
1

SEPA Transfer

1.	 Select Payments from the main menu. In the Payments tab, select Make a payment.

2.	 Select Start a new payment.
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3.	 Select Debit account, Amount and currency (SEPA payment is only avaliable in EUR currency) and Payment 
method as SEPA – Credit Transfer or SEPA – Credit Transfer – Same day.

4.	 Select Enter beneficiary details. A window will appear on the right. Enter Beneficiary name, Account number 
and Beneficiary bank, where you can choose either Bank sort code – for this selection, you must select Payment 
country and Bank sort code – or Bank details, where you need the Beneficiary bank name.
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5.	 Next, select the payment details: Payment Date and Transaction Reference Number (if this option is enabled, 
enter any string up to 10 characters long. Depending on your settings, it may be automatically generated 
by the system). Then click Continue.

6.	 The next step is Additional Details. To add a transaction description, go to the Transaction Information tab. 
Fields not marked with a red star are optional. Complete this only at the customer’s express request. You can 
mark a given payment as important. A description of this function can be found under the  symbol. At this 
stage, you can save the payment using the Save and Exit button. The payment will be saved as a draft.



7.	 The final step of the payment process is the summary. At this stage, you can Cancel the payment, return 
to editing by clicking Edit Payment Details or Edit Additional Details. You can save the payment as a draft 
by clicking Save and Exit. The Submit Payment button will enter the payment into the system.

8.	 After clicking Submit payment, confirmation of payment entry will appear.
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