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Overview 1

Use Bank Reconciliation to help keep control of your cash by simplifying the reconciliation of bank
statements with your General Ledger bank accounts. It allows you to track which transactions have
cleared the bank, which are still outstanding, and what the balances of your bank accounts are.

You can also use Bank Reconciliation as an independent application, or it can be interfaced with
General Ledger for better cash control. You can post transactions that you enter in Accounts
Receivable/Sales Order, Accounts Payable/Purchase Order, and Payroll to multiple cash accounts if
those applications are interfaced with Bank Reconciliation.

Bank Reconciliation operations begin with theinitial setup of bank accounts and beginning balances.
The Daily work functions include entering various types of transactions and printing transaction
reports.

The Reconciliation section is where you tell the system which transactions have cleared the bank and

which are outstanding. Also available is the Reconciliation report, which allows you to cross
reference for accuracy.
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System Flowchart
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System Flowchart Overview

1-6



Setup Checklist

Read the Bank Reconciliation User’s Guide

Set all Options and Interfaces

Set up the Bank Accounts

Turn off the interface to General Ledger

Enter any outstanding transactions

Print the BR Journal to check the transactions for accuracy
Post the outstanding transactions to the transaction file

Turn the interface back on to General Ledger
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Setup Checklist Overview
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Data Files

These are the files used with the Bank Reconciliation module: Where xxx at the end of afile name
represents your company ID.

BRTB - Bank Reconciliation Tables File

Each application has its own copy of the General Table file to hold the tables needed by its programs.

BRBAXxxx - Bank Reconciliation Bank Accounts File

The Bank Accounts file stores General bank account information and GL balance information if
General Ledger is not interfaced. One record is maintained for each bank account

BRJRxxx - Bank Reconciliation Journal File

The Bank Reconciliation Journal file stores unposted transactions that were entered through Bank
Reconciliation functions. Information from this file appears in the BR Journal .

BRTRxxx - Bank Reconciliation Transactions File

The Bank Reconciliation Transactions file stores transactions posted to Bank Reconciliation from
other applications and those posted from within the BR application. Transactions remain in the
Transactions file until they are cleared and purged.

BRCDxxx - Bank Reconciliation Codes File

The Bank Reconciliation Codes file stores the default descriptions and references for transaction and
recurring adjustment entries.

BRRAxxx - Recurring Adjustments File

The Recurring Adjustments file stores adjustment transaction that can be copied to the Journal file
when adjustments are entered.
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Bank Reconciliation Cycle

Setup

Daily Work

Set up each bank account, with each assigned to a different General Ledger Account.
Enter outstanding transactions.

Set options and interfaces in Resource Manager.

Enter deposits directly through Bank Reconciliation, through a prepaid transaction or a cash
receipt entered through Accounts Receivable/Sales Order.

Enter disbursements directly through Bank Reconciliation or post checks from Payroll and/or
Accounts Payable/Purchase Order.

Enter withdrawals through the Disbursements function on Bank Reconciliation.
Make transfers from one bank account to another.

Void a check or stop payment on a check.

Enter adjustments such as interest earned or service charges.

Print the BR Journal and the Bank Account Register.

Deleteinvalid transactions.

Post transactions to update the Bank Reconciliation Transactions file (BRTRxxx) and the
General Ledger Journal file (GLJRxxx) if GL isinterfaced.

Reconciliation

Compare transactions from abank statement with those in the system, and tell the system which
transactions have cleared the bank for each account.

Print a Reconciliation Report. It will list cleared transactions, outstanding transactions and the
actual reconciliation. There is a Bank-to-Book Reconciliation and a Book-to-Bank
Reconciliation.

Purge cleared transactions from the Bank Reconciliation Transactions File.
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Implementing Bank Reconciliation

Resource Manager Setup

To implement Bank Reconciliation, you must first set up al the options and interfaces, build the
necessary tables, and set up the bank accounts.

Company Setup Menu

3, TODD - OPEN SYSTEMS® Accounting Sofiw: — =] =]

File Modes Tools Favorites Other Help

o @B EEC

IH Builders Supply Q ! S

OPEN S¥YSTEMS® Accounting Saftware

Main Menu | Resource Manager |
Bills of Materials Kitting ‘whork station Configuration Company Information
Eank Reconciliation Installati [ ata File Creation
GEMERAL Report Wiiter N ] D ata File Conversion
ODBLC Kit Application Setup 0 ptions and Interfaces
Fixed fissets D ata File Maintenance Access Codes
General Ledger System File Maintenance Country Codes
| rventony EIS D ashboards State Codes
Job Cost Executive Information Surnmary
Purchase Order Print bdanager
Sales Order Reports
Accounts Receivable Master File Lists
Accounts Payable
Payrall with Direct D eposit

| | Compary H | Terminal TOOD |10/17/2000 | 2:33 AM

Select Options and | nter faces from the Company Setup menu in Resource Manager to set the
options and interfaces for Bank Reconciliation.
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Implementing Bank Reconciliation Overview

Options and Interfaces Selection Screen
ol

Corunands Edit Modes Other Help

axitz | @ mE| ? e 0K | Abandon |
Company 1D H - Builders Supply
Option Table Type Own -

Application 10 IBF|| E

[ |Company H [10/17/2000 | Terminal TOOD |OVR

Enter SHARE in the Option Table Type field if you want all your companies within OSAS to share
the same options and interfaces, or enter OWN if you want separate options and interfaces for each
company. Then enter the two-letter Application ID for the module whaose options you want to
change, BR.

Bank Reconciliation Options
=

Corunands Edit  Modes Other Zeroll Commands Help

Abandon I

EXA9ET - 0K

Description “Walue

Interface to General Ledger?

E
=

Option (00T of 007 ]

| Enter = Toggle | Goto I wfrite I |

I |Company H [ 10/17/2000 | Terminal TOOD |OVR

There's only one option for Bank Reconciliation, it allows you to interface Bank Reconciliation with
General Ledger. So when you post the transaction they will update the GL JRxxx.
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Implementing Bank Reconciliation

Accounts Payable Options Screen

£ ccounts Payahle Options ===
Corunands Edit  Modes Other Zeroll Commands Help
2RiE|B2E @al 2@ OK__ || Abandon |

Description

Walue

Interface to General Ledger?

YES =

Interface to lnventam?

Interface to Job Cost?
Itk
Usge tranzaction batching?

System generated batch numbers?

Post ranzactions in detail or summany?

Keep detail purchase hiztom?

Uge additional descriptions?

Copy additional descriptions from Inventarm?

K.eep additional description in history?

Allow printing of online checks?

Keep summary purchase history?

Check, farm type: BLAME. STUB

Do pou want to show a warning if duplicate invoice number? “YES =
Do pou want to force totals on exit of tranzaction enty? TES ﬂ
Post Material Requisition credits ba 1M item accounts? MO =

Option (004 of 021 ]

| Enter = Toggle | Goto

wfrite I |

|Company H [ 10/17/2000 | Terminal TOOD |OVR

Purchase Order Options Screen

4, Purchase Order Options == =]

Commands Edit BModes Other JZeroll Commands Help

2RiE|B2E @al 2@ OK__ || Abandon |
Description “Walue
Interface with General Ledger? YES j
Interface with Inventory? “YES ﬂ

Interface with Job Cost?

Itk
Usge tranzaction batching?

YES 2

System generated batch numbers?

Post ranzactions in detail or summany?

Keep detail purchase hiztom?

Auto-generate purchase order humbers?

Use additional descriptions?

Copy additional descriptions from Inventom?

Keep additional description histary?

Allow printing of online checks?

F.eep summary purchase history? YES

Check. form type: PREPRINTED j
Print online Purchase Orders? WES =
Usge accrual during post? MO =

Option (004 of 026 |

| Enter = Toggle | Goto

wfrite I |

|Company H [ 10/17/2000 | Terminal TOOD |OVR

You can interface Accounts Payable/Purchase Order with Bank Reconciliation. If you have both
Purchase Order and Accounts Payable, you change all your options through Purchase Order.
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Implementing Bank Reconciliation

Overview

1-16

Accounts Receivable Options Screen

£ ccounts Receivahle Options ===
Corunands Edit  Modes Other Zeroll Commands Help
2RiE|B2E @al 2@ 0K | Abandon |
Description “Walue
Interface to General Ledger? YES j

Interface to lnventam?
Interface to Job Cost?
Itk
Uge Transaction Batching?
System Generated Batch Numbers?

Usze Additional Descriptions?

Copy Additional Descriptions from Ihventon?

Keep Detail 5ales Historw?

K.eep Additional Description Historp?

K.eep Summary Sales History?

Dizplay Unit Cozt During Line Item Entru?

Allow Customer Level Change in Tranzaction Entrye?

Allows Ewpired Credit Card in Payment Entry? MO

Display Quantities and Quantity Breaks During Line Entry? “YES j
Print Online nvoices? WES ﬂ
Uge Plain Paper Invoices? YES =

Option (004 of 026 |

| Enter = Toggle | Goto I wfrite I |

I |Company H [ 10/17/2000 | Terminal TOOD |OVR

Sales Order Options Screen
=Tar

Corunands Edit  Modes Other Zeroll Commands Help

2XE R AR 7 0K | Abandon |
Description
Interface to General Ledger? j
Interface to lnventam? ﬂ
Interface to Job Cost? d
Interface to Bill of M aterials/Kitting? YES
Use Trangaction Batching? “YES
System Generated Batch Mumbers? YES
Syztem Generated Order Mumbers? TES
Usge Additional Descriptions? YES
Copy Additional D escription from Inventory? NO
K.eep Detail 5ales Historw? YES
Keep Additional Description Historp? MO
Keep Summary Sales History? YES
F.eep Detail kit History? MO
Allows Cust Level Change During Order Entry? “YES j
Allow Ewpired Credit Card in Payment Entry? TES ﬂ
Dizplay Quantities and Quantity Breaks During Line Entry? YES g

Option (004 of 039 ]

| Enter = Toggle | Goto I wfrite I |

I |Company H [ 10/17/2000 | Terminal TOOD |OVR

You can interface Accounts Receivable/Sales Order with Bank Reconciliation. If you have both

Accounts Receivable and Sales Order, set al the options through Sales Order.



Overview Implementing Bank Reconciliation

Payroll Options Screen
=

Corunands Edit  Modes Other Zeroll Commands Help

EXEE N AR 0K | Abandan |
Description “Walue
Ilnterface to General Ledger? |YES | j
Interface to Job Cost? ﬂ

Save Payroll tranzaction higtom?

Save check history?

Past Yoided Checks ta Check History?

Post Yoided Checks to Bank Reconciliation?
Autornatic Accrual of Vacation/Sick Time?

Include vacation/sick_hours for accrual calculation’?

Use First or Last Mame First?

Piint company name on checks?

Print checks on blank, preprinted or lager forms?

Use time card calculator?

Post Emplayer T axes/Deduction to Home or Worked Department?

=l
3]
=|

Option [003 of 074 ]

| Enter = Toggle | Goto I wfrite I |

I |Company H [ 10/17/2000 | Terminal TOOD |OVR

You can interface Payroll with Bank Reconciliation.
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Bank Accounts

Select Bank Accounts from the File Maintenance menu to add, edit, or delete bank accounts.

Bank Accounts Selection Screen
o]

Commands Edit Modes Other Help

2XiE DR EE 28 OK__|_bandon |
Bank Account ID FMEDOT E]
Account Description |15t Matiomal Barik
Account Nurmber IDDD‘I 658373
Bank Contact |Cron Mepers
Fhone Mumber I[B‘I 2/554-6719
Fax Mumber I[B‘I 2]554-6793
GL Account Mumber |1DDDDD § CASH IN BANK - 1st NATIDNAL

GL Account Balance I 4340.66

Last Statement B alance I 5133.38
Last Statement Date |1 2/0 /2000

Enter the following information for each account:

Field Description

Bank Account 1D Enter an ID of up to 6 charactersin length. ThisID isused to refer to thisaccount in
applications interfaced to Bank Reconciliation.

Account Description  Enter in adescription for this account, up to 30 charactersin length.
Bank Contact Enter in the name of the contact at this financial institution.

Bank Phone Number  Enter in the phone number of this bank account.

Bank Fax Number Enter in the fax number of this bank account.

GL Account Number  Enter in the GL Account number associated to this Bank Account ID.

GL Account Balance If Interfaced to GL the current balance for this account will default in this field and
you cannot change it. It is updated when you post transactions in GL to this account.
If BRis not interfaced with GL, enter the balance of the account you specified. It is
updated when you post transactions in BR and its interfaced applications. You
should not change the balance on the screen after you begin processing transactions.

Last Satement Enter the balance of the last statement you received for this bank account. Thisfield
Balance is updated when you use the Cleared Transactions function.

Last Satement Date  Enter the date of the last statement you received for this bank account. Thisfieldis
updated when you use the Cleared Transactions function.
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Bank Accounts File Maintenance

Note I

Make sure to use a different GL Account Number for each Bank Account that is set up.
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Codes

Select Codes from the File Maintenance menu to change the default descriptions that will be used
when entering in transactions through bank reconciliation.

Codes Screen
=5l

Commands Edit Modes Other Help

Fxtz 2@ @ma| ?e 0K | Abandan |
Transaction Type Description
Deposits Iaﬂw
Dizbursements |BF| Dizbursernent
Adjustments |BF| Adjustment

Transfer  From Trans  |Transfer to Bark
To Trans |Transfer from Bank

| Company H | 10417/2000 | Terminal TO0D | O%F

Enter the following information:

Field Description

Deposits Enter the default description that will appear when you enter a new deposit transaction.

Disbursements Enter the default description that will appear when you enter a new disbursement
transaction.

Adjustments Enter the default description that will appear when you enter a new adjustment transaction.

Transfer From  Enter the default description that will appear when you enter anew transfer transaction.
Trans This description will appear in the "From" transaction. If you enter less than 20 characters
inthisfield the "To" bank account ID will be appended to the description.

Transfer To Enter the default description that will appear when you enter a new transfer transaction.
Trans This description will appear in the "To" transaction. If you enter less than 20 charactersin
thisfield the "From" bank account ID will be appended to the description.
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Codes File Maintenance
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Recurring Adjustments

Enter in any Recurring Adjustment that may be used for the specified Bank Account ID. Select the
Bank Account to which you want to add the Recurring Adjustments.

Recurring Adjustments Screen

4, Recwrring Adjustments I i |

Commands Edit Modes Other Seroll Commands Help

2N |BE @Bm| 2 e 0F_ | Abandon |

B ank sccount (D FHEDOT = 1st National Bank

Adi 1D

Amount Description

=101 x|

@ Edit Modes Other

LK 44 ).4 b [pblp1

'>§'|
X
it

S | BR@ EmE ?€ 0k | Abandon |
Adjustment 1D pOO01 of DDD0D02 )

GL Account Ui e L/ Ref
Period
Arnount .00
Description

Ref

[ [
Balance [ 00 of DO

Enter = edit I Lppend I Header |

|Eumpany H [1017/2000 |Termina| TO0O | OWR

Use the Append function and enter in the following information:

Field Description

Adjustment ID Enter a check number or any other descriptive ID to identify this recurring adjustment.
The ID you enter must be unique to this account. In Transactions, when you enter an
adjustment transaction, enter an asterisk (*) followed by this recurring adjustment 1D to
copy the recurring adjustment into the BR Journal file.

TransDate The workstation date defaults. Press Enter to accept it, or enter the date you entered this
recurring adjustment. When you copy the recurring adjustment, the system will change
the transaction date to the current workstation date.

Period The period that correspondsto the transaction date will default. Press Enter to accept it,
or enter in the period you entered this recurring adjustment. When you copy the
recurring adjustment, the system will change this period to correspond to the new

transaction date.

Amount Enter the amount of the adjustment. Positive numbers represent increases to your bank
balance. To decrease you bank balance, enter a negative number.

Description Press Enter to accept the description displayed, or enter a different description for this
adjustment.

Ref Enter areference for the adjustment.
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Change Fields

Use the Change Field function in Bank Reconciliation to change a Bank Account ID that ison file.

Change Fields Selection Screen

i
Commands Edit Modes Other Seroll Commands Help
PHrE R BE 2 0K | Abandon |
Field D |
o x
Ce s Edit Modes Other Seroll Comumands Help
Original * alue Tag
Search: B [
Code Description |
ER BANE ACCOUNT =5 _|
Fi ASSET ID Fi Asset ID 2 —
GL ACCOUNT GL Account Humber = —
IN CUSTOMER LVL IN Customer Level —
IN GL ACCOUNT IN GL Account Code —
IN ITEM ID IN Itew ID —
IN LOCATION ID  IN Locavion ID —
IN PRICE ID IN Price ID —
IN UNIT OF MEAS IN Unit of Measure j — J
JO0 JOE ID J0 Job ID =l —J
J0 JOB/PHASE ID  JO Job/Phase ID = —J
i T ]
Tab = value | Enter = Tag/Lntag Sppend EBegin code Changel Header I Goto I Field ID I

| Company H [10/17/2000 | Teminal TO0D |OVR

Usethe Inquiry (F2) function to pull up alist of field ID’syou are able to change. Thereisonly one
Field ID for Bank Reconciliation, Bank Account Code.

If you decide to change an existing Bank Account you will want to verify with the other applications
that they are referring to the new Bank Account ID.

Note I

You can only change the data files for the application you are accessing Change Fields from.
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Change Fields File Maintenance

Change Fields

Change Fields
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Bank Accounts List

To see alist of the bank accounts you have set up, select Bank Accounts List from the File
Maintenance menu.

Bank Accounts Selection Screen

S
Commands Edit Modes Other Help
Fxtz 2@ @ma| ?e 0K | Abandan |

Bank Account D From I Q
Thu | a]

Print by: ——————
' Bank Account
" GL Account

| Company H | 05/18/2000 | Terminal TOO0D | OWF

Select the following:

Selection Description

Bank Account ID  Enter arange of Bank Account ID’sto include on the report, or Enter through to include
From/Thru all accounts.

Bank Account/ Select the order in which you want to print thelist. You can organize it by Bank Account
GL Account ID or by Genera Ledger account number.

Select the output device you want to use:
(P)rinter - to send the report to a printer.
p(R)eview - to view what the printed report looks like in a GUI window. The system
prompts you to select the printer you want to use for the preview. You can select whether to
send the report to a printer.
(Pile - to print the report to afile.

(S)creen - to print the report to the screen.

(E)nd - to exit from the selection screen without printing the report.
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Bank Accounts List Master File Lists

Bank Accounts List

05/18/2000 Builders Supply Page
2:58 PM Bank Accounts List
By Bank Account

Bank ID Bank Account Number Phone Number GL Account GL Account Description
Bank Account Description Fax Number Last Stmt. Contact Last Stmt. Bal. Curr. GL Bal.

FNB0OO1 0001658973 (612) 554-6719 100000 CASH IN BANK - 1st NATIONAL 5139.38 4840.66
1st National Bank (612)554-6799 05/18/2000 Don Meyers

SNB0O0O1 0002653978 (612)827-0055 100100 CASH IN BANK - 2nd NATIONAL 600.00 100.00
2nd National Bank (612)827-0011 12/01/2000 Lisa Jungles

2 BANK ACCOUNTS LISTED TOTAL 5739.38 4940.66

End of Report
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Codes List

To print alist of the codes used in Bank Reconciliation and their values, select Master File Lists on
the Bank Reconciliation menu. You will be immediately asked to select the output device. Thereis
no selection screen needed for the Codes List.

Select the output device you want to use:

(P)rinter - to send the report to a printer.

p(R)eview - to view what the printed report looks like in a GUI window. The system
prompts you to select the printer you want to use for the preview. You can select whether to
send the report to a printer.

(Pile - to print the report to afile.

(S)creen - to print the report to the screen.

(E)nd - to exit from the selection screen without printing the report.

Codes List
10/19/2000 Builders Supply Page 1
8:28 AM Codes List
Trans. Type Default Description
Deposits BR Deposit
Disbursements BR Disbursement
Adjustments BR Adjustment

Transfers From
Transfers To

End of Report

Transfer to Bank
Transfer from Bank
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Recurring Adjustments List

After setting up Recurring Adjustments print out the Recurring Adjustment List from the Master File
Lists. Thiswill allow you to make any edits or changes to the Recurring Adjustments as needed.

Recurring Adjustments Selection Screen

4, Recurring Adjusimenis List ===
Commands Edit Modes Other Help
Fxtz 2@ @ma| ?e 0K | Abandan |
Bank &ccount D From I E
Thru I Al
Rec Ad 1D From |
Thiru I

| Company H | 10/19/2000 | Terminal TO0O | OYF

Select the following:

Selection Description

Bank Account ID  Enter arange of Bank Account ID’sto include on the report, or Enter through to include
From/Thru all accounts.

Rec Adj ID Enter the ID of the first recurring adjustment you want to list, or press Enter to begin
with the first recurring adjustment in the file.

Select the output device you want to use:
(P)rinter - to send the report to a printer.
p(R)eview - to view what the printed report looks like in a GUI window. The system
prompts you to select the printer you want to use for the preview. You can select whether to
send the report to a printer.
(Pile - to print the report to afile.

(S)creen - to print the report to the screen.

(E)nd - to exit from the selection screen without printing the report.
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Recurring Adjustments List

Master File Lists

Recurring Adjustments List

10/19/2000
8:47 AM

000004 01
000004 02
000001 01
000001 02

000003 01
000003 02
000002 01
000002 02

000005 01
000005 02
000006 01
000006 02

FNB0O1
FNBOO1
FNB0O1
FNB0O1

SNB0O1
SNB0O1
SNB0O1
SNB0O1

TEST
TEST
TEST
TEST

End of Report

ADJ
ADJ
ADJ
ADJ

ADJ
ADJ
ADJ
ADJ

ODCHG
ODCHG
SVCCHG
SVCCHG

ODCHG
ODCHG
SVCCHG
SVCCHG

RE1
RE1
RE2
RE2

. Bank ID Type Adj. ID Description

Overdraft Charge
Overdraft Charge
Service Charge
Service Charge

Overdraft Charge
Overdraft Charge
Service Charge
Service Charge

BR Adjustment
BR Adjustment
BR Adjustment
BR Adjustment

Builders Supply
Recurring Adjustments List
By Bank Account

GL Account Per

100000
532000
100000
532000

[

)

TOTAL FOR BANK ID FNBOO1l

100100
532000
100100
532000

6

)

TOTAL FOR BANK ID SNBOO1l

JLR
JLR
JLR
JLR

TOTAL FOR BANK ID TEST

100200
105000
100200
151000

GRAND TOTAL

6]

©

Entry Date

06/29/2000

06/24/2000

06/29/2000

06/29/2000

09/13/2000
10/19/2000
09/13/2000
10/19/2000

Page

Debit Amount Credit Amount

18.00
18.00

10.00
10.00
28.00 28.00

21.00
21.00

15.00
15.00
36.00 36.00
150.00

150.00
50.00

50.00
200.00 200.00
264.00 264.00

3-36



Transactions

Use the Transactions Menu for Daily Work functions that you would perform through Bank
Reconciliation. You will enter in transactions, Void or stop payments, print out your Bank
Reconciliation Journal and Bank Account Register, as well as Post Transactions.

Transactions Menu

3, TODD - OPEN SYSTEMS® Accounting Sofiw: — =] =]
File Modes Tools Favorites Other Help

OLer » @@ EES

IH Builders Supply Q ! S

OPEN S¥YSTEMS® Accounting Saftware

Main Menu |

Transactions

Reconciliation “Woid Checks and Stop Papments
GENEFEAL Report W’nter Productivity Reports EF Journal

ODBLC Kit File M aintenance Bank Account Reaister

Fixed fissets tdaster File Listz Post Transactions

General Ledger

| rventony

Job Cost

Purchase Order

Sales Order

Accounts Receivable
Accounts Payable

Payrall with Direct D eposit
Resource Manager

| |Campary H | Teminal TOOD [10/17/2000 [10:15 AM
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Transactions

1. Deposits
To enter in a Deposit Transaction you would select Deposit after verifying that the correct Bank
Account 1D hasdefaulted in, or by using the Inquiry (F2) function to choose a different bank account

from alist of Bank Account ID’s.

Once you have selected to enter in Deposit Transactions, use the Append option to enter a new
Transaction, or Enter on an existing transaction to edit.

Deposit Append Screen

SIS
Commands Edit Modes Other Seroll Commands Help
22X 2R @A ?e 0K | Abandon |
Bank Account 1D | R =] 1st National Bank
Tranzaction Type 1 = Deposit -
4, Append Transactions =10 =
Deposit Tran D ate e Js Edit Modes Other
=
Ptz @ @B 2 @ 0K | sbandon | z
' — =
Deposit ﬂ
Tran Date S g
Per g
Arnount .00 f 000000 )
— Distributions Drescription
GL Account Ref
Balahce
Enter = edit Append I Header I |
|Compary H | 10417/2000 | Temminal TOOD | 0VR

Enter the following information on the Append screen:

Field Description

Deposit Enter the slip number of the deposit.

Trans Date The workstation date defaults. Press Enter to accept it, or enter the date of the transaction.
Per The period that corresponds to the transaction date will default. Press Enter to accept it, or

enter in anew period to post the deposit to.

Amount Enter the amount of the transaction. Positive numbers represent increases to your bank
balance in Deposits and Adjustments and reduces you bank balance in Disbursements and
Transfers. You can reverse this effect by entering a negative number.

Description Press Enter to accept the description displayed, or enter a different description for this
transaction.

Ref Enter a reference for the adjustment.

Use the Proceed (PgDn) command to save this entry.
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Transactions Transactions

Offsetting Entry Append Screen

RIS
Commands Edit Modes Other Scroll Comumands Help
2RIE | BE mE| e 0k | ébandon |
Bank Account 1D |FHEDO [2]  1st Mational Bank
Transacton Type JSISTE
= ————— I I Edit Modes Other Help
Deposit TranDa .
@z | 2@ BE ? €| ok | Abandon | :|
GL Account | a J
Crebit 0o J
Credit 100.00 _
Description ER Deposit J
Fief — 000 of 000000 )
— Digtributions
GL Account Diebit Credit Description

100.00 ER Deposit

[ [44] 4 [P [pb|M

Balance 100.00

Enter = edit I Append I Done I

[Company H [10/17/2000 [ Terminal TOOD |OVR

Now enter the information for the offsetting entry.

The cursor returns to the GL Account field. Then enter the account that will offset this deposit. If you
want to change the description or the reference, move the cursor to those fields and make the
necessary changes.

Note I

You cannot enter a general ledger account number that has been assigned to a Bank Account in the
Bank Accountsfile.

To help keep the system in balance, the offsetting amount (which you can change) is displayed in the
appropriate Debit/Credit column. A running balance of your entriesis also displayed. You can
override the offsetting amount but not the running balance. You cannot exit from the Deposit
function in an out-of-balance condition.

When the balanceis.00, the system will ask if the transaction is complete. To continue with this
deposit, enter No; otherwise enter Yes.
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Transactions

You can also enter deposits through Accounts Receivable/Sales Order when you enter a prepaid

transaction or cash receipt for a cash or check type payment method code.

Payment Methods Screen

4, Payment Methods

Corunands Edit Modes

Other

Help

ol x|

Xtz @B @Al ?e

Ok

I Abandon I

Payment Method Code ICSH E]
Drezcription Ilm
Short Dezscription Cash
Papment Tupe 1 Cazh
Bank Account I FHEOO E| 1st National Bank
Debit GL Account 100000 =
Period to Date Qir to Date ‘rear to Date Last ‘Year
Payments | 00| 31622490 | 724008.05 | | .an

[ |Company H [10/17/2000 | Terminal TOOD |OVR

Use the Payment M ethods function to add or change the codes used to categorize customer
payments or to set up different types of payments for each payment method (cash, check, credit card,
write-offs, or other methods). For example, you can set up codes to designate personal checks,

company checks, bad debt write-offs, promotional write-offs, and so forth.

The Bank Account ID filed appearsif you entered 1 for cash or 2 for check in the Payment Type
field. This bank account will be updated during the post. If you have multiple banks, you must set up

at least one payment method for each bank account.
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Invoice Prepayment Screen

g i
Commands Edit Modes Other Scroll Conumands Information Help
2xiE|bn maEl 2 e OK | Abandon |
el
Commands Edit Modes Other Infromation Help
Rtz bR @mE| 2@ OK__|_#bandon |
Subtotal 9278.70
Freight [ 50.00 Tax Class |
Mizcellaneous Chgs I .00 Tax Class 00 5
Sales Tax .00
4, Prepayment Eniry 1 =10 =
Commands Edit Modes Other Help
>z R En| ?e ok | Abandon |
Papment Amaount 5000.00 tdethod CHK Check
Bank ID FHBOD1 1st Mational Bank

Batch/Dep # |DDDDDW
Check # I 893035

| Enter=edit Append Header Totals Wiew I Gaoto | DOnline I

Pack I

Live I Mext Trans I

| | Compary H [10/17/2000 | Terminal TOOO [aVR

If you enter a cash or check type payment method for a prepaid invoice, the Bank 1D is displayed
from the Payment Methods file. Enter the deposit number. If thisis a check type payment method,
enter the check number. If thisis a cash type payment method, CASH is displayed for the Check #.

Cash Receipts Screen

Commands Edit Medes Other Geroll Comumands  Information Help

=l x|

22X | e mE| 2@ OK__|_Abandon |
Batch/Dep Mo IDDDDDW ﬂ Acct Type Dpen Invoice |
Date [Fo 772000 GL Period [0 Session Total
Custamer 10 ACE DO 2] ACE BUILDERS -00
Purnt &t I 1200.00 Payment Method IEIHK § Check

Applied fili]

----------------------------------- Bank D FNBOO1 1zt National Bank
Remaining 1200.00 Batch/Dep Mo IDUDDD‘I
Check Mumber I 893100
Invaice Invoice Discount Payment Discount
Mumber Date Met Due Allowed Applied Taken
12E7004E 03/05/2000 F4E19.56 1492.39 .00 .00 J
12670064 11424/2000 .on 70936 35467.93 .on J
12E70074 12/21/2000 2172207 434.44 .on .on J
24883030 12/05/2000 432882 98.58 oo oo J
| LCustomer Lpply Beceipt e Edit I Dione I On acct I Totalz I Goto I |

|Compary H (104172000 | Terminal T00D | 04F

You can also enter deposit information through the Cash Recei pts function in Accounts Receivable/
Sales Order. The information is transferred to the Bank Reconciliation Transactions file when you

post cash receipts.
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2. Disbursements

Use Disbursements to record disbursements and withdrawal s from your bank accounts that you have
not recorded in Accounts Payable or Payroll.

To enter in a Disbursement Transaction you would select Disbursement after verifying that the
correct Bank Account ID has defaulted in, or by using the Inquiry (F2) function to choose from alist
of Bank Account ID’s.

Once you have selected to enter in Disbursement Transactions, use the Append option to enter a new
Transaction, or Enter on an existing transaction to edit.

Deposit Append Screen

e
Commands Edit Modes Other Scroll Commands  Help
2XrE  B2e @R 2 DK | Abandon |
Bank Account [0 FHBOOT = 1st National Bank
Transaction Type 2 = Disbursement 'l
Check Tran Date Per Amount  Description Ref oid?
i, Append Transactions o ] 4 | i
< Edit Medes Other g
2 s P (@B | 7@ 0K | Abandon | =
' |
Check | g
Tran Date L 0000 of ]
— Distributions —— Per [
GL Account Amount o0 Ref
Description j
Ref
Woid? I j
| | 3
Balance
Enter = edit I Append I Header I |
| Compary H [10/17/2000 | Terminal T00O | 0VF

Enter the following information on the Append screen:

Field Description

Check Enter the check number used for the disbursement, or enter W if thisis awithdrawal.
Trans Date The workstation date defaults. Press Enter to accept it, or enter the date of the transaction.
Per The period that corresponds to the transaction date will default. Press Enter to accept it, or

enter in the period to post the deposit to.

Amount Enter the amount of the transaction. Positive numbers represent increases to your bank
balance in Deposits and Adjustments and reduces you bank balance in Disbursements and
Transfers. You can reverse this effect by entering a negative number.

Description Press Enter to accept the description displayed, or enter a different description for this
transaction.

Ref Enter areference for the adjustment.

Void If thisis avoided check, check the box or enter YES, if not enter NO.

If you mark the check as voided, the amount will changeto 0.

Use the Proceed (PgDn) command to save this entry.
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Offsetting Entry Append Screen
=

Commands Edit Modes Other Zeroll Commands Help

2RIE | BE mE| e 0k | ébandon |
B ank sccount [ FHEDOT a2l 1st National Bank
Transaciion Type [2-Dibusamen =1
Check Tran Date, s So s Tt s Woid?
3, Append Distributions — =) =]
Commands Edit Modes Other Help j
s B | @@ | ? € 0k | Abandon | j
GL Account || E J
D ehit 150.00 J
i T 00 of ]
— Distributions gredlt. . R 0
GL Account et oD E R Disbursement Fef
,,,,, Fief =
100000 _ =
3
=
El
3
=
Balance 150.00
Enter = edit I Append I Done I |
[Company H [10/17/2000 [ Terminal TOOD |OVR

Now enter the information for the offsetting entry.

The cursor returns to the GL Account field. Then enter the account that will offset this disbursement.

If you want to change the description or the reference, move the cursor to those fields and make the
necessary changes.

Note I

You cannot enter a general ledger account number that has been assigned to a Bank Account in the
Bank Accountsfile.

To help keep the system in balance, the offsetting amount (which you can change) is displayed in the
appropriate Debit/Credit column. A running balance of your entriesis also displayed. You can
override the offsetting amount but not the running balance. You cannot exit from the Deposit
function in an out-of-balance condition.

When the balance is .00, the system will ask if the transaction is complete. To continue with this
deposit, enter No; otherwise enter Yes.
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3. Adjustments

Select Adjustments from the Bank Reconciliation Transactions menu to enter service charges,
finance charges, interest earned on your account, or any other adjustments.

Once you have selected to enter in Adjusting Transactions, use the Append option to enter a new
Transaction, or Enter on an existing transaction to edit.

Deposit Append Screen

i
Commands Edit Modes Other Scroll Commands  Help
2XE | 2e @A 2e 0K | Abandan |
Bank Account [0 FHBOOT = 1st National Bank
Tranzaction Type 3 = Adjustment vl
Check Tran D ate Per Amount  Description Fief
T T T T =
5, Append Transactions 1= = é
Commands Edit Modes Other ﬂ
> ¥tz | @ | @Bl 2 € ok | aAbandon | %
=
Check =|
Tran Date A 001 of 1
— Distributions ——— —
GL Account Per — Ref
Aot .00
Description j
Fief J
: . _
Balance
Enter = edit I Append I Header I |
| Compary H [10/17/2000 | Terminal T00O | 0VF

Enter the following information on the Append screen:

Field Description

Check Enter the check number used for the disbursement, or enter W if thisis awithdrawal.
Trans Date The workstation date defaults. Press Enter to accept it, or enter the date of the transaction.
Per The period that corresponds to the transaction date will default. Press Enter to accept it, or

enter in the period to post the deposit to.

Amount Enter the amount of the transaction. Positive numbers represent increases to your bank
balance in Deposits and Adjustments and reduces you bank balance in Disbursements and
Transfers. You can reverse this effect by entering a negative number.

Description Press Enter to accept the description displayed, or enter a different description for this
transaction.
Ref Enter areference for the adjustment.

Use the Proceed (PgDn) command to save this entry.
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Offsetting Entry Append Screen

il
Commands Edit Modes Other Scroll Comumands Help
2RIE | BE mE| e 0k | ébandon |
B ank sccount [ FHEDOT a2l 1st National Bank
Transaction Type m
Check Tran Date, s So s Tt s
3, Append Distributions — =) =]
Commands Edit Modes Other Help j
s B | @@ | ? € 0k | Abandon | j
GL Account E J
Debit oo J
i [ oo 01 of ]
— Distributions gredlt. g TR AT n ORI
GL Account SESphen S Admeient Fef
,,,,, Fief =
100000 _ =
3
=)
El
E
=
Balance 100.00

Enter = edit I Append I Done

Hi

[Company H [10/17/2000 [ Terminal TOOD |OVR

Now enter the information for the offsetting entry.

The cursor returns to the GL Account field. Then enter the account that will offset this adjustment. I
you want to change the description or the reference, move the cursor to those fields and make the

necessary changes.

Note I

You cannot enter a general ledger account number that has been assigned to a Bank Account in the

Bank Accountsfile.

To help keep the system in balance, the offsetting amount (which you can change) is displayed in the
appropriate Debit/Credit column. A running balance of your entriesis also displayed. You can
override the offsetting amount but not the running balance. You cannot exit from the Deposit

function in an out-of-balance condition.

When the balanceis.00, the system will ask if the transaction is complete. To continue with this

deposit, enter No; otherwise enter Yes.
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4. Transfers

Select Transfers from the Bank Reconciliation Transactions menu to transfer money between bank
accounts.Once you have selected to enter in Transfer Transactions, use the Append option to enter a
new Transaction, or Enter on an existing transaction to edit.

Note I

When you enter atransfer, the debit side of the transaction is changed to a deposit and the credit side
of the transaction remains a transfer

Transfer Append Screen

il
Commands Edit Modes Other Scroll Comumands Help
2X | =@ @mn ?e | o]
B ank sccount [ FHEDOT =] 1st National Bank
Tranzaction Tupe 4 = Transfer -
To Bank. Tran Date Per Amount  Description Ref
T T T T =
4, Append Transactions == = é
Commands Edit Modes Other ]
Ptz |E@ mE| ? @ 0k | Abasdon | %
i sl
To Bank SMEOOT aj =|
Tran Date 10172000 01 of 1
— Digtributions Emil
Per 10
GL Account Aot oo Fef
Description Transfer to Bank SHEOD| j
Fef TR&MSFER J
i i 5
Balance
Enter = edit I Append I Header I |
| Compary H [10/17/2000 | Terminal T00O | 0VF

Enter the following information on the Append screen:

Field Description

To Bank Enter the ID of the bank account you’ re transferring funds to, or use the Inquiry (F2)
command to look up and select the ID from the list that appears.

Trans Date The workstation date defaults. Press Enter to accept it, or enter the date of the transaction.

Per The period that corresponds to the transaction date will default.

Amount Enter the amount of the transaction. Positive numbers represent increases to your bank

balance in Deposits and Adjustments and reduces you bank balance in Disbursements and
Transfers. You can reverse this effect by entering a negative number.

Description Press Enter to accept the description displayed, or enter a different description.

Ref Enter areference for the adjustment.

Use the Proceed (PgDn) command to save this entry.
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Void Checks/Stop Payments

Voiding a check

In Bank Reconciliation, you can void only checks entered through the Disbursements functionin
Bank Reconciliation, and only after they have been posted to the Bank Reconciliation Transaction
File.

You cannot void withdrawals. Enter a negative withdrawal to reverse them and tag them as cleared
after you post them.

When you post avoided check, the status of the original disbursement is changed to void, the amount
is changed to zero, and it is tagged as cleared.

If you need to void a check from Accounts Payable/Purchase Order or Payrall, it is recommended to
void it through that application.

Stopping Payment on a Check

You can stop payment on any check, whether it was entered through the Disbursements function in
Bank Reconciliation or posted from Accounts Payable/Purchase Order or Payroll. In either case, you
must enter a transaction to reverse the original check. If you entered the disbursement in Bank
Reconciliation, enter a negative disbursement. If you entered the check in Accounts Payable/
Purchase Order, enter a prepaid miscellaneous debit and post it. If you entered the check in Payrall,
enter anegative manual check and post it. Then tag both the original check and the reversing check as
cleared through Bank Reconciliation. When you post a stop payment transaction, the status of the
original disbursement is changed to STOP, but the amount remainsin thefile.

4-49



Void Checks/Stop Payments

Transactions

4-50

Void Checks/Stop Payments

4, Void Checks and Siop Paymenis =l |
Commands Edit  Modes Other Ecroll Comumands Help
2 X s | B BE|?& 0K | Abandon |
B ank sccount [T IFNBDD1 § 1st National Bank
| Check. Type Tran Date Amount Description

Fief Sic
ER =
0 2 PREPAID i =
WD 12/03/2000 100.00(TRANSFER TO PETTY CAS ER ﬂ
/D 12/03./2000 100.00 | Petty Cash Transfer BR ﬂ
WD 12/04/2000 11416.25 | Pymnts to Affiliates DISE ER g
WD 12/04./2000 300.00({BR DISBURSEMENT EXPENSE |BR g
S [ DDD0O02 of D0D000F |
Distributions
GL Account Debit Credit Description Ref
Balance -0n
| LChange bank I “Woid check toggle I Stop payment toggle I |
I | Compary H [05/18/2000 | Terminal T00O | 04F

Enter the bank account ID.

Enter V to void acheck, or Sto stop payment.

Enter the check number. The first transaction with this check number is displayed, and the system
asksif thisisthe correct transaction. Enter Yesif it is correct or No, and the next transaction will be
displayed. The message No More Transactions appears when all of the transactions have been

displayed for this check number.

Voided Check

s, Yoid Checks and Stop Payments = =] |
Commands Edit Modes Other Scroll Commands Help
2 % r= | By BE| 2 0F | Abandon |
Bank Account [0 FHBOOT 2 1st National Bank
| Check Tepe Tran Date Amount Description

0001013 | Stop |12/03/2000

250.00 [UTILITY EXPENSE |BFR

Fief Src

3
0001054 Vaoid 12/04/2000 246,00 TARES 'PREPAID 2
WD 12/03/2000 100.00| TRANSFER TO PETTY CAS BR ﬂ
WD 12/03/2000 100,00 | Petty Cagh Transfer ER j
WD 12/04/2000 1141625 | Pymints bo Affiliates DISE BR g
WD 12/04/2000 300.00|BR DISBURSEMENT EXPENSE |BR g

[ 000002 of DDO00Y )

Distributions
GL Account Drebit Credit D escription Ref

_

-

_
Balance fili] [ D2 of D2 ) J

| LChange bank, Yoid check toggle

Stop pavment togale I

| Compary H [05/18/2000 | Terminal T0OO | 0WA

Use the Proceed (PgDn) command to void this check or stop the payment. The transaction type is
changed to Void or Sop and is shown on the Bank Account Register.



BR Journal

Before you post transactions, select BR Jour nal from the Bank Reconciliation Transactions menu to
check for inconsistencies. Only unposted transactions entered through Bank Reconciliation appear in
the journal. If you find any errors, use the Transactions function to edit or delete the incorrect

transactions.

BR Journal Selection Screen

4, BR Journal

Help

Commands Edit Modes Other

=l =]

Xz e @mA|?e

0K | Abandon |

Bank &ccount ID0 From

Thiu
Check Murnber From
Thiu

Frarm
Thru

Deposit Mumber

Frint:

i Deposits

" Disbursements
= Transfers

i Adjustments
" “oid Checks
i+ All Tranzactions

" Bank Account/Transaction Type

Company H | 05/18/2000 | Terminal TOO0D | OWF

Selection

Bank Account 1D
From/Thru

Check Numbers
From/Thru

Deposit Number
From/Thru

Print

1. Deposit

2. Disbursement

3. Transfer

4. Adjustment

5. Void Checks

6. All Transactions
Print by:

1. Transaction
Number

2. GL Period/Account

3. Bank Account/
Transaction Type

Description

Enter the range of Account ID’s you want to appear on the journal. Use the
Inquiry (F2) command to select from alist. Leave blank to include all.

Enter in the Check Numbers you want included on the journal, leave blank to
include al checks.

Enter in the Deposit Numbers you want to include on the journal, leave blank to
include al deposits.

Select 1 to print only the deposit transactions.

Select 2 to print only the disbur sement transactions.
Select 3 to print only the transfer transactions.
Select 4 to print only the adjustment transactions.
Select 5 to print only the voided checks.

Select 6 to include all transactions, regardless of type, on the journal.

Select 1 to list the transactions on the journal by their transaction number.

Select 2 to group together the transactions based on the GL period assigned to the
transaction as well asthe GL Account number.

Select 3 to group together the transactions based on the Bank Account assigned to
the transaction as well as the Transaction Type.
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BR Journal
05/18/2000 Builders Supply Page 1
9:09 AM BR Journal
By Transaction Number

Trans. Seq. Bank ID Type Ck/Dep. Description Ref. GL Account Per Entry Date Debit Amount Credit Amount
000001 01 FNBOO1 DEP 123456 BR Deposit 100000 10 10/17/2000 100.00
000001 02 FNBOO1 DEP 123456 BR Deposit 100100 10 10/17/2000 100.00
000002 01 FNBOO1 DISB 0123456 BR Disbursement 100000 10 10/17/2000 150.00
000002 02 FNBOO1 DISB 0123456 BR Disbursement 152000 10 10/17/2000 150.00
000003 01 FNBOO1 ADJ 0151515 BR Adjustment 100000 10 10/17/2000 100.00
000003 02 FNBO01 ADJ 0151515 BR Adjustment 203400 10 10/17/2000 100.00
000004 01 FNB0OO1 TSFR BK TSFR Transfer to Bank SNBOO1  TRANSFER 100000 10 10/17/2000 100.00
000004 02 SNBOO1 TSFR BK TSFR Transfer from Bank FNB0O1 TRANSFER 100100 10 10/17/2000 100.00

GRAND TOTAL: 450.00 450.00
End of Report
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Bank Account Register

The Bank Account Register includes information from the BR Journal File and the BR Transactions
File. It shows transactions entered directly through Bank Reconciliation, and those posted from
interfaced applications. It is sorted by bank account ID and then by transaction date. It also includesa
running total of the transactions, the ending balance, and the current balance of the general ledger
account assigned in the bank account record.

Select Bank Account Register from the Bank Reconciliation Transactions menu.

Bank Account Register Selection Screen

4, Bank Account Register ===
Commands Edit Modes Other Help
Fxtz 2@ @ma| ?e 0K | Abandan |
Bank Account D Fram I 3
Thru | g

Include Unposted GL Journal Entries in Balance? [

| Company H | 05/18/2000 | Terminal TOO0D | OWF

Selection Description

Bank Account 1D Enter arange of Bank Account ID’s to include on the report, or Enter through to
From/Thru include al accounts.

Include Unposted To include any unposted journal entries from General L edger in the calculated bank
Entriesin Balance? balance enter YES, otherwise enter NO to exclude unposted entries.
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Bank Account Register
05/18/2000 Builders Supply Page
9:41 AM Bank Account Register
Bark ID Ck./Dep. Date Type Description Ref. Src. Clr. Post Addition Deduction Balance
FNB0OO1 1st National Bank Balance Forward 5139.38
0123456 10/17/2000 DISB BR Disbursement BR N 150.00 4989.38
0151515 10/17/2000 ADJ BR Adjustment BR N 100.00 5089.38
123456 10/17/2000 DEP BR Deposit BR N 100.00 5189.38
BK TSFR 10/17/2000 TSFR Transfer to Bank SNBOO1 TRANSFER BR N 100.00 5089.38
0001019 12/03/2000 STOP UTILITY EXPENSE BR Y 250.00 4839.38
001002 12/03/2000 DEP CASH SALES A/R BR Y 12388.25 17227.63
W/D 12/03/2000 DISB TRANSFER TO PETTY CASH BR Y 100.00 17127.63
W/D 12/03/2000 DISB Petty Cash Transfer BR Y 100.00 17027.63
0001054 12/04/2000 DISB TAXES PREPAID BR Y 246.00 16781.63
000135 12/04/2000 DEP BR DEPOSIT OT INC. BR Y 3000.00 19781.63
ADJ 12/04/2000 ADJ Stop Payment Charge ADJ BR Y 7.50 19774.13
BK TSFR 12/04/2000 TSFR Transfer of Funds TRSFR BR Y 500.00 19274.13
BK TSFR 12/04/2000 TSFR Transfer from Bank SNB0OO1 LOAN BR Y 300.00 19574.13
CK CHG  12/04/2000 ADJ BR ADJUSTMENT CHECKCHG  BR Y 25.50 19599.63
W/D 12/04/2000 DISB Pymnts to Affiliates DISB BR Y 11416.25 8183.38
W/D 12/04/2000 DISB BR DISBURSEMENT EXPENSE BR Y 300.00 7883.38
W/D 12/04/2000 DISB BR DISBURSEMENT COMPUTER  BR Y 2500.00 5383.38
Ending Balance 5383.38
Current GL Balance 5418.88
SNB001 2nd National Bank Balance Forward 600.00
BK TSFR 09/13/2000 TSFR Transfer from Bank TEST TRANSFER BR Y 50.00 650.00
BK TSFR 10/17/2000 TSFR Transfer from Bank FNBOO1 TRANSFER BR N 100.00 750.00
0001045 12/04/2000 DISB BR DISBURSEMENT PREPAID BR Y 200.00 550.00
000121 12/04/2000 DEP BR DEPOSIT BR Y 2000.00 2550.00
000130 12/04/2000 DEP BR DEPOSIT OT INC. BR Y 2500.00 5050.00
001001 12/04/2000 DEP Transfer of Funds TRSFR BR Y 500.00 5550.00
BK TSFR 12/04/2000 TSFR Transfer to Bank FNB0O1  LOAN BR Y 300.00 5250.00
MISC 12/04/2000 ADJ BR ADJUSTMENT BANK MIS BR Y 200.00 5050.00
W/D 12/04/2000 DISB BR DISBURSEMENT PHONE BR Y 256.87 4793.13
Ending Balance 4793.13
Current GL Balance 4493.13
End of Report
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The beginning balance is the last statement balance from the Bank Accountsfile.

The ending balance is the beginning balance plus or minus the transaction amounts.

If the Bank Reconciliation isinterfaced with General Ledger, the current GL balance is displayed
from the General Ledger Master file; otherwise it is displayed from the Bank Accountsfile. If Bank
Reconciliation isinterfaced with General Ledger and the ending balance does not equal the current
GL balance, make sure that all transactions have been posted to the Master file in General Ledger.



Post Transactions

Select Post Transactions from the Transactions menu to transfer transactions from the BR Journal file
to the BR Transaction file.

Post Transactions Selection Screen

Post Transactions

After you have entered and verified all bank reconciliation transactions and made a backup copy of
your datafiles, post transactions.

If last year files exist, you can post to either the current year or the last year.
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When you post transactions in Bank Reconciliation, the transactions are moved from the Bank
Reconciliation Journal file to Bank Reconciliation Transactions file. The are also posted to General
L edger, along with the offsetting entries.

When you post transactions, the GL account that you entered in the bank account record and the
offsetting account that you entered during transaction entry are updated.

When you post deposits, voided checks, or positive adjustments; the following GL entries are made:

Additional
Bank Account Offsetting MAect Offsetting Aect
DE CE DE CE

When you post disbursements or negative adjustments; the following entries are made:

&ddiional
Bank Arcount Offsetting Acct Offsetting Acct
ZE OE DE ZE
Here is a sample posting log:
05/18/2000 Builders Supply Page
9:48 AM Post BR Transactions
Debits Credits
Posted to GL:  Period 10 450.00 450.00
Total Posted to GL 450.00 450.00

Total Number of GL Transactions Posted 8

k ok Kk ok kK k kK Kk k ok k K k k *

Posted to BR: Deposits 100.00
Disbursements 150.00
Transfers 100.00
Voids .00
Adjustments 100.00

Total Number of BR Transactions Posted 5

End of Report
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Cleared Transactions

Select Cleared Transactions from the Reconciliation menu to tell the system which transactions have
cleared the bank. You must post transactions in Bank Reconciliation and General Ledger before you
reconcile your checkbook.

Cleared Transactions Selection Screen 1

4, Cleared Transactions (Screen One) P =S|

Commands Edit Modes ©Other Help

xR @BE| ?e 0K | Abandan |

Include Unposted GL Journal Entries in Balance? 2

Bank Account |D |FNBDD1 3 1st National Bank

Bank Account Balance 5368.88

Statement Balance I 5139.38
Statement D ate |1 2/01/2000

[ |Company H | 054182000 |Temminal TOOD | OVR

Selection Description

Include Unposted GL To include any unposted journal entries from Genera Ledger in the calculated
Journal Entriesin bank balance enter YES, otherwise enter NO to exclude unposted entries.
Balance?

Bank Account 1D Enter the ID of the bank account you want to clear transaction for, or use the

Inquiry (F2) command to look up and select the ID from the list that appears.

Bank Account Balance The Balance of the account you chose will default in.

Satement Balance The last statement balance from the bank account record is displayed. Press
Enter to accept it, or enter the balance of the bank statement you are
reconciling.

Satement Date The last statement date from the bank account record isdisplayed. Press Enter to

accept it, or enter the date from the bank statement you are reconciling.
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Screen 2 of the Cleared Transactions function contains the reconciliation information. The Balance
information is displayed on the bottom section of the screen. The bank account balance and statement

balance from Screen 1 are displayed.

The outstanding amount is the sum of untagged transactions. This amount is updated automatically as
you tag and untag transactions. This amount is negative if the total of the outstanding checksis
greater than the total of the outstanding deposits.

The adjusted balance is the bank account balance minus the outstanding amount.

When you bank account is reconciled, the adjusted balance equals the statement balance.

Cleared Transaction Screen 2

4, Cleared Transactions (Screen Two) = =] |
Commands Edit Modes Other Scrcll Comumands  Help
2 x| RE B8 7S OK__ | _Abanden |
FNEDO1 - 1=t Mational Bank
Clear Type Jeposits Check Mumber  From | [
Tag Status 1=Tagged Only - Thiu I
Tag ChkMo Tran Date Dezcription Feference Amouint
[ of I
Balances: Bank Acct Outztanding Adjuzted Statement
5368.88 244,00 512488 5139.38
| E nter=tag/untag Tagal Untag all Beverze all I Specific I Balances I Header I |
|1 =Deposzits, 2=Disbursements, 3=Transfers, 4=Adjustments |Enmpany H |DEK1 8/2000 |TErmina| TO0O | OWR

In the top part of the screen you select the transactions to work with.

You can work with only one type of transaction at atime: deposits, disbursements, transfers or
adjustments.

You can work with tagged transactions, untagged transactions or both. You can select arange of
transaction dates to work with when you are working with deposits, transfers or adjustments. If you
are working with disbursements, you can select arange of check numbers.



Reconciliation

Cleared Transactions

Cleared Transactions

i, Cleared Transactions (Screen Two)

Comumands  Edit Modes

COther Seroll Commands  Help

=lol x|

DXz 2R AR ? e 0F | Abandon |
FNEDO1 - 1=t Mational Bank
Clear Type 1=Deposits - Transaction From | TF
Tag Status 3=Bath Tagged and Untag = Thiu I A
Tag  TranDate Chk/Dep Description Fieference Arnaunt
ml  12/04/2000 000135 _BR DEPDSIT JOT INC. [ EE =]
r 12/03/2000 001002 CASH SALES AR 12388.25| =
r 10172000 123456 BFR Deposit 100,00 =]
I
I
I
I
r hed
r =
r =|
[ 000001 of DODOO3 )
Balances: Bank Acct Outztanding Adjuzted Statement
5368.88 244,00 512488 5139.38
| Enter=tag/untag Tagal Untag all Beverse all I Specific I Balances I Header I |

| Company H | 05/18/2000 | Terminal TOOD | 0VR

The transactions for the type you selected are displayed. The options for tagging and untagging are
listed at the bottom of the screen. Press Enter to reverse the tag status of the highlighted transaction,
T to tag all the transactions on the screen, U to untag all of them, or R to reverse the tag status of all

of them.
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Outstandipg B__e}l_a_r)ges

ekl il gL =l
Commands Edit Maodes Other Seroll Commands Help
2RIz |E BE| ?e 0f | Abandon
FHBOO1 - 1st Mational Bank
Clear Type 1=Deposits 'l Tranzaction Fraom I L
Tag Status 3=Both Taaed and Untaa ~ | Thu [77
= ' Specificliem =lE)x]
Tag  TranDate Commands Edit Modes Other Help Amount _
s =N
e o o X t= mE| 2@ OK__ | Abandon | 12338.25] 2]
r 10A7/2000 | 100.00 2
r Deposits 15488.25 —
r Dizburzements [15062.25)
r Transfers [300_00)
r Adjustments 118.00
r Reconcile Amounts 14.50 =
r Press any key ... §
r =
[ 000001 of 000003 )
Balances: Bank Acct Outztanding Adjusted Statement
5368.88 24400 5124.88 5139.38
| Enter=tag.-"untag| Tagal | Untag all | Beverse all | Specific | Balances | Header | |
I [r i facmasmnnn (1 i rann [om

When you press B, awindow that shows a breakdown of the outstanding balance by transaction type
opens. The reconcile amount isthe statement balance minus the adjusted balance. When your account
isreconciled, the reconcile amount is zero.

If the statement balance doesn’'t equal the adjusted balance after you have tagged all the cleared
transactions, make sure that you have posted transactions in the General Ledger and Bank
Reconciliation by printing the Bank Account Register and the G/L journal for the cash account
specified in the bank account record.

If the reconcile amount is negative, you need to tag more disbursements, transfers, withdrawals or
credit adjustments; or you have tagged too many deposits or other debits.

If the reconcile amount is positive, you need to tag more deposits or debit adjustments; or you have
tagged too many disbursements, transfers or other credits.



Reconciliation Report

After you have tagged all the transactions that have cleared the bank, produce the Reconciliation
Report to check your work.

Reconciliation Report Selection Screen

S
Commands Edit Modes Other Help
Fxtz 2@ @ma| ?e 0K | Abandan |

Bank Account 1D [m—ﬂ

Transaction Date  From I//
Thru | £

Include Unposted GL Journal Entries in Balance? [

— Surmmary ar Detaill——
i+ Summary
= Detail

— Print:
& Cleared
" Outstanding
¢ Both

[ | Company H [05/18/2000 | Terminal TO0D | OVR

Enter the bank account ID and the range of transaction dates that you want to produce the report for.
If you produce the summary version of the report, only the reconciliation section is printed. If you

produce the detailed version of the report, the cleared and/or outstanding transactions are printed in
addition to the reconciliation section.
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Reconciliation

Reconciliation Report

05/18/2000 Builders Supply Page 1
1:55 PM Reconciliation Report
For Bank Account FNB001 1st National Bank as of 05/18/2000

Cleared Transactions

Check Trans. Date Type Description Ref. Src. Clr. Trans. Amount

TOTAL

05/18/2000 Builders Supply Page 2
1:55 PM Reconciliation Report
For Bank Account FNB001 1st National Bank as of 05/18/2000

Reconciliation
Bank-to-Book
Statement Balance 5139.38
Outstanding Transactions
Deposits 15488.25
Disbursements 15062.25-
Transfers 300.00-
Adjustments 118.00
ACCUMULATED BALANCE 5383.38
ACTUAL BOOK BALANCE 5368.88
UNRECONCILED AMOUNT 14.50
Book-to-Bank
Book Balance 5368.88
Outstanding Transactions
Deposits 15488.25-
Disbursements 15062.25
Transfers 300.00
Adjustments 118.00-
ACCUMULATED BALANCE 5124.88
STATEMENT BALANCE 5139.38
UNRECONCILED AMOUNT 14.50-

End of Report
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Purge Cleared Transactions

After you have tagged the correct transactions as cleared, and printed the Reconciliation Report,
select Purge Cleared Transactions from the Reconciliation menu to del ete the cleared transactions
from the Bank Reconciliation Transactions File.

You can purge transactions for a range of bank accounts and/or transaction dates.

Purge Cleared Transaction Selection Screen

i

Commands Edit Modes ©Other Help

>tz @ mE| e 0K | Abandon |
Have pou:

-- Completed Reconciliation?
--Made a Backup Copy? v

Bank Account 1D From

]

Thru I
I—
I—

=l2]

Trangaction Date  From A
Thru A

Compary H |05/18/2000 | Terminal TOO0O | 0WA

Note I

Leaving the Bank Account ID and Transaction Date fields blank will have the system remove all
cleared transaction.
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