list (accessible only by user who entered it) or in customer list (available to 

all users within the same business entity). 

Click icon  to access the Bank account database and click on the wanted record for 

takeover of data from the database.  

After that, click  to accept and save data to the beneficiary database or click 
 to return to the previous screen. 

 

 

Picture 38 

 

http://www.taktikanova.hr/eh/eh.asp?trazi=diacritical&n_upit=2&tip=
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HRF ð Foreign payments  

Fill in the minimum obligatory fields (shaded) in the main window: name, city, country code, 

account number and swift (picture 39). When creating, you can determined whether the new 

beneficiary will be saved in the user list (accessible only by user who entered it) or in 

customer list (available to all users within the same business entity). 

After that, click  to accept and save data to the user database or click 
 to return to the previous screen. 

 

 

Picture 39 

Maintaining the User Profile  

 

The User Profile is completed during the first login of the user to the SmartOffice Internet 

banking. You need to enter your personal name.  

If you need to modify data, you can do it here. Enter the required changes and click 

 to confirm the entry (picture 40). 

 

 

Picture 40 

Blocking an active user 

 

If necessary, you can block your user account and disable working with SmartOffice Internet 

banking. After blocking the user account, the user cannot unblock the access on his/her own. 

Only the Bank can reactivate your user account, upon request authorized by user (only the 

user can request the reactivation of the user account!). 
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Changing password (only users with SmartCard) 

If you want to change the password you can create a new one considering the rule that 

allowed characters are letters and numbers, minimum 6 maximum 8 characters (picture 41). 

 

 

Picture 41 

Payments  
 

This chapter contains the following parts:  

Á Basic elements related to entering and checking of payment orders 

Á Kuna module – HRD 

Á FC module – HRF 

Á Hold/Rework- payment order 

Á Tracking/Tracing - for payment order 

Á Authorization – of payment orders  

Basic elements related to entering and checking of payment orders  

 

Menu Payments is used for payment orders. It consists of two types 

of payment orders: domestic (HRD) and FC (HRF). 

It is possible to create the following types of orders for each type of 

HRD or HRF payment order: individual, batch, standing order and 

templates.  

Functions Hold/Rework, Tracking/Tracing and Authorise are used for 

both domestic and FC payment orders.   

Apart from standard working method, described in the chapter 

„Standard Interface Elements“, modules for Payments use special 

icons for working with payment orders.  

 

Description ï icon for working with payment orders (table 1) 

 

Edit payment order.  

Use this function if you wish to change the payment order 

content. Save your changes by clicking  button, 

after which you will automatically be returned to the previous 

screen.  
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 Deleting order/batch.  

 

Blocking order/batch.  

If an order/batch is blocked, further order processing is not 

possible. This function can be applied to orders waiting for 

additional authorization or orders with future currency date. 

Blocking orders does not delete signatures.    

 
Unblocking orders. A blocked order can be unblocked by 

authorized user and direct to further processing. 

 
Order authorization (signature) through the use of TOKEN or 

Smartcard. 

 
Signature cancellation – deleting signature of currently active 

user. 

 
Creation of new payment order based on the previously saved 

template.  

Table 1 

 

Status of the order and order group  

Payment orders and order groups (batches) can have different statuses, accompanied by 

adequate actions depending on the payment order status. The following table (table 2) 

contains possible statuses for payment orders and batches.  

 

 

Status Available actions 

Partially signed – a payment order is 

completed and is waiting for signature or 

additional authorization before further 

processing performed by the Bank’s 

system.  

Edit/Delete payment order , Blocking 

and Signature  

Signed – payment order receives this 

status upon acceptance of the signature. 

However, order is still not processed by 

the Bank’s system (since currency date is 

not the current date).   

Edit/Delete payment order , Blocking 

and Signature cancellation 

Blocked – upon Order blocking, the order 

receives this status.  

Unblocking – by activating unblocking 

action, the order receives the previous 

status  

Uncompleted batch – status for order 

group. This status shows everything until 

the user closes the batch by clicking 

 button. 

Edit/Delete payment order, Blocking, 

New entry, Close the group.  

Waiting – status for templates. New order, Edit/Delete order.  

Sent – status refers only to successfully 

sent payment orders.  
Further actions are not possible.  
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Limit exceeded – this status appears if 

the limit for payment based on order or 

daily limit are exceeded.  

Further actions are not possible. 

Table 2 

 

Description of payment order types 

 

Order  (individual) – you can create, change or manage the entering of individual payment 

order. If you wish to send more than one payment order, each payment order must be 

authorized separately.   

Batch – group of payment orders with common ordering party and coverage account, and 

value date. Working with batches can be very useful if you have to pay several payment 

orders to different beneficiaries, and to the same ordering party/account.  The authorization of 

each individual order is not necessary since authorization involves the authorization of the 

whole batch.  

Standing orders – individual orders with fixed amount carried out over a particular period of 

time and intervals. 

Templates of payment orders are used for regular payments, but with different amounts. 

These templates contain information about ordering party and beneficiary, model and 

information number, and can be later on used for creating new payment orders. By clicking on 

 icon of the desired template, the screen shows a form for entering an individual order with 

completed fields saved in the template.   

For all types of payment orders, the procedure is the same: if you click on the chosen tab, you 

will see a list for viewing all information contained in the database. Click on the note 

containing payment order details or click any of the icons related to actions for note 

management.  

In order to create a new note, click  button. 

Kuna module – HRD 

Entering individual orders  

Payment order has to be filled out as shown in the picture 42 and described in table 1:  

 

Picture 42 



 

User instructions for SmartOffice application  28 

 

Field How to complete the fields 

Date It refers to the currency date (order performance). It is 

being filled out by entering a date or clicking  icon, 

which opens a calendar for date selection.  

Model number - debit This is an optional field. If you use model 00, debit 

information number will not be controlled.  

Debit information 

number 

You can enter debit information number in this field. 

Numbers in this field are controlled depending on the 

model. 

Beneficiary name You can enter a beneficiary name or withdraw it from the 

beneficiary database. If you wish to withdraw it from the 

database, click  icon near the field Name; and choose a 

beneficiary name from the window.  

Beneficiary address Enter beneficiary address.  

Beneficiary city You can enter beneficiary city. The field is being filled 

out automatically if you choose a beneficiary from the 

database.  

Beneficiary Bank 

number 

Enter beneficiary Bank number or withdraw it from the 

database. If you wish to withdraw it from the database, 

click  icon near the field Bank; and choose a Bank 

code number from the window. 

Beneficiary Account 

number 

Enter Beneficiary account number or withdraw it from the 

database. You can check beneficiary account number 

from the JRR database by click  icon near the field 

account number. If the entered Bank number and account 

number are in the JRR database, field name and city will 

be fulfilled automatically with the data from the database.  

Model number - credit This is an optional field. If you use model 00, debit 

information number will not be controlled.  

Credit information 

number 

You can enter credit information number in this field. 

Numbers in this field are controlled depending on the 

model.  

Save beneficiary data  Tick off this field if you wish to save beneficiary in the 

database.  

Purpose Code This field is filled out by clicking  icon or by direct 

entering of purpose code. 

Purpose Text Text is displayed depending on the chosen purpose code, 

or you enter the desired text. 

Amount Enter the payment amount.  

Priority It is not used. 

Table 1 

 

After entering all the data, click  icon to save the data entered. Button 

 closes currently active entering form and returns you to the previous screen. 
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Upon clicking  button, the screen shows the payment order containing all entered 

details and possibilities of signing (if you are authorized to sign the order) the payment order 

(picture 43). The answer, offered by TOKEN or your password for SmartCard signing, must 

be entered in the field ’’Signature’’.  

 

 

Picture 43 

Regarding signing procedure, please read the instruction Working with  Vasco TOKEN 

(page 5) or Working with SmartCard  (page 14) at the beginning of these instructions.  

Entering batch  

Batch has to be filled out as shown in the picture 44 and described in table 2: 

 

 

Picture 44 

If you have entered information about Ordering part y (page 22), fields in the 

Administration  menu related to Ordering party are filled out automatically. The following 

table describes only those fields that are not completed automatically. 

 

Field How to fill out fields  

Date It refers to the currency date (order group 

performance). It is being filled out by entering a date or 

clicking  icon, which opens a calendar for date 

selection.  

Name of the batch Enter a recognizable name that will enable you to 

recognize what kind of payment orders are contained 

within a particular batch.  

Table 2 
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Upon entering all relevant data, click   button in order to save the entered 

information. Button  closes currently active entering form and returns you to the 

previous screen.  

Upon clicking the  button, screen shows the form for filling out group of orders 

(picture 45).  

For adding new order, click   or  button. If you clicked , 

the screen shows the form for payment order entering (picture 46). Filling out procedure is 

identical to the procedure of filling out individual payment orders. However, it is not possible 

to enter or change information about Ordering party, except field Credit information number. 

If you clicked , the screen shows previously saved templates. Click the bold 

account number on the selected template, and screen will show the form of payment order 

with the data loaded form the template. Upon entering all relevant data, click   

button in order to save the entered information. Button  closes currently active 

entering form and returns you to the previous screen.  

Upon clicking  button, the screen shows the payment order containing all entered 

data. In order to proceed, click  button. 

For adding new orders, repeat the previously described procedure.  

If you have finished adding new payment orders to the batch, click , and then 

click  button for order performance.  

 

Authorization procedure depends on the type of chosen authorization device (Token or 

SmartCard). For signing procedure, please read the instruction Working with Vasco 

TOKEN  (page 5) or Working with SmartCard  (page 14) at the beginning of these 

instructions. 

 

Picture 45 

 

Picture 46 
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Entering Standing orders 

The procedure for entering Standing order is the same as for entering individual payment 

order. The screen shows the form for filling the payment order (picture 47). 

It is necessary to determine the first and the last date of executing the payment order and the 

cycle. Confirmation and authorization procedure is the same as one for individual payment 

order. 

Standing orders generate automatically payment orders according to the selected cycle and 

payment order is processed without any user intervention. You can block the standing order in 

order to stop the automatic process of it. 

Blocked standing order can be processed only if the user unblocked it previously, and process 

of it is depending of the user intervention. 

 

Picture 47 

Entering templates 

The procedure for entering templates is the same as for entering individual payment order. 

The screen shows the form for filling the payment order (picture 48). Filling out procedure is 

identical to the procedure of filling out individual payment orders. After entering all the data, 

click  icon to save the data entered. Button  closes currently active 

entering form and returns you to the previous screen (picture 49). 

For entering the new payment order from the template click . 

 

Picture 48 
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Picture 49 

 

Upload ZAP file 

This function enables you to upload payment orders from FINA (ZAP) file created in your 

financial application.  

Click „Browse...“button for activating Windows Explorer window in which you can find a 

file you wish to send (picture 50).  

Upon clicking  button, the screen shows the list of payment orders with the 

possibility of signing (if you are authorized to sign the order) the payment order (picture 51). 

If there is an error massage display on the screen (picture 52), you should correct the file and 

repeat the process for upload ZAP file. The answer, offered by TOKEN or your password for 

SmartCard signing, must be entered in the field ’’Signature’’.  

For the signing procedure, read the instruction Working with the Vasco TOKEN (page 5) or 

Working with the SmartCard  (page 14) at the beginning of this instructions.  

 

Picture 50 

 

 

Picture 51 
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Picture 52 

 

Upload HRD file 

This function enables you to upload HRD payment file created in your financial application or 

through the use of MultiCash Classic application. 

The procedure related to uploading and signing HRD payment file is identical to the 

procedure for upload FINA (ZAP) payment file. Upon clicking  button, the screen 

shows the list of payment orders with the possibility of signing (if you are authorized to sign 

the order) the payment order (picture 53). If there is an error massage display on the screen 

(picture 54), you should correct the file and repeat the process for upload HRD file. 

 

 

 

Picture 53 

 

 

 

Picture 54 
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FC module – HRF 

Entering individual orders  

Payment order is to be filled out as shown in the picture 55 and described in table 3. When 

entering data you can not use letters with diacritical characters and some special characters 

(i.e. ČĆĐŽ;:,). 

If you have entered information about Ordering party  (page 22), fields in the 

Administration  menu related to Ordering party are filled out automatically. The following 

table describes only those fields that are not completed automatically.  

Upon entering all relevant data, click   button in order to save the entered 

information. Button  closes currently active entering form and returns you to the 

previous screen.  

Upon clicking  button, the screen shows the payment order containing all entered 

details and possibilities of signing (if you are authorized to sign the order) the payment order. 

The answer, offered by TOKEN or your password for SmartCard signing, must be entered in 

the field ’’Signature’’.  

Field How to complete the fields 

Date It refers to the currency date (order 

performance). It is being filled out by entering 

a date or clicking  icon, which opens a 

calendar for date selection.  

Payment instrument Payment instrument can be Payment order. 

This field is filled out by choosing an item 

from the pull-down menu.  

Currency This field is filled out by clicking  icon and 

withdrawing currency from the database.  

Amount Enter the payment amount.  

Beneficiary name You can enter a beneficiary name or withdraw 

it from the beneficiary database. If you wish 

to withdraw it from the database, click  

icon near the field Name; and choose a 

beneficiary name from the window.  

Beneficiary address Enter beneficiary address.  

Beneficiary city You can enter beneficiary city. The field is 

being filled out automatically if you choose a 

beneficiary from the database.  

Beneficiary country This field is filled out by clicking  icon and 

withdrawing country code.  

Account number You can enter beneficiary account number; if 

it is an IBAN account, you need to check box 

IBAN account.  

Foreign Entity This field is being filled out by choosing an 

item form the pull-down menu.  

SWIFT Enter SWIFT or BIC number of the bank in 

which beneficiary has an account.   
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Bank name If the field SWIFT is not filled out, then you 

must fill out the field bank name, and if the 

field SWIFT is filled out, then this field 

represents an optional field. Enter full name of 

the bank in which beneficiary has an account.  

Bank address Enter Bank address.  

Bank city If the field SWIFT is not filled out, then this 

an obligatory field. Enter the city of the bank 

in which beneficiary has an account.  

Bank country This field is filled out by clicking  icon and 

withdrawing country code.  

Save beneficiary data  Tick off this field if you wish to save 

beneficiray in the database.  

Bank expenses This field is being filled out by choosing an 

item from the pull-down menu.  

Payment details Enter data on the invoice number to which the 

payment is being made.  

Payment basis This field is filled out by clicking  icon or 

by direct entering of payment basis. If it is 

necessary to enter several payment bases in 

one order (specification), you must enter 999. 

Credit registration  It is being filled out by direct entering of loan 

registration, if FC payment order is based on a 

loan. If it is necessary to enter several loan 

registrations in one order, you must enter 

99999999. 

Contract book Enter contract number from the control book.  

Year Enter contract year from the control book.  

Specifications If you have filled out Basis of Payment by 

entering number 9, it is necessary to click  

button below the Specification text. 

Commission /Bank/Account no. This field is filled out by clicking  icon 

Commission/Amount This is an optional field and the fee amount 

can be entered. Do not fill the field. 

Type of cover This field is being filled out by choosing an 

item from the pull-down menu. 

Bank/Account number This field is being filled out by clicking  

icon and withdrawing account number for 

payment order coverage.  

Cover accounts If for the coverage you must use more than 

one account, it is necessary to clock  button 

before Cover accounts text. 

Table 3 – filling out orders 
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Picture 55 

 

Regarding signing procedure, please read the instruction Working with  Vasco TOKEN 

(page 5) or Working with SmartCard  (page 14) at the beginning of these instructions.  

 

 

 

 

 

 

 

 

 



 

User instructions for SmartOffice application  37 

Entering of individual payment order for buying/selling foreign currency - FX 

transaction 

 

 

Through SmartOffice application it is possible to send payment order for: 

 Buying foreign currency – to debit regular account-HRK and to credit regular 

foreign account in the Bank 

 Selling foreign currency – to debit regular foreign account and to credit regular 

account-HRK in the Bank,  

 Currency conversion - to debit regular foreign account in currency 1 and to credit 

regular foreign account in currency 2 in the Bank 

 

It is possible to give an instruction to debit several accounts, either foreign accounts or foreign 

and HRK account. 

In order to arrange the exchange rate for transactions above the equivalent of HRK 75.000,00, 

please contact your Relationship manager, before sending FX transaction via SmartOffice 

application. 

The procedure for filling the fields is the same to the procedure of filling individual (single) 

payment orders (page 34), with consideration of the instructions of how to fill in the fields 

described in Table 4. 

 

Field How to complete the fields 

Date It refers to the currency date (execution date). It is 

being filled out by entering a date or clicking  

icon, which opens a calendar for date selection. 

Execution date must be current date.  

Name, street, town, registration 

number and  client ID - 

Ordering party 

The data can be entered manually or clicking icon 

 near the field Name to access the Ordering party 

database, and click on the wanted record for 

takeover of data from the database.  

 

Cost of foreign trade job Do not fill this field. 

Payment instrument Do not fill this field. 

Currency This field is filled out by clicking  icon and 

withdrawing currency from the database.  

Amount Enter the amount for buying/selling.  

Beneficiary name You can enter a beneficiary name or withdraw it 

from the beneficiary database. If you wish to 

withdraw it from the database, click  icon near 

the field Name; and choose a beneficiary name 

from the window. The beneficiary name must be 

identical to the Ordering party name. 

Beneficiary address Enter beneficiary address.  
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Beneficiary city You can enter beneficiary city. The field is being 

filled out automatically if you choose a beneficiary 

from the database.  

Beneficiary country This field is filled out by clicking  icon and 

withdrawing country code. Always choose country 

code for Croatia – 191. 

Account number You can enter beneficiary account number; if it is 

an IBAN account, you need to check box IBAN 

account. The recommendation is to enter the Bank 

form of the account number e.g. 20000000006. 

Foreign Entity This field is being filled out by choosing an item 

form the pull-down menu.  

SWIFT The SWIFT is always SOGEHR22! 

Bank name The name of the Bank is always SOCIETE 

GENERALE - SPLITSKA BANKA DD 

Bank address Enter Bank address – R. BOSKOVICA 16.  

Bank city Enter Bank city - SPLIT 

Bank country This field is filled out by clicking  icon and 

withdrawing country code. Always choose country 

code for Croatia – 191. 

Save beneficiary data  Tick off this field if you wish to save beneficiary in 

the database.  

Bank expenses There are no costs.  

Payment details Enter:  Conversion into the currency of the credit 

account.  

Payment basis Do not fill this field. 

Credit registration  Do not fill this field. 

Contract book Do not fill this field. 

Year Do not fill this field.  

Specifications Do not fill this field. 

Code and no. of securities Do not fill this field. 

Commission /Bank/Account 

no. 

Do not fill this field. 

Commission/Amount Do not fill this field. 

Type of cover This field is being filled out by choosing an item 

from the pull-down menu. 

Bank/Account number This field is being filled out by clicking  icon 

and withdrawing account number for payment order 

coverage.  

Cover accounts If for the coverage you must use more than one 

account, it is necessary to click  button before 

Cover accounts text. 

 

Table 4 
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The examples of fulfilling the FX transactions 

1. To debit regular HRK account and to credit regular foreign account in the Bank 
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2. To debit regular foreign account and to credit regular HRK account in the Bank 

2.1. An example when the order currency is HRK 
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2.2. An example when the order currency is EUR 
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3. To debit regular foreign account-currency1 and to credit regular foreign account-currency2 

in the Bank 
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Entering order group -batch  

Payment order has to be filled out as shown in the picture 56 and described in table 5:  

 

Picture 56 

 

 

If you have entered information about Ordering party  (page 22), fields in the 

Administration  menu related to Ordering party are filled out automatically. The following 

table describes only those fields that are not completed automatically. 

  

Field How to fill out fields  

Date It refers to the currency date (order group performance). 

It is being filled out by entering a date or clicking  

icon, which opens a calendar for date selection.  

Name of the group  Enter a recognizable name that will enable you to 

recognize what kind of payment orders are contained 

within a particular group.  

Table 5 – Filling out Batch order, HRF 

 

Upon entering all relevant data, click   button in order to save the entered 

information. Button  closes currently active entering form and returns you to the 

previous screen. Upon clicking the  button, screen shows the form for filling out 

group of orders (picture 57).  

For adding new order, click   or button. If you clicked , 

the screen shows the form for payment order entering (picture 58). Filling out procedure is 

identical to the procedure of filling out individual payment orders. However, it is not possible 

to enter or change information about Ordering party and execution date. If you 

clicked , the screen shows previously saved templates. Click the bold account 

number on the selected template, and screen will show the form of payment order with the 

data loaded form the template. Upon entering all relevant data, click   button in 

order to save the entered information. Button  closes currently active entering 

form and returns you to the previous screen.  

Upon clicking  button, the screen shows the payment order containing all entered 

data. In order to proceed, click  button. 

For adding new orders, repeat the previously described procedure.  

If you have finished adding new payment orders to the group, click , and then 

click  button for order performance.  

Authorization procedure depends on the type of chosen authorization device (Token or 

SmartCard).  
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For signing procedure, please read the instruction Working with Vasco TOKEN (page 5) or 

Working with SmartCard  (page 14) at the beginning of these instructions. 

 

Picture 57 

 

 

Picture 58 
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Template creating 

Procedure related to filling out order template is identical to the procedure of individual order 

entering. The screen shows the form for payment order entering (picture 59).  

The necessary fields must be filled out according to the instructions for filing out individual 

orders. Upon entering all relevant data, click   button in order to save the entered 

information. Button  closes currently active entering form and returns you to the 

previous screen.  

 

Picture 59 

 

In order to create a new order using the existing templates, click   icon (picture 60). 

 

Picture 60 

 

Upload HRF file 

This function enables you to upload HRF payment file created in your financial application or 

through the use of MultiCash Classic application. 

Click „Browse...“button for activating Windows Explorer window in which you can find a 

file you wish to send.  

Upon clicking  button, the screen shows the list of payment orders with the 

possibility of signing (if you are authorized to sign the order) the payment order.  

For signing procedure, please read the instruction Working with Vasco TOKEN (page 5) or 

Working with SmartCard  (page 14) at the beginning of these instructions. 
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Tracking/Tracing  for – payment orders 

 

This function enables you to monitor the status and search for payment orders. By clicking on 

the menu Tracking/Tracing, the screen shows the searching form (picture 61). Fill out the 

search criteria. The order display is more precise if you enter more criteria.  

Upon criteria entering, click  button. The screen shows a table with orders 

displayed according to your criteria.  

In the table, you can check the order status, and if the order has not been sent to the Bank, you 

can perform several of the available actions. By clicking the icon on the right side of the table, 

it is possible to edit, delete, block or sign a payment order. 

 

Picture 61 

 

If you click on the account number (bold letters), a window, containing a detailed overview of 

the payment order, will open in the table.  

The further overview, depending on the order status, enables you to perform additional 

actions related to the displayed payment order (picture 62).  

 

 

Picture 62 
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Payment order authorization  

 

Payment order authorization function is used for displaying orders waiting to be signed 

(picture 63). The table enables you to see the order status and to perform some of the 

available actions. By clicking the icon on the right side of the table, it is possible to edit, 

delete, block or sign a payment order. 

 

Picture 63 

 

 

Reports  
 

This chapter contains the following parts:  

Á Statement View 

Á Preposted Items View (turnover during the current day and current account balances) 

Á Order status 

Á Transactions 

Á Downloads  

 

Statement overview 

 

Use this function if you wish to check the balance of all accounts for 

which you have an authorization.  

In the menu, click Reports, and then Statement View, upon which 

the main window will display a table of all available accounts 

showing the closing balance of the last received statement (picture 

64).  

For more detailed display of the balance of each individual account, 

click on the desired account (bold), and for printing the balance of all 

available accounts,  button. If you wish to create a file in 

Adobe Reader format (PDF), click  button. 

 

Picture 64 
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Detailed overview of the account balance consists of a table displaying all bookings sorted out 

according to date and statement number. In the end of the table, you can find the following 

information: opening balance, Debit sum and Credit sum and closing balance (picture 65).  

The main window, above the table, contains field number/date of statement and account, 

whose details you wish to display.  

The button  returns you to the table displaying balance of all your accounts.  

In order to print the statement, click  button or   button, if you wish to 

create a file in Adobe Reader format (PDF). 

 

 

Picture 65 

In the field number/date you can choose preposted items (if available), with the data of 

turnover during the current day. 

Preposted Items View (turnover during the current day and current 

account balances) 

In the menu, click Reports, and then Statement View, upon which the main window will 

display a table of all available accounts (picture 66). For a detailed overview of the account 

mouse click on the desired account number (bold). Preposted items will be displayed in field 

number/date, if the data of the turnover of the current day are available. 

 

 

Picture 66 
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Order status 

 

Use this function if you wish to monitor the status of your payment orders.  

Upon clicking on Order status, in the Reports menu, the main frame displays choosing form 

enabling you to set different search criteria in order to find desired information (picture 67):  

Á According to the type of session  

Á According to account number 

Á According to content stated in the payment description  

Á According to date (defining from/to date)  

Á Display of orders created by the currently registered user  

Click  button, if you wish to save criteria for displaying searched information or 

click  button, if you wish to delete currently entered criteria.  

For displaying all orders (without criteria) click  button. 

 

 

Picture 67 

Transactions 

 

Use this function if you wish to monitor individual transactions related to account statements.  

Upon clicking on Order status, in the Reports menu, the main frame displays choosing form 

enabling you to set different search criteria in order to find desired information (picture 68):  

ü According to account number opened in the Bank 

ü According to content stated in the payment description  

ü According to booking/currency date  

ü According to date (defining from/to date)  

ü With or  without displaying announced payments  

 

Click  button, if you wish to save criteria for displaying searched information or 

click  button, if you wish to delete currently entered criteria.  

 

 

Picture 68 
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Downloads 

 

Use this function if you wish to take over files – statements, MT940 format, prepared by the 

Bank.   

Upon clicking on the Downloads, in the Reports menu, the main frame displays a choosing 

form enabling you to set criteria for taking over information.  

Click  button if you wish to display calendar and choose an appropriate date. It is necessary 

to fill out fields from ; to (picture 69).  

Click  button, upon which the main frame displays table containing all files 

related to your query with displayed sending dates.  For taking over the file, click on the 

sending date (bold) (picture 70). The screen will display a dialogue in which you can choose 

whether you wish the file to be displayed. If you wish to save the file, click ‘’Save’’ button.   

If you wish to delete entered criteria, click  button.  

 

 

Picture 69 

 

 

 

Picture 70 
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Messages 
 

This chapter contains the following parts:  

Á overview and maintenance of received messages 

Á overview and maintenance of sent messages 

Á writing and sending new messages  

Design of the form of the main frame for working with messages is identical for received and 

sent messages. The screen shows a table with all received/sent messages and basic 

information: status, title, date and time (picture 71). In order to read the message, click   

icon or  icon for deleting messages.  

 

Picture 71 

 

For writing and sending new messages, click on Create message in the Messages menu. The 

screen shows the form for entering new messages, in which you need to write title and content 

(picture 72). Click „Browse...“button in order to activate Windows Explorer window in which 

you choose a file you wish to send as an attachment to the message.  

Click  button. The screen shows the field in which you must enter the OTP (one 

time password). For sending messages, click  button. For signing procedure, 

please read the instruction Working with Vasco TOKEN (page 5) or Working with 

SmartCard (page 14) at the beginning of these instructions. 

 

 

 

Picture 72 
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