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Location of Claims service in Arion Online Banking. 
 
Once an agreement has been signed and access to the service set up, the Claims service 

appears in the menu on the left-hand side of Online Banking.  

 

 

Claims search 
 
In order to search for a claim, click on “Claims search” in the left-hand menu. 

 

 
 

You can search for: 

► ID number of payer 

► Status – whether the claim is unpaid, paid or cancelled. It is also possible to select all 

statuses 

► Status in collection process – whether the claim is in initial stage or secondary stage of 

collection. It is also possible to select all statuses 

► Claims template – possible to limit to one claim template if creditor has more than one 

► Reference date – whether dates (date from and date to) are selected with reference to 

final due date, due date, date claim was created or payment date 

  



 
 

3 
 

In the example below, a search has made for all unpaid claims from a specific payer and 

claims template and the reference date was the due date, 30.01.2024-02.02.2025. 

 
 

You can also change the dates of the search:  

 
 

If you click on +/- week, the date range moves by a week from the date currently being viewed: 
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Claims template 
 

The claims template determines how the claim is structured.  

 

 
 

Here you can see whether default interest is calculated on the claim if it is paid after the final 

due date and into which account of the creditor the payment of the claim is made. 

 

Under Claims template you can see the claims templates the user has created at the Bank.  

 

To create a new claims template, click on “New claims template.”  

 

 
 

Here you need to fill in what account the payments should be made into and what type of 

collection it is.  Under “Collection type” you can choose what kind of collection it is, e.g. invoice, 

membership fee or something else. If a different type of collection is required, please contact 

Corporate Services. 
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Please note that a claims template is created automatically without printing a payment slip 

and sending it to the payer. Please contact the Bank if you wish to change this.  The same 

applies if the creditor asks for a default fee to be added to the claim amount if it is not paid at 

the right time.  The due date and final due date of claims are set when the claims are created. 

Once you click on “Confirm”, the claims template is ready for use. 

 

 
If the user no longer uses a claims template, they can hide the template, which means it 

disappears from the menu when the claims template is selected when creating a claim.  It is 

not possible to hide a claims template if there are unpaid claims on that particular template. 

 

If you need to reactivate a template, you can go to “Hidden templates” click on the three dots 

behind the template and “Show template”. 
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Creating claims 
 

To create individual claims, select “Create a claim.” If you wish to create multiple claims at 

once, you can submit an Excel file or text file under Bulk registration. (see instructions below) 

 

 
 

Once you have selected “Claims template” and you have saved settings for due date, final 

due date and cancellation date, these values will then appear automatically, but they can be 

changed in this menu if necessary. 

When you press “Create claim” (blue button), the claim is created and confirmation appears. 

 

 
 

To create another claim, you need to click on “Create another claim with them same charge 

items and dates” (it’s also possible to press “Tab” on the keyboard and then “Enter” and the 
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“Create claim” process starts again.  Please note that the same claims template as in the first 

claim is selected automatically. 

It is also possible to press “Create another claim with them same charge items and dates” to 

retain certain values.  

 

 
 

If you need to create a claim but change the settings from the template, you can do so under 

“Settings and fees” as soon as the claim is created.  
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The example above shows a setting for a claims template where default interest is not 

calculated, but this can be changed for an individual claim if necessary.  

Changing claims 
 

Click on “Claims search” to find a claim or claims which you want to change. You can search 

by payer, due date, final due date, date claim was created and you can also limit it to a 

particular claims template. 

For example, if you wish to change the final due date on one claim, you find this claim, click 

on the three dots on the right-hand side and choose “Change”. 

 

 
 

If you want to change the final due date on more than one claim and they all have the same 

final due date, then tick the box in front of the claims, click on the three dots behind one and 

choose “Change (3)”. The figure in brackets is the total number of claims selected. 
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The following screen appears regardless of whether you are working with a single claim or 

multiple claims. Enter a new date in “Final due date” and click on “Alter claims”. 

 

  
 

The changes appear immediately in Online Banking. However, you must change the search 

criteria to find the claims again as the previous search does not apply to the new due date.  
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Bulk registration 
 

When you click on “Bulk registration” you can create claims by submitting an Excel file or text 

file. If you choose Excel, you can have ID numbers (Column A), ID number and amounts 

(Columns A and B) and then a claims template which is downloaded from the Bank’s external 

website.  

 

You need to upload the file, then choose the type of file under “File type”. Next you need to 

choose “Claims template.” Once you have chosen the claims template, dates appear 

automatically in the lines below according to the settings in the template. 

 

 
 

When you click on “Continue” a screen appears with confirmation that the bulk registration 

has been received. 

 

Once the creation of the claim has been approved, it appears in the list under “Previous bulk 

registrations”. 

You can see immediately whether all the claims in the document were created or whether any 

were accidentally omitted, for example due to the incorrect ID number. 

 
To view claims with errors, click on “View claims with errors” if there are errors.  
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Note that if the error is in the claims template, e.g. if the claim is supposed to have more than 

one fee item and the user fills in fee items 1 and 3, Online Banking rejects the entire document, 

even though three out of four claims are correct.  

 

 
 

 

Reports 
 
Lists of reports are accessible in Online Banking, and they can be all be exported in Excel 

form. A payment list is accessible in Excel and in text file format. 
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Cancelling claims 
 
When you need to cancel a claim, find the relevant claim in Claim search, click on the three 

dots next to it and choose “Cancel”. You can cancel more than one claim at once by ticking 

the box in front of them. 

 

 
 

A confirmation window then appears: 2 claims canceled. 

Reactivating claims 
 
When a claim needs to be reactivated, find the relevant claim using the search function and 

then choose “Cancelled” in the field “Status”. When you click on the three dots, you can choose 

“Reactivate”. If you want to reactivate more than one claim, tick the boxes in front of the claims 

you want.  
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Secondary collection 
 
When the creditor has made an agreement with a company on secondary collection, claims 

are either entered automatically into the secondary collection process or the creditor submits 

them manually depending on the agreement reached between the creditor and the secondary 

collection company. 

 

If the creditor wants to send an individual claim for secondary collection, first find the relevant 

claim using “Claims search”, tick the box in front of it (possible to select more than one), click 

on the three dots next to the claim and choose “Send for secondary collection”. If no 

agreement has been made with a secondary collection company, claims cannot be sent for 

secondary collection. 

 

 
 

 

Debt collection notice 
 

It is possible to issue two different types of debt collection notice to the payer in respect of an 

individual claim. Firstly, “Reminder of unpaid payment slip” and secondly “Debt collection 

notice”. 

 

Start by finding the relevant claim by using “Claims search”, clicking on the three dots next to 

the claim and choose “Send reminder” or “Send collection letter”.  
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Claim history 
 

You can see when a claim was created and the main changes to it. Find the claim using 

“Claims search” and click on “View claim history.” 
 

 
 

 

Receipts 

 
You can find new receipts for the claims service in the user’s Online Banking account at the 

top of the page under “Statements – Electronic documents” and then click on “Other electronic 

documents” and “Claims”. Remember to change the dates from and to in order to search for 

the correct period. Then click on “Get”. Then there will appear receipts from Claim service. 
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Payment slip in PDF format 

 
A copy of a payment slip in PDF format can be obtained under Claims in Online Banking.  

To obtain a copy, click on “Claims search” and find the claim you want, click on the three dots 

and click “Download payment slip”. The original payment slip will then appear in PDF format. 

 

 
 
 
Please note that if the claim has been changed since it was created, e.g. if final due date has 

been changed, it will only appear under “Unpaid claims” at the payer and not on this slip. 
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Help  

 
At Arion Bank we care about our customers and do our best to provide outstanding service. If 

you need any help or further information, please contact us via webchat on the Bank’s website 

www.arionbanki.is, by phone on 444 7000, by e-mail corporate@arionbanki.is for corporate 

customers or arionbanki@arionbanki.is for individual customers.  
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