OSAS

BANK RECONCILIATION

ENTERING CHECKS AND DEPOSITS

Use the following procedures to enter checks and deposits not posted into bank reconciliation from AP/PO or AR/SO, such as service charges and interest.  If you are beginning to use bank rec and need to enter old outstanding checks and deposit make sure the GL interface switch is turned off in Resource Manager, Company Setup, Options and Interfaces.  
1. Go to Bank Reconciliation
2. Go to Transactions
3. Bank Acct ID-Enter the bank account ID for which you are entering checks/deposits or hit F2 and select from the list.

4. Transaction Type-Enter 1 for deposits (interest), 2 for checks (service charges), 3 for adjustments (ie: corrections to previously posted items), or 4 for transfers (ie: transferring money from one account to another)

ENTERING 1-DEPOSITS

1. Deposit-Enter the deposit number.  If you do not use deposit numbers, enter the number in date format (090108)

2. Trans Date-Enter the deposit date

3. Per-The GL period will default to match the transaction date.  You may override this default by entering another period.
4. Amount-Enter the deposit amount

5. Description-The default of BR Deposit will appear.  Hit enter to accept this or enter a description of your own.

6. Ref-Enter a reference to show whom entered this entry. (ie:FAE)

7. The cursor will now be at the bottom left of the screen under Distributions.  The cash account GL account number will appear (this comes from the bank acct ID you choose).  You cannot edit this line.  Hit A to append to go to the next line, enter the offsetting GL account number for this deposit.
8. Debit/Credit-Enter the amount in the credit (or debit) column to balance the entry.  You may have more then one offsetting GL account number for each entry.

9. Desc-The default of BR Deposit will appear.  Hit enter to accept this or enter a description of your won.

10. Ref-Enter a reference to show who entered this entry (ie:FAE)

11. Enter D for Done

12. Repeat for all deposits that need to be entered manually.

ENTERING 2-DISBURSEMENTS (CHECKS)

1. Check-Enter the check number.  If entering service charges, enter the date the service charge was charged to the account in check format. (100708=10/07/08) 
2. Trans Date-Enter the date of the check or service charge
3. Per-The GL period will default to match the transaction date.  You may override this default by entering another period.  If the date is July the GL period should be 7.
4. Amount-Enter the amount of the check or service charge.
5. Description-The default BR Disbursement will appear.  Hit enter to accept this or enter a description of your own. (ie: SERVICE CHARGE)
6. Ref-Enter a reference to show whom entered this entry. (ie:FAE)

7. Void?-Enter Y or N as to whether this check has been voided; normally N.
8. The cursor will now be at the bottom left of the screen under Distributions.  The cash account GL account number will appear (this comes from the bank acct ID you choose).  You cannot edit this line.  Hit A to append to go to the next line, enter the offsetting GL account number for this check. 

9. Debit/Credit-Enter the amount in the debit (or credit) column to balance the entry.  You may have more then one offsetting GL account number for each entry.  Service charges should be a debit.

10. Desc-The default of BR Deposit will appear.  Hit enter to accept this.
11. Ref-Enter a reference to show who entered this entry (ie:FAE)

12. Enter D for Done

13. Repeat for all checks that need to be entered manually.

ENTERING 3-ADJUSTMENTS

Entering adjustments uses the same procedures as entering checks.  At the check field you may want to enter the word SERV CHG or something like that instead of a check number.

I have found it easier to enter service charges and other adjustments through #2, disbursements because you are regularly in checks and will not overlook an entry when clearing.

ENTERING 4-TRANSFERS

1. To Bank-Enter the Bank Account ID of where the transfer of monies is going.  (This will not be the bank account you are presently in)

2. Trans Date-Enter the date of the transfer

3. Per-The GL period will default to match the transaction date.  You may override this default by entering another period.

4. Amount-Enter the transfer amount

5. Description-The default of BR Deposit will appear.  Hit enter to accept this or enter a description of your own.

6. Ref-Enter a reference to show whom entered this entry. (ie:FAE)
After all checks, deposits, adjustments, and transfers have been entered :

1. Go to Bank Reconciliation
2. Go to Transactions
3. Go to BR Journal
4. Enter through all the fields until you get to Print:
5. Print-Enter 6
6. Print by-Enter 3
7. P to Print

8. Enter printer ID

This will give you a list of all entries made.  You may edit an entry by going back into Transactions and finding the entry and hitting the enter key.

9. Go to Post Transactions

10. Select which year you would like transactions posted to, 1 current year or 2 last year

11. Have you printed…….-Enter Y
12. Make sure you are posting to the correct year.  If the year is wrong, go to BR, File Maintenance, Tables, TLASTx is the table ID.  0 is current year, 1 is last year; change to the correct number and page down.
13. P to Print

14. Enter the printer ID.
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