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Welcome to OSAS

Welcome to the Bank Reconciliation application for OPEN SY STEM S
Accounting Software® (OSAS®). Bank Reconciliation helps you enter and track
bank transactions (deposits, disbursements, transfers, and adjustments) and
reconcile your bank account balance with the bank statement balance you receive
from your bank. You can also void checks or stop payment on checks entered into
the system through Bank Reconciliation or through other OSAS applications.

Bank Reconciliation plugs into Resource Manager, the foundation of OSAS.
Consult the Resource Manager guide for more information on basic OSAS
functionality and details on how Resource Manager works within the OSAS
system.

About This Guide

This guide describes the functions that make up the Bank Reconciliation
application and gives details on how Bank Reconciliation fitsinto your existing
business workflow. This guide is divided into these sections:

e Chapter 1 introduces OSAS and the Bank Reconciliation application, and
describes the basics of the Bank Reconciliation system and how to navigate
around OSAS.

e Chapter 2, Instalation and Conversion, details how to install Bank
Reconciliation using Resource Manager and how to create or convert the
datafilesit requires.

«  Chapter 3, Getting Started, gives information and checklists on the steps you
need to perform to set up Bank Reconciliation.

e Chapters 4 through 12 contain function descriptions organized by menu.

These chapters mirror the order that appears on the Bank Reconciliation
menu.
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Introduction

Welcome to OSAS

e The Appendixes contain supplimentary material not directly related to Bank
Reconciliation functionality.

* Thelndex isatopical reference to the information in the rest of the chapters,
and concludes this guide.

Conventions

Inquiry .

Maint

This guide uses the following conventions to present information.

When the Inquiry or Maintenance commands (or both) are available for afield,
the Inquiry and Maint flags appear in the margin. See page 1-22 and page 1-27
for more information on these commands.

When you see the phrase “ use the Proceed (OK) command” in this guide, press

Page Down in either text or graphical mode to continue. In graphical mode, you
can also click OK to proceed.
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The Bank Reconciliation System

Use the Bank Reconciliation system to enter and track bank transactions

(deposits, disbursements, transfers, and adjustments) and to reconcile your bank

account balance with the bank statement bal ance you receive from your bank.
You can also void checks or stop payment on checks entered into the system
through Bank Reconciliation or an interfaced application.

Application Interaction

Bank Reconciliation can be used as a standal one application, but you can get

optimal use from it when you interface it with other applications.

Accounts Bank Accounts
Payahle + » R iliation | (« R fvahl
Purchase
Order Payroll Sales Order
¥
General -+
» Ledger .

Interfacing applications means that the information you enter in one application
can be transferred to and used in other applications, reducing data entry time and

errors.

For information about application interfaces, see page 3-7.
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Introduction The Bank Reconciliation System

Menu Structure

1-6

The Bank Reconciliation menu structureis similar to the structure of other OSAS
applications: functions appear roughly in order of use.

File Maintenance

Use the functions on the File Maintenance menu to set up and maintain
information about your bank, transaction codes, and recurring adjustments to
your accounts. For example, use the Bank Accounts function to establish and
update information about your company’s bank accounts.

Transactions

After you establish the valid codes and I Ds through the File Maintenance
functions, you can use the Transactions functions to enter transactions (deposits,
disbursements, transfers, and adjustments), to void checks or stop payment on a
check, and then to post your transactions.

Reconciliation

When you receive a bank statement, you must specify which transactions have
cleared in order to reconcile your bank account balance (that is, the balance
stored in the system) with the bank statement balance. Use the Cleared
Transactions function to designate transactions as cleared. You can periodically
purge the system of cleared transactions to keep the clearing process simple.

Master File Lists

Information that you enter in the File Maintenance functionsis kept in master
files. Use the Master File Lists functions to produce the contents of the files:
detail s about bank account records, transaction codes, recurring adjustments, and
Bank Reconciliation tables.
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The Bank Reconciliation System Introduction

File Information

Theinformation you enter in Bank Reconciliation functions is stored in these
files:

The BRBAxxx (Bank Accounts) file containsinformation entered through the
Bank Accounts function: account description; account number; bank contact,
phone, and fax humbers; general ledger account number and balance; and last
statement date and balance for each bank account. Thisfile serves as a permanent
source of information. Data stays in thisfile until you removeit.

The BRCDxxx (Codes) file stores default descriptions for transaction references
and recurring adjustment entries, entered through the Codes function.

TheBRJIRxxx (Journal) file stores transactions entered through the Transactions
function. It is atemporary file: transactions stay here until you post them, at
which timethefileiserased (it is automatically re-created whenever you enter
more transactions).

The BRRAxxx (Recurring Adjustments) file stores adjustment transaction
information entered through the Recurring Adjustments function: bank account
ID, adjustment ID, amount of the adjustment, transaction description and
reference, and distribution information for the adjustment. Thisinformation can
be copied to the BRIRxxx file through the Transactions function.

The BRTRxxx (Transactions) file stores transactions posted from Bank

Reconciliation and, optionally, interfaced applications (Accounts Payable,
Purchase Order, Accounts Receivable, Sales Order, and Payroll).
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File Interaction
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Bank Reconciliation file interaction is based on the Bank Reconciliation work
cycle, which consists of daily work and reconciliation.

Daily Work

Daily work begins with entering transactions, which are stored in the BRIRxxx
file (the system creates it automatically). When entering transactions, you must
enter a bank account ID (from the BRBAxxx file). Transaction descriptions and
references come from the BRCDxxx file. If you enter arecurring adjustment, the
transaction information comes from the BRRAxxx file.

After you enter transactions, produce the BR Journal to check for errors.

When you post transactions, several files are effected:

*  Thetransactions are moved from the BRIRxxx file to the BRTRxxx file.

« If Bank Reconciliation interfaces with General L edger, the offsetting entries
are created in the GLIRxxx (General Ledger Journal) file. In addition, when
you post the GLIRxxx file to the GLMAxxx (General Ledger Master) file,

the general ledger account balances are updated in the BRBAxxx file.

« If Bank Reconciliation does not interface with General L edger, the general
ledger account balances in the BRBAxxx file are updated.

« TheBRJRxxx fileiserased.

Reconciliation

Reconciliation also begins with entering transactions—usually recurring
adjustments (such as finance charges and service charges) listed on your bank
statement. After these transactions are entered, verified, and posted to the
BRTRxxx file, you can begin clearing transactions.
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The Bank Reconciliation System Introduction

When you use the Cleared Transactions function, you must enter the statement
balance and statement date. This information updates the bank account record in
the BRBAxxx file.

You can clear only transactions posted to the BRTRxxx file. Cleared transactions
remain in the file until you remove them through the Purge Cleared
Transactions function. You should purge cleared transactions after you reconcile
the bank account.

Productivity Reports

Bank Reconciliation includes a number of productivity reportsin Microsoft
Excel® format. These reports connect directly to your OSAS data via the ODBC/
JDBC driver (included with OSAS 7.0) and allow you to use spreadsheet toolsto
mani pul ate the data as you want and produce charts and graphsto visualize
trends.

The spreadsheet reports are listed on the Productivity Reports menu. Double-
click areport name to automatically launch Excel or any other spreadsheet
program capable of opening an Excel-formatted spreadsheet to open the report.
Use the selection boxes to filter the information that appears in the report, or use
the tools within your spreadsheet software to create charts and graphs from the
report’s data.
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Starting OSAS

In Windows

In Other
Operating
Systems

Using
Parameters

OSAS runs on an operating system supported by 150 MB of permanent storage
and 4 MB of RAM. You may need additional space or memory, depending on the
size of your datafiles and the operating system you use. Consult your reseller for
more information.

To start OSA S on a computer running Windows, double-click the OSAS shortcut
on the desktop or access the program from the Start menu.

To start OSAS on an operating system other than Windows, enter osas at the
operating system prompt. If your operating system has graphical capabilities, you
can also use the OSA S shortcut to start OSAS.

You can use the -u, -, -a, and -t parametersin OSAS shortcut properties or after
the osas command so that the system automatically uses the appropriate user 1D,
company 1D, and access code to save time logging in.

In Windows, open the OSAS shortcut’s properties and enter these parameters
after the path in the Target field (as in the example below; be sure to use the
correct directories for your system).

C:\basis\bin\bbj.exe osasstrt.txt -q -tTOO -cD:\osas70\progrm\config.bbx - -uSam
-aapple -cH

Note: In Windows, the -u, -c, and -a parameters must follow the separation dash.

In other operating systems, enter the parameters after the osas command, asin
this example:

osas -t T2 -c B -a apple

Note: You can enter these parametersin any order, but you must leave a space
between the parameter mark (-t, -c, or -a) and the parameter itself.

Refer to the Resource Manager guide for more information on these parameters.
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Starting OSAS

Logging In

After you start OSAS, the login screen appears.

1 |OSAS Login

O5AS:

T DPEN SYSTEMS?® Accounting Softwire

User D Sam
Company [0 H Builders Supply w

Access Code

Save Passward?

Tologinto OSAS, enter your User ID, the Company ID you want to work with,
and your Access Code. If you want to save your access code so that you do not
need to enter it again, select the Save Password? check box (or enter Y in text
mode) to save your information. Finally, click OK or press Enter to log in.

This screen appears only after you have set up users and access codes for the
OSAS system.

Access Codes

112

Access codes limit use of the system and protect sensitive information. Each
code allows access to specific applications, menus, and functions. If you cannot
select amenu or function, your access code is not authorized for it. Use the
Access Codes function in Resource Manager to set up access codes.

To change access codes, select Access code from the File menu, click the

Access Code button on the toolbar, or press F4 on the main menu. When the
Access Code box appears, enter the access code to change to and press Enter.
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Workstation Date

To change the workstation date, select Workstation date from the File menu,
click the Change Date button on the toolbar, or press F6.

& Set Workstation Date [Z||§|PZ|
Commands  Edit Modes Other Help

2xEeema]? ¢@@ (&K )
‘Work station Date 08/02/2005 E

When the Workstation Date box appears, use the button or your keyboard to enter
the date and press Enter.
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Navigating OSAS

OSAS menus and functions are available in two modes: graphica and text. The
graphical mode allows both keyboard and mouse commands and uses data entry
fields and buttons similar to those found in any graphical software program. The
text mode presents information in a simpler text format and uses keyboard
commands to access functions and move around the screen. If you use an
operating system that does not have graphical capabilities, the text modeis the
only mode available.

You can use either text or graphical function screensindepently of the main
menu. For example, you can use text function screens while using the graphical
main menu, and vice versa. Select GUI Functions from the Modes menu or press
Shift+F6 to toggle between the text and graphical modes for function screens.

When available, press Shift+F5 to switch between graphical and text menu
modes, or press Shift+F6 to switch between modes on function screens. You can
also use the Resource Manager Defaults function to select the default mode to
use for the main menu and function screens.

In text mode, use the Page Up, Page Down, arrow, and Enter keysto move
between menus, select and enter functions, and move around function screens.
When alist of commands appears at the bottom of a function screen, press the
highlighted letter to use a command. These methods al so work in graphical
mode, or you can use the mouse to click on fields and command buttons.

Graphical Mode

If you're familiar with other graphical software programs, you'll find it easy to
navigate around the OSAS graphical mode, which uses buttons, toolbars, text
entry boxes, and menus to help you move through your tasks.
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Introduction Navigating OSAS

Main Menu

If you use BBj in graphical mode, the main menu isavailable in two flavors:
graphical and MDI. To switch between the two styles, press Shift+F5. If you use
Visual PRO/5, the graphical main menu is the only graphical menu available.

Graphical The graphical main menu is shown below.
Main Menu

& | TODO - OPEN SYSTEMS® Accounting Software
File Modes Tools Favorites Other Help

Gl L e 2 @A & D

OSAS

OPEN SYSTEMS? dccounting Saftware

H  Builders Supply b

Kain Menu General Ledger - 2005
Billz of Materialz/Kitting ournal Tranzactions Tranzactions

Bank Reconciliation Feports Copy Recuring Entries

Paproll with Direct Deposit Productivity Reports GL Journal

Fixed Aszets Periodic Processing GL Activity Report

General Ledger File Maintenance GL and Transaction |nguiry
Inventary Statement Maintenance Edit Transactions

Job Cost Master File Lists Fost to Master

Purchase Order

Sales Order

Fesource Manager

| | Campany H | Terminal TOO0 | 08/02/2005 | &:50 AM

You can move around the graphical menu in these ways:

e Click an application to view that application’s menu. Click a menu item to
view its functions. Double-click afunction name to enter that function.

e Toexit from the graphical menu, click a different application or menu name
or press Tab to return to the main menu.

e Toexit from OSAS, click the Close box in the upper-right corner of the
screen, press F7, or select Exit from the File menu.
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MDI Main
Menu

The MDI menu centralizes all OSAS functionality in one location: applications
appear as tabs at the top of the screen, their menus and functions appear in a
navigation pane on the left side of the screen, and function screens appear in the
large pane on the right. Using this menu, you can open more than one function
screen at atime and move or minimize screens as needed. However, you cannot
open two functions that lock the same data file at the same time.

Fie Modes Tools Other “Window Help

T5 S e 7 @ & Company ID |H  Builders Supply v Date: 08/02/2005 User ID: Sam

BOM./Kitting| Reconciiation | Payroll| Assets| Ledaer - 2005 | Inventory | Job Cost|| Purchasing

Orders | Resource M

& 2005 Edit Transactions

Commands Modes Other  Scroll Commands  Help

: o 2xiz[nama-¢/00
Gl saction Inguiry
Edit Transactions
k GL Account Debit Credit Reference Pd Cllr
Description Date Src Alle

¥ 2 =
SALES 12/03/2005 AR M | &
501000 634,94 AR 12 M | @&
COST OF SALES 12/03/2006 AR [v]
100000 12388.25 AR 12 ¥
CASH SALES 12/03/2005 AR ¥
203300 549 45 |4/R 12 [v]
SALES TAX 12/03/2005 AR ¥
104400 £934.94 |AR 12 ¥
INVENTORY 12/03/2006 AR M=
104200 25033.40 i 12 ¥ 53]
AP LINE ITEMS 12/03/2006 AP [¥] =)
Entry  DOODD1
------- Balance -
00
[ Enter=edt_ | [ allocate | [ Goto |

| Campany H | 08/02/2005 | Terminal TOOD | 0V

You can move around the MDI menu these ways:

e Toview an application’s menus, click that application’stab.

*  Toview the functions a menu contains, click the menu name. The menu
expandsto list the functionsit contains. Click the function name to enter the
function. The function screen appears in the right pane.

e Toexit from amenu, click adifferent menu name or application tab. To exit
from OSAS, click the Close box in the upper-right corner of the screen,
press F7, or select Exit from the File menu.
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Function Screens

1-18

Graphical screens contain the same functionality as text screens, presented in a
graphical format that includes easy access to commands via the mouse.

3% Tax Locations ['._||E|FZ|
Commands Modes  Other  Scroll Commands  Help
2Xiz|ne @n[-¢[00
Tau Location 9 Mame | |
Tau Level Taux D
Auathority Tax on:
T ax Liability Acct Tax Refundable Acct l:l
Clazs  Description Sales Tax Purch Tax Tax Collected Tax Paid
uj] 0.000 0.000 .an .an g]
0z Exempt S ales 0.000 0.000 oo oo E]
03 Ind/&ar Prod. 0.000 0.000 .an .an
04 Interstate Comm 0.000 0.000 .oa .oa
05 Matar Yehicles 0.000 0.000 .an .an
06 Food Products 0.000 0.000 .an .an
07 Clathing 0.000 0.000 .00 .00 E]
0g Gasoline 0.000 0.000 .an U=
03 Services 0.000 0.000 .an .an E]
Total 1307.00 .00
Calculated 1307.01 fili]
Over/Short -0 fili]
[ Enter = edit] [Tax Loc:] [ First ] [ Last ] [ Newt ] [ Prev ] [ g ] [ Header]

| | Compary H | 08/02/2005 | Terminal TOOD | 0VA

You can move around the screen in these ways:

»  Usethe mouse or press Tab to move from field to field. Use the scroll
buttons to move from line to line in scrolling regions.

« If ascreen appears prompting for the kind of information to enter or
maintain (such as on File Maintenance or Transactions screens), select the
appropriate option and click OK to continue.

* PressPage Down if prompted to move to the next section.

e Click Header when it appears to return to the screen’s header section.

*  PressF7 to exit the screen and return to the main menu.
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Menus

Shortcut
Menu

Other
Commands
Menu

Both the graphical main menu and graphical function screens contain drop-down
menus that give you access to additional commands without using the function
keys. While you can use the function keys to access commandsin graphical
mode, you may find it easier to access command through these menus.

To access a menu’s commands, click a menu title. The commands for that menu
appear, followed by any associated hot key combinationsin brackets < >. To use
acommand, click the command name or press the hot key combination.

Refer to the Resource Manager guide for more information on the menus
availablein OSAS and their commands.

OSAS gives you quick access to commands relating to the screen you' re using
viaashortcut menu. The commands that are avail able depend on the function and
the field you are currently using. To use these commands, click the right mouse
button and select the command from the menu that appears.

On the main menu, the shortcut menu gives you access to commands that help
you manage your Favorites menu, switch between sample and live data, perform
certain setup tasks, and view function information. On function screens, this
menu helps you access help documentation, move around the function screen,
work with EIS dashboards, and so on.

The Other Commands (or F4) menu is available on both graphical and text
menu and function screens and gives you access to additional utilities and
commands not directly related to the function you’ re currently using. Among
other things, these commands open cal cul ators or allow you to view or enter
additional information. In text mode, press F4 twice on the menu or once on
function screens to access this menu.

Consult Appendix A in the Resource Manager guide for more information on the
commands available on the Other Commands menu.
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Information
Menu

Favorites
Menu
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The Information (or Shift+F2) menu is available in some graphical or text
function screensin certain applications and gives you access to additional
information about a customer, vendor, item, job, bill of material, or employee.
The commands available on the Information menu are determined by the
applications you have installed, and can include:

*  General Information
e Comments

e History

¢ Documents

e Address Lookup

Not all of the commands above appear on every Information menu; instead,
commands are available only asthey are relevant to the task you are performing.
For example, if you are entering a transaction in Accounts Receivable, you can
access comments or documents about items or customers but not about
employees or vendors.

Consult Appendix A in the Resource Manager guide for more information on
how to use the functions on the Information menu.

The Favorites menu gives you quick access to the OSA S functions you use most
by allowing you to add selections for entire menus or particular functionsto a
custom menu. After you' ve set up the menu, select Change to Favorites from
the graphical Favorites menu or press F2 to access the functions.

The Favorites menu saves you time by eliminating the need to switch between
applications. You can add functions from several different applications to the
Favorites menu and access them all there rather than switching between
applications on the main menu to access the functions you need.

To add afunction to the Favorites menu, select the function you want to add and
press F10. Press F2 to switch to the Favorites menu to confirm that your
selection was added.

To remove afunction from the menu, select the function on the Favorites menu
that you want to remove and press F10 again.
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Toolbars

As with menus, graphical screens also contain toolbarsthat give you fast access
to the most frequently used OSAS commands. The toolbar for the main menu
differs dightly from that of function screens.

Main Menu The toolbar for the main menu is shown below. Click a button to access that
Toolbar command.
Access Command Calendar Toggle
Code Help Favorites

L=
\2/
o=l
=
El

G

Workstation Application Calculator Call a BBj/Pro5
Date Versions Program
Function Thetoolbar for function screens is shown below. Click a button to access that
Screen command.
Toolbar
File Start Paste Calendar Online
Maintenance Over Documentation
2RI 2R @A e @.|@.
Delete Copy Calculator Field Address
Help Mapping
Date Fields

If you use BBj in graphical mode, click the Calendar button when it appears next
to date fields to open a calendar so that you can select the date you want to enter
into that field.
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Browse

E] If you use BBj in graphical mode, you can use the Browse button when it

appears next to fields to navigate to directories and files and automatically enter
file pathsinto that field. Click the Browse button to open the Select Directory/
File screen, then navigate to the directory or file and click Open to automatically
enter the file path in the field.

Inquiry

&

The Inquiry command helps you look up and select valid entries for fields that
are connected to master file records. For example, when you use the Inquiry
command in aBatch ID field, OSAS|lists al batches you have set up so that you
can select the one you want to enter in that field. When the Inquiry button
appears next to afield, you can either click the button or press F2 to open the
Inquiry screen and search for valid entries.

Maintenance

The Maintenance command allows you to enter or edit master file records on the
fly from within functions. For example, you can use the Maintenance command
to add a new customer or item from within the Transactions function. The

M aintenance command is available when the Maintenance button appears onthe
toolbar. Click the button or press F6 to open the File Maintenance function
associated with that field and enter or edit a new master file record.

Address Mapping

When you are working with a screen that contains an address, you can use the
Address Mapping command to view a map of that address. This command
combines address information with the URL and search variablesin the Resource
Manager Web Setup function and the Map Lookup ID in the Company Setup
function to direct your web browser to a mapping website and generate the map.

Note: Before you can view maps, you must set up mapping website information
in the Resource Manager Web Setup function, select the Map Lookup ID to use
in the Resource Manager Company Information function, and enter the path to

your workstation’s web browser in the Resource Manager Defaults function.
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Text Mode

The OSAS text mode is available on all operating systems. If you use OSAS on
an operating system that does not have graphical capabilities, the text modeisthe
only mode available. In text mode, all screens are presented in an easy-to-use
textual interface that you navigate through using keyboard commands.

Main Menu

The text main menu is shown below.

& 0SAS TOOD
Settings Edit  Print  Help

=1

06/01/2005

Comnpany H - Builders Supply

12:27 PH

Toono

Main Menu

General Ledger_

OFEN SYSTEMS (R) Accounting Software —|JRORBONOEUCEEH—

When you select an application, the application’s menu is superimposed over the
main menu. Selecting an entry on an application menu opens a function screen or

asubmenu.
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You can move around the text main menu in these ways:

e Usethe arrow keys to move the cursor up and down to highlight the
application you want. Then press Enter to select it.

* Pressthefirst letter of the application you want to move the cursor to the
first application beginning with that letter. Continue to press the letter key or
the down arrow until the application you want is highlighted, then press
Enter to select it.

» Usethe mouseto click an application to view that application’s menu.

«  To moveto the first application on the menu, press Home. To move to the
last application on the menu, press End.

e On an application menu, press Page Up to move to the menu immediately
behind it. If you are several levels away from the main menu, you can return
to the main menu by pressing Page Up repeatedly or by pressing Tab once.

e Toexit from OSAS, press F7.

Bank Reconciliation User’'s Manual



Navigating OSAS

Introduction

Function Screens

Like the text menu, OSA S text function screens can be used on all operating
systems and in combination with graphical menus.

Settings Edit  Print  Help

Invoices

Transaction Type

You can move around the screen these ways:

Press Enter or the down arrow to move from field to field.

To use acommand that is listed in the command bar, press the highlighted
letter.

Use hot key commands to access information screens or to toggle commands
on and off. Refer to Appendix B in the Resource Manager guide for more
information on these commands and their corresponding hot keys.

If a screen contains more than one section, press Page Down when
prompted to move to the next section.
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« |f amenu appears prompting you for the kind of information to enter or
maintain (such asin the example and on Transaction and File Maintenance
screens), select the appropriate option and press Enter.

e To exit the screen and return to the menu, press F7.

Menus

Other
Commands

Information
Menu

Favorites
Menu

1-26

Like the graphical mode, the text mode a so includes menus that give you access
to commands that open additional utilities, show additional information about the
task at hand, or set up a custom menu that contains frequently-used commands.

Refer to Appendix A in the Resource Manager guide for full details about the
menus available in OSAS.

The Other Commands (or F4) menu gives you access to additional utilities and
commands not directly related to the function you’ re currently using. In text
mode, press F4 twice on the menu or once on function screens to access this
menu. See page 1-19 for more information on this menu.

The Information (or Shift+F2) menu gives you access to additional information
about a customer, vendor, item, job, bill of material, or employee. In text mode,
this menu is available when the Info flag appears at the bottom of afunction
screen.

The commands on the menu are avail able only asthey are relevant to the task
you are performing. For example, if you are entering a transaction in Accounts
Receivable, you can access comments or documents about items or customers
but not about employees or vendors. See page 1-20 for more information.

The Favorites menu allows you add the OSA S menus or functions you use most
frequently to a custom menu. After you' ve set up the menu, select Change to
Favorites from the graphical Favorites menu or press F2 to access the functions.

To add afunction to the Favorites menu, select the function you want to add
from the main menu and press F10. To remove afunction from the menu, select
the function on the Favorites menu that you want to remove and press F10 again.
See page 1-20 for more information on this menu.
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Commands and Flags

Both the text menu and text function screens let you use commands to drill down
to more information, change companies or access codes, switch to sample data,
and perform tasks related to the function you are using. These commands are
ana ogous to the commands contained on drop-down menusin graphical mode.

You access commands by pressing the hot key combination for the command you
want to use. If you' re working with a keyboard that lacks function keys (labeled
with an F followed by a number) or if you' re working with an emulator in UNIX
(which can cause function keys to become unavail able), press the appropriate
alternate key combination to access the command.

Refer to Appendix B in the Resource Manager guide for alist of all OSAS
commands and their associated hot keys.

Not all commands are available for every function or field; when a command is
available, aflag appears at the bottom of the function screen. Common flags
include Quick, Info, Maint, Inquiry, and Verify.

e TheQuick flag remindsyou that you are using the Quick Entry mode to skip
fields that are not required. Press Ctrl+F to toggle quick entry on and off.

*  When the Info flag appears, press Shift+F2 to access the Information menu
to access additional information about a customer, vendor, item, job, bill of
material, or employee. See page 1-20 for more information on this menu.

e When the Maint flag appears, press F6 to launch the appropriate File
Maintenance function to edit a master file record or enter anew one “on the
fly.” When you finish, press F7 to return to the function you were using.

e WhentheInquiry flag appears, press F2 to use the Inquiry command to look
up additional information and select valid entries for the field you arein.

e The Verify flag reminds you that you are using verification. When this flag
appears, you must provide verification when you press Page Down or use
the Proceed (OK) command. Press Ctrl+V to toggle verification on and off.
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Command Bar

The command bar appears at the bottom of function screen and gives you access
to commands that allow you to move around the screen, add or edit information,
change settings for selected lines, or select output devices.

Enter = edit, Append, Header, Totals, View, Online, Next trans

The commands that are available depend upon the function you are using, and are
ana ogous to the command buttons available on graphical screens. Pressthe
highlighted key to use a command.

Messages

M essages appear at the bottom of the screen when a command is unavailable or
when OSAS needs information to continue.

Verification
{_ Press <Pgln> to proceed

Address Mapping

When you are working with a screen that contains an address, you can use the
Address Mapping command menu to view a map of that address. This
command combines address information with the URL and search variablesin
the Resource Manager Web Setup function and the Map Lookup ID in the
Company Setup function to direct your web browser to a mapping website and
generate the map.

The Address Mapping command is available when the Map flag appears at the
bottom of the screen. To view a map of the first address on the screen, press
Shift+F4. To view a map of the second address (if present), press Shift+F5. The
second command is not available when there is only one address.

Note: Before you can view maps, you must set up mapping website information
in the Resource Manager Web Setup function, select the Map Lookup ID to use
in the Resource Manager Company Information function, and enter the path to
your workstation’s web browser in the Resource Manager Defaults function.
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Reports

All OSAS applications contain a variety of reports to help you view and analyze
your business data. Each report function includes a selection screen that alows
you to select the range of information to include in the report, which appears in
alphabetical order when the report is produced. After you select the information
to include, use one of these options to output the report:

e Select Printer (or enter P in text mode) to send the report to a printer, then
select the printer to use.

e Select Print Preview (or enter R) to view the report in a preview window,
from which you can print the report later. This option isonly available on
Windows or graphical Linux workstations running BB;j.

e Select File (or enter F) to save the report to afile, then change the directory
path and file name (followed by the .txt extension), if necessary. Directory
paths and file names must be less than 35 charactersin length.

Note: To preserve formatting, view the reports you save to atext file with a
fixed-width or monospaced font (Courier or Lucida Console, for example).

e Intext mode, enter S to view the report directly in an OSAS function screen,
then select whether to view it in Standard or Compressed width.

e  When available, select Email (or enter M) to e-mail the report, then enter the
e-mail address to sent the message to, the subject for the message, and
whether to include the report as an attachment to the message.

Generally, reports or forms that make up part of your audit trail cannot be
e-mailed. You also must set up your e-mail system in Resource Manager
before you can e-mail reports.

Note: To preserve formatting, view e-mailed reports (or attachments) with a
fixed-width or monospaced font (Courier or Lucida Console, for example).

Consult the Resource Manager guide for more information about reports.

Bank Reconciliation User’'s Manual 1-29






Installation and Conversion

Installation
Conversion

Bank Reconciliation User’'s Manual

2-3
2-5

2-1






Installation

Before You Install Bank Reconciliation

Make sure your system meets these minimum requirements before you install
Bank Reconciliation.

The Bank Reconciliation system needs a minimum of 3 megabytes (3 MB) of
disk spaceto work correctly with programs, sample data, data dictionaries,
system files, and graphics files. Having more disk space available is necessary
for the data files you create and maintain.

The OSAS system requires at | east one megabyte (1 MB) of main memory to run.
More memory may be necessary in certain environments and operating systems.

Installing Bank Reconciliation

Usethe Install Applications function in Resource Manager (see the Resource
Manager User’s Manual) to install Bank Reconciliation.

Setting up Bank Reconciliation

Onceyou install Bank Reconciliation on your system, you must prepare your
datafilesfor everyday use.

You can prepare files for use with Bank Reconciliation in one of two ways: you
can create and set up your files manually on a new system, or you can convert
your old fileswhen you upgrade from an earlier version. To create files on anew
system, use the Data File Creation function on the Company Setup menu in
Resource Manager (see the Resource Manager User’s Manual). For instructions
on converting your files, see the Conversion section later in this chapter.
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If you plan to use General Ledger with Bank Reconciliation, you must install and
set up GL before you set up Bank Reconciliation. If you plan to use Accounts
Payable, Purchase Order, Accounts Receivable, Sales Order, or Payroll with
Bank Reconciliation, set up those applications after you set up Bank
Reconciliation.

2-4 Bank Reconciliation User’'s Manual



Conversion

If you use an earlier version of OSAS Bank Reconciliation, you can convert your
filesfrom the older version to the current version.

When you are ready to convert files, use the Data File Conversion function on
the Company Setup menu in Resource Manager (see the Resource Manager
User’s Guide) to upgrade Bank Reconciliation datafiles. You can upgrade from
version 4.xx, 5.xx, or 6.xx.

If you are converting from version 6.5x to 7.0, no conversion is necessary. You
should still use the Data File Conversion function to copy datafiles from the old
data directory to the new directory, however.

Note I

You must install the new version of Bank Reconciliation before you convert
files. You can replace and update the programs properly only by using the
Install Applications function in Resource Manager.

Before you convert an application’s files, make note of the version number
of the application from which you are converting. The Data File Conversion
function has no way of determining the information from within the
function.

Before you convert an application’sfiles, back up your datafiles.

Consider Your Setup

Before you try to convert from your version of Bank Reconciliation, consider the
exact setup of your system. Since OSAS code can be customized, modifications
to your system might be lost if you install a new version of a program or update a
file. If you are not sure if your system isready for conversion, consult your
value-added resdller.
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Converting to Version 7.0

Select Data File Conversion from the Company Setup menu in Resource
Manager. The function screen appears.

& Data File Conversion

Commands Edit Modes Other Help

2xizlanmn|/zo|0a@

Select directory on which to creste files.

Enter directory that containg the files to be converted.

DIOSASE0S data =
Do you want source files erazed after conversion? Fl
Do you want conversion to pause if a problem is found?

Appl Description “ersion Appl Description “ersion
GL General Ledger 6.12
AP Accounts Payable 6.05
AR Accounts Receivable 6.05
BR Bank Reconciliation 612
FA Fixed Assets 6.05
J0 Job Cost 4.50
Q)

| |Company H [08A18/2005 |Terminal TO0D | NS

1. Thesystem displaysall valid OSA S data paths. Select the destination
directory where your new data files will reside.

2. Enter the path (drive and directory) that has the files you want to convert.
You cannot enter the same path as the path you selected as the destination.

3. If youwant source files to be erased after conversion, select the check box
(or enter Y in text mode); if not, clear the box (or enter N in text mode).

4. If you want the conversion processto pauseif a problem occurs, select the
check box (or enter Y in text mode); if not, clear the box (or enter N in text
mode). The system considers file corruption or evidence of data not
converting correctly a problem.
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10.

11

12.

Enter BR in the Appl column; Bank Reconciliation appears.

Enter your earlier version number of Bank Reconciliation, and press Enter.
(You can determine the version by looking at the copyrights screen when
you start OSAS, or in most versions, by using the Application Information
tool button on the menu screen in graphical mode or by pressing Shift+F2 in
text mode.

If datafiles already exist for Bank Reconciliation in the intended destination
path, the BR data files exist. Do you want this task to erase them? prompt
appears. If you want to erase the existing files and convert the files from the
version in the source path, select Yes (or enter Y in text mode); if not, select
No (or enter N in text mode). If you elect not to erase existing files, you must
change your directory choices so that no conflict exists.

To convert, use the Proceed (OK) command.

The Do you want a printout of error log after each application? prompt
appears. If you want the error log to be produced after files are converted for
each application, select Yes (or enter Y in text mode); if you want the log to
be produced after filesfor all applications are converted, select No (or enter
N in text mode). If you are converting only Bank Reconciliation files, your
answer to this prompt makes no difference.

Answer the questions that appear relating to the conversion of the employee
history and last-year files.

If aproblem occurs and you indicated that you want the system to pause
when a problem occurs, a prompt alerts you. To stop the conversion process,
select Yes (or enter Y in text mode). To let the conversion run its course and
investigate later, select No (or enter N in text mode).

When the process is finished, the files are converted. Select the output
device for the error log.

After conversion is finished and the error log is produced, the main menu—
with Bank Reconciliation added—appears.
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Setup Considerations

After you have installed the software for the first time or after you have upgraded
the software, you must set up the system. Follow the setup procedures carefully;
the choices you make determine how the system will operate.

Codes and IDs

When you set up the system, you assign codes and IDs to tell the system how to
identify each item on file. The system uses these identifiersto organize the
information in reports and inquiry windows.

The system arranges code charactersin a particular order. In the following list
codes and | Ds are sorted from lowest to highest, and dashes represent blank

spaces.
————— 0
————— 1
————— z
————— a
————01
__a___
000000
000001

1

The organization of these codes illustrates the following principles:

e Thesystem reads codes from left to right until it finds something other than a
blank space.
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Items that make up a code are always listed alphabetically. The items are
listed in this order for each position:

e blank spaces

e characters(-, *, /, and so forth)
e numbers (0-9)

e uppercase letters (A—-2)

* lowercase letters (a—2)

Alphabetical rules are not intuitive when numbers areinvolved. Numbers are
sorted as if they were letters: When the first characters of severa IDs are
compared, the ID with the smallest first character is placed firstin thelist. If
thefirst character of the IDsis the same, the second characters are compared
and the ID with the smallest second character is placed first in the list. This
comparison is made for each character in the range of IDsuntil the IDs are
clearly in aphabetical order.

If you use numbersfor IDs, pad them with zeros so that they are all the same
length and numeric rules can hold true. For example, in a phabetical sorting
ID 112 comes before ID 60, since anything that starts with 1 comes before
anything that starts with 6 alphabetically. If ID 60 were |D 000060 and ID
112 were | D 000112, ID 000060 would be listed first, since 060 is less than
112 alphabetically and numerically.

When you assign | Ds and codes, establish aformat that makes sense for your
business and use it consistently. The following suggestions may help:

To prevent organi zation problems, use zerosto make all IDsthe same length.
If IDs are divided into more than one part, the parts should be the same
length in every ID. Do not use spaces to divide IDs into more than one part.
For example, use ACE-01 and ACE-11 instead of ACE-1 and ACE-11 or
ACE01.

If you use lettersin IDs, use either all uppercase or all lowercase letters so
that the IDs can be sorted correctly.
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e Usedescriptive IDs. For example, FNB0O1 and SNB0O2 are more
descriptive I Ds than 000001 and 000002. (If you aready use a numbered
system, you might want to stick with it.)

e If youwant to sort items by a particular attribute—name or group—put the
attribute in the ID. For example, to organize bank accounts by name, put the
first characters of the name of the bank in the bank account ID.

e Toensurethat you can insert new items into a sequence, use a combination
of letters and numbers that leaves room in the sequence for later additions.
For example, setting up two consecutive | Ds of FNB001 and FNBOO5 leaves
room for three bank accountsin between.
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Follow the steps below to set up the Bank Reconciliation system. Each step is
explained in this section.

Set up the options and interfaces.

Build the BRBAxxx (Bank Accounts) file.
Enter initial balances.

Set up access codes.

Set up a backup schedule.

Note I

Bank Reconciliation has no tables to set up. The OPTxxx (Options) table
stores options and interfaces settings. Maintain the information stored in this
table through Resource Manager functions, not through the table itself.

gk

Options and Interfaces

An application can be interfaced to work in conjunction with other applications.
Bank Reconciliation can be interfaced with Genera Ledger, Accounts Payable/
Purchase Order, Accounts Receivable/Sales Order, and Payroll.

General Ledger

When Bank Reconciliation interfaces with General Ledger, you can use the
Inquiry (F2) command to look up and select general ledger account numbers
when you enter bank accounts. In addition, posting bank reconciliation
transactions makes offsetting entries that update the GLIRxxx (General Ledger
Journal) file. Finally, the general ledger accounts assigned to the bank account
records use the balances in the GLMAxxx (General Ledger Master) file.
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Accounts Payable/Purchase Order

When Bank Reconciliation interfaces with Accounts Payable/Purchase Order,
you can specify the ID of the bank account the checks are paid from when you
post payments. Summary entries of the checks are created in the BRTRxxx
(Transactions) file for that bank account.

Accounts Receivable/Sales Order

When Bank Reconciliation interfaces with Accounts Receivable/Sales Order,
posting accounts receivable transactions updates the BRTRxxx file with deposits
for cash sales and cash receipts in the bank accounts specified.

Payroll
When Bank Reconciliation interfaces with Payroll, you can specify the ID of the

bank account the checks are paid from when you post checks. Summary entries
of the checks are created in the BRTRxxx file for that bank account.
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Options and Interfaces

Select Options and Interfaces from the Resource Manager Company Setup
menu. The Options and Interfaces screen appears.

The name of the company you are working with appears. Specify whether the
Optionstable is shared or owned. (See the Resource Manager User’s Manual for
information about Options tables.) Then enter BR as the application ID. The
Bank Reconciliation Options screen appears.

& Bank Reconciliation Options

Commands Modes Other  Scroll Commands  Help
2xiz|ne@n[2¢[/0e
Descripti Walue
&
k)
&
5
5]
Cption ¢ 001 of 004 1
T
| | Company H |08/22/2005 | Terminal TO0O |OWR

For Bank Reconciliation, there is only one option: whether or not you want to
interface Bank Reconciliation with General Ledger. This interface option
depends on whether or not General Ledger isinstalled. Do not try to interface
Bank Reconciliation with General Ledger if General Ledger is not installed.

Set up the interface between Bank Reconciliation and Accounts Payable/
Purchase Order, Accounts Receivable/Sales Order, and Payroll in those
applications, not in Bank Reconciliation. Seethe Setup section in each
application’s user’s manual for more information.
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Press Enter to interface Bank Reconciliation with General Ledger. When you
finish, press W to save your entries. Then exit to the Options and Interfaces
screen. Select another application whose options and interfaces you want to
change, or exit to the Resource Manager Company Setup menu.

Bank Accounts

The BRBAxxx (Bank Accounts) file stores information about your company’s
checking and savings accounts that you will reconcile. If you are installing Bank
Reconciliation for the first time, collect the up-to-date information about your
bank accounts and enter the information into the BRBAxxx file before you begin
operations. UsetheBank Accounts function (see page 3-10) to set up and update
bank account information.

Each bank account record should have aunique ID. In each record you record
such things as the bank account number and description, the contact at the bank,
the account’s general ledger account number, and the last statement date and
balance. If Bank Reconciliation does not interface with General L edger, you can
also enter the balance of the general ledger bank account.

Initial Balances

3-10

After you have set up your bank accounts, set up theinitial balances of your bank
accounts. Follow these steps:

1. Inthebank account records enter the last statement balance and date of each
bank account. If Bank Reconciliation does not interface with General
L edger, enter the balance of the general ledger account assigned to each
bank account record.

2. Turn off the interface between Bank Reconciliation and General Ledger (see
Options and Interfaces above).

3. Enter, verify, and post the outstanding transactions since your last bank
statement (see Chapter 4).
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After you post the outstanding transactions, turn on the interface between Bank
Reconciliation and General L edger.

Note I

If Bank Reconciliation interfaces with General Ledger, Accounts
Receivable/Sales Order, Accounts Payable/Purchase Order, and Payroll, see
the Setup sections in those user’s manuals before you begin processing in
the Bank Reconciliation system. If those systems are not properly set up,
errors can result in your data.

Access Codes

To safeguard your system, prevent access by unauthorized people. Use the
Resource Manager Access Codes function to set up access codes on your
system. You can set up access codes for the Bank Reconciliation system itself,
for menus in the system, and for individual functions. To control users’ accessto
menus and functions, you can set up an access code for each user or group of
usersthat performs the same functions.

A Code for Each Company

Access codes are company-specific. When you set up an access code for a user,
the code is assigned the company you are currently in.

Because the codes are company-specific, you must set up a code for each
company auser needsto access. You can use the same code for each company so
that the user does not need to remember different codes. For example, you can set
up the access code CHARM for companies A01, BO1, and CO1 so that a user can
use the same code for each company.
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What Should Be Protected

Because of the sensitive nature of some of the information in the Bank
Reconciliation datafiles and reports, you should limit access to the functions that
provide confidential information or are sensitive to change. For maximum
security, protect the Bank Reconciliation application itself, each of the Bank
Reconciliation menus, and the individual functions.

After you have set up your access codes, print alist of the codes and storeitin a
safe place. For more information about access codes, see the Resource Manager
User’s Manual.

Backup Schedule
Plan a backup schedule before you begin day-to-day operations.

You can lose files because of disk drive problems, power surges and outages, and
other unforeseen circumstances. Protect yourself against such an expensive crisis
by planning and sticking to a backup schedule.

Backing up Data Files

Back up your Bank Reconciliation data files whenever they change—every day
or every week—and before you run the Post Transactions and Purge Cleared
Transactions functions.

Backing up Programs

Once amonth or so, back up your programs. Even though these files do not
change, backup media can be damaged or deteriorate, so it paysto have afresh
copy in storage in case you need it.

Media

K eep more than one set of backups in case one set is bad or damaged. Rotate the
sets of backup media, keeping one set off-site.
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Use Resource Manager

Use the Backup function on the Resource Manager Data File Maintenance
menu to back up files.

Note I

You must back up al the filesin the data path for a particular list of
companies at once to ensure that you have up-to-date copies of the system
files. Do not try to use operating system commands to back up only afew
filesthat have been changed; if you do, your system may not work after you
restore them. The Backup function backs up all the data files for a specified
company in adata path at one time.
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Void Checks and Stop Payments
BR Journal

Bank Account Register

Post Transactions
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4-2

Introduction

The functions explained in this chapter constitute the daily work portion of Bank
Reconciliation. With the Bank Reconciliation system, you might or might not
perform transaction work daily. You might choose to enter transactions daily or
weekly and perform your reconciliation monthly, after you receive your bank
statement.
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Usethe Transactions function to enter deposits, disbursements (checks and
withdrawals), adjustments (for example, finance charges and service chargesto
your bank accounts), and transfers that have not been created through other
applications. Transactions entered through this function remain in the BRIRxxx
(Journd) file until you post them to the BRTRxxx (Transactions). Once you post
atransaction, you can tag it as cleared using the Cleared Transactions function
(see on page 5-3).

You must enter transactions in two stages. First enter the transaction. Then enter
the offsetting entries, which include the general ledger account numbers.

If Bank Reconciliation interfaces with Accounts Receivabl e/Sales Order, enter
deposits through those applications. See the Accounts Receivable User’s Manual
and the Sales Order User’s Manual for information.

If Bank Reconciliation interfaces with Accounts Payable/Purchase Order and
Payrall, enter disbursements through those applications. See the information on
posting paymentsin the Accounts Payable User’s Manual and the section on
posting checks in the Payroll Order User’s Manual for information.
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Transactions

Select Transactions from the Transactions menu. The Transactions screen
appears.

Note: If you are entering a new set of transactions after posting, you store last
year's GL files on your system, and Bank Reconciliation interfaces with General
L edger, this prompt appears asking you to select the GL year for which to enter
transactions. If Bank Reconciliation does not interface with General Ledger, or if
last year’s GL files are not stored on your system, the prompt does not appear.

4 Transactions For [Z||E|[Z|
Commands Edit Modes Other Help

2 ¢ |@@ o

Select GL Year for Transactions
(%) Currert Year [ 2005 )
() Last Year [ 2004 )

22X eaan

Select the year you want to work with and use the Proceed (OK) command to
continue. The Transaction screen appears.

4 2005 Transactions

Commands Edif Modes Other Scroll Commands  Help

2Xiz|ne mn[-e[00

Bank &ccount I LY 1=t Hational Bank
Tranzaction Type

Deposit Tran Date Pet Amourt  Description Ref
000135 121042005 12 3000.00  BR DEPOSIT OT INC [ﬂ
[ 000001 of 000004 )

Distributions

GL Account Debit Credit Description Ref
=
'
"
s
-
-
w
=

Balance

[ Erter=eat | append  |[ Hesder |
| company H |08/22/2005 [Terminal To0D |ovR
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Transactions

1

2.

Enter the bank account for which you want to enter or edit transactions.

Enter the number corresponding to the kind of transaction you want to enter
or edit. The transaction types appear at the bottom of the screen. After you
enter the transaction type, you are taken to the transactions scroll region. If
no transactions are on file, you go directly into append mode.

Transactions Scroll Region

Select a command:

PressEnter to edit the selected transaction. The Edit Transactions dial og box
appears.

Press A to add a transaction for the bank account. The Append Transactions
dialog box appears.

Press H to return to the Bank Account ID field.

To delete the selected transaction, use the Delete (F3) command. (You
cannot delete transactions posted from an interfaced application.) When you
delete offsetting entries for deposits, disbursements, voided checks, or
adjustments, the associated entries are also del eted. Print the BR Journal (see
on page 4-19) before and after you delete a transaction so that you maintain
an accurate audit trail.
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Append/Edit Transactions

& |Edit Transactions
Commands Edit Modes Other

2xzea man] 2906 JE
Deposit 000135
Tran Date 12i04i2005 [T5)
Per 12
Ammourt 3000.00
Description BR DEPOSIT
Ref OT INC.

Thefieldsthat appear in the upper scroll region of the Transactions screen aswell
as the Append/Edit Transactions dialog box vary slightly, depending on the type
of transaction you selected. Fields that are transaction-specific are designated as
such; if afield does not have atransaction-specific designation, it is available
regardless of transaction type.

1. The Deposit box appears only when you are working with deposits. Enter
the dlip number of the deposit.

The Check box appears only when you are working with disbursements and
adjustments.

For acheck disbursement, enter the check number. For a cash withdrawal,
enter W. The description W/D appears.

For a one-time adjustment, press Enter to skip thisfield.

For arecurring adjustment, enter an asterisk (*) and then the adjustment ID
(for more information, see page 6-9). For example, if you have set up a
recurring adjustment with an ID of SVCCHG, enter *SVCCHG. The
recurring adjustment information appears in the upper scroll region, and the
following prompt appears at the bottom of the screen: Copy this recurring
adjustment. If you want to copy the recurring adjustment, select the check
box (or enter Y in text mode); if not, clear the box (or enter N in text mode).

The To Bank box appears only when you are working with transfers.
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Transactions

Enter the ID of the bank account you are transferring money to (it cannot be
the ID of the bank you entered in the Bank Account ID box above). The
description of the bank account appears at the bottom of the screen for
verification.

If you are adding a transaction, the date you are entering the transaction
appears in the Tran Date box. If you are editing a transaction, the date you
entered the transaction appears. Accept the current date, or change it.

If you are adding a transaction, the general ledger period for which you are
entering the transaction appears in the Per box. If you are editing a
transaction, the period for which you entered the transaction appears. Accept
the current period, or changeit.

Enter the amount of the transaction in the Amount box.

If you are adding a transaction, the default description (from the BRCDxxx
file) appearsin the Description box. Accept the default description, or enter
adifferent description.

Enter areference for the adjustment in the Ref box. References are posted to
General Ledger and provide another way of searching for information in the
General Ledger application.

If you are entering a recurring adjustment, the reference you entered for the
recurring adjustment (see page 6-9) appears.

The Void? check box appears only when you are working with
disbursements.

If you do not want to void the check (that is, if you are entering a new check
or editing a check), clear the check box (or N in text mode). If you want to
void a check, select the box (or enter Y in text mode). You can void checks
generated from Accounts Payable or Payroll (if Bank Reconciliation
interfaces with those applications), void zero-balance checks to account for
checks lost to alignment, and so on.

When finished, one of the following steps may occur:
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« If you are adding a deposit, a disbursement, or an adjustment, you are taken
to the distributions portion of the screen after you enter the reference.

« If you are editing a deposit, adisbursement, or an adjustment, select Yes (or
enter Y in text mode) at the Edit Distributions? prompt that appears after
you enter the reference to moveto the Distributions portion of the screen, or
select No (or enter N in text mode) to return to the transactions scroll region
if you are finished editing the transaction and do not need to edit the
distributions.

« If you are adding or editing atransfer, you are returned to the scroll region.

¢ When you are finished entering transactions, exit to the Transactions menu.
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Distributions Scroll Region

Deposits, disbursements, and adjustments must have both the debit and the credit
side of the transaction accounted for. You can enter more than one off setting
entry to counterbalance the transaction. (For example, if you enter a deposit of
100 dollars, 40 of it may be charged against one account and 60 against another.)
You cannot exit from the distributions portion of the screen until you have
accounted for the amount of the transaction in terms of both debits and credits
(that is, the balance reaches zero).

#2005 Transactions

Commands Modes Other  Scroll Commands  Help
2xiz|naan[2¢[0e
Bank Account I0 LY 1st Hational Bank

Transaction Type | |

Deposit Tran Date Per Amount Description Ret
0001 35 1200472005 12 3000.00 | BR DEPOSIT OT IMNC.

[EIECHE R AT

( 000001 of 000001 )

Distributions
GL Account Debit Credit Description Ret
ER DEPOSIT =
501000 3000.00 |BR DEPOSIT OT IMNC. E]
Balance il [0 of 02)
Erter = edit ] [ Append ] [ Done ]

| | Company H |08/22/2005 | Terminal TO0O |OWR

Select acommand:

*  PressEnter to edit the current distribution. (You cannot edit thefirst line of a
transaction; the first line is the transaction itself. If you want to edit the
transaction, you must edit it in the transaction scroll region.)

* Press A to add adistribution for the transaction.
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Transactions

e PressD to return to the transactions scroll region. (This command appears
only when offsetting entries equal the transaction.)

Append/Edit Disbursements

4-10

& |Edit Distributions

Commands Edit Modes Other Help

2xi|nama]: ¢ [@e 5K J)(Fnm

GL Account 801000 (&)
Debit 00
Credit 3000.00
Description BR DEPOSIT

Ref T INC.

Use the Append/Edit Distributions dialog box to add a distribution to the
transaction or edit the selected distribution.

1. Enter the general ledger account number for the credit or debit in the GL
Account box. (The Inquiry (F2) and Maintenance (F6) commands are
available if Bank Reconciliation interfaces with General Ledger.) You

cannot enter the number of a general ledger account that has been assigned

to abank account record.

2. If the transaction you are offsetting was a credit, the amount of the

transaction remaining to be counterbal anced appears in the Debit box. Enter

the amount of the offsetting debits related to the transaction.

3. If thetransaction you are offsetting was a debit, the amount of the

transaction remaining to be counterbal anced appearsin the Credit box. Enter

the amount of the offsetting credits related to the transaction.
4. Accept the default Description, or enter adifferent description.
5. Enter areference for the offsetting entry in the Ref box. References are

posted to General Ledger and provide another way of searching for
information in the General Ledger application.
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Transactions

If you have not entered enough credits or debits to offset the amount of the
transaction, the amount remaining to compensate for appearsin the Balance
section of the dialog box.

After you enter thereference, edit or append an offsetting entry, or pressD to
return to the transactions scroll region.

Incorrect Entries

If you save an incorrect entry, you can do one of these things:

If you have not posted the transaction to the BRTRxxx file, enter anegative
transaction for the incorrect amount.

If the incorrect entry is acheck (disbursement) and you have not posted it to
the BRTRxxx file, void the check (see on page 4-13).

If you have posted the transaction to the BRTRxxx file, enter a negative
transaction for the entire amount, enter the correct transaction, post the
entries (see on page 4-25), and tag the incorrect and the negative deposits as
cleared (see on page 5-3). The next time you purge cleared transactions, the
incorrect and the negative deposits are deleted from the BRTRxxx file.
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Void Checks and Stop Payments

Usethe Void Checks and Stop Payments function to void a check beforeitis
sent or to stop the payment of a check before it is cashed.

You can void any check after it is posted to the BRTRxxx (Transactions) file. The
check might have been entered through Bank Reconciliation or through Payroll
or Accounts Payable/Purchase Order (if these applications interface with Bank
Reconciliation). You can also void Bank Reconciliation checksin those
interfaced applications.

You can stop the payment of any check, even if you posted it from an interfaced
application (Accounts Payable/Purchase Order or Payroll). In addition, you must
do one of these things:

« If you posted the check from an interfaced application, enter atransaction to
reverse the check. Then enter the correct check (if necessary) and post the
transactions. See the appropriate user’s manual for more information.

« If you entered the check through the Transactions function, reverse the
check. Then enter the correct check (if appropriate), and post the
transactions.

When you post a voided check, these things happen to the original disbursement:
e Thestatusis changed to void.

e Theamount is set to zero.

e Thecheck istagged as cleared.

When you post a stop payment, the status of the original disbursement is

unchanged, but it is flagged as a stop payment, which you must manually tag as
cleared.
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Void Checks and Stop Payments

Select Void Checks and Stop Payments from the Transactions menu. The Void
Checks and Stop Payments screen appears.

%2005 Void Checks and Stop Payments

Commands Edif Modes Other  Scroll Commands  Help
2xiz|na@n[2¢[0e
Bank Accourt 1D b1 1st Hational Bank
Check Type Tran Date Ret Src
0000000 12 105 DY APPLIAHN o ECDO01 [ﬂ
oo0000 12021 7200: -118277.01 THOO01 E]
0001019 |Stop [1203/2005 250,00 {UTILITY EXPENSE (=1 E]
0001079 051 572005 4514 .96 |S00/Bourne BOU001 P2 E]
0001 051 051 572005 4527 63 |S004)enkins JEMOO1 P2 g]
0001 052 051 572005 181.75 |01 Rossini ROS001 P2 E]
[ 000001 of 000022 )
GL Account Debit Credit Description Ret
=
r
L
e
i
-
v
=
Balance
Change bank ] [ “oid check toggle [Stop payment togole
| jCompany H |0&/2202005 ]Terminal T000 |OWR

Enter the bank account for which you want to void checks or stop payments.

After you enter the bank account 1D, you are taken to the transactions scroll
region of the screen.
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Transactions Scroll Region

The posted disbursements for the bank account you selected appear:

e Inthefirst column, for a check disbursement, the check number appears. For
cash withdrawal, W/D appears.

e IntheType column, if Void appears, the transaction has been voided. If Stop
appears, payment of the check has been stopped.

e Thedate you entered the transaction, the amount of the transaction, and the
transaction description and reference appear.

e Theabbreviation of the application where the transaction was created
appearsin the Src column. For example, if the check was posted to Bank
Reconciliation from Payroll, PA appears.

Select a command:

* PressC to leave the transactions scroll region and return to the Bank
Account ID field.

* PressV totoggle the void status for the check currently selected. If you are
voiding a check that you entered in Bank Reconciliation, you aretaken to the
distributions portion of the screen.

If you are voiding a check that was posted from Accounts Payable or
Payrall, several prompts appear. See the Accounts Payable User’'s Manual or
the Payroll User’s Manual for more information.

If you are restoring avoided check, this prompt appears. Press F3 to delete
this voided transaction. Use the Delete (F3) command to restore the check
to active status.

* PressS totoggle the stop payment status for the check currently selected. If
you arerestoring a check on which you have stopped payment, this prompt
appears. Press F3 to delete this stopped transaction. Use the Delete (F3)
command to restore the check to active status.
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Transactions

Distributions Scroll Region

When you entered the original d

i sbursement of the check, you made offsetting

entries. If you are voiding a check, you must also void the offsetting entries;
otherwise, the ledger will not balance.

Both the debit and the credit side of the transaction must be accounted for. The
system creates a debit for the amount of the void; you must enter the credit(s) to

offset the debit. You cannot exit

from the distributions portion of the screen until

you have accounted for the amount of the transaction in terms of both debits and
credits (that is, the balance reaches zero).

4,/2005 Yoid/Checks and Stop Payments

CEoX

Commands Modes Other Scroll Commands  Help
2xrz|leema[2o(aa
Bank Account I0 LY 1=t Hational Bank
Check Type Tran Date Amaount Description Ret Src
ooooooo | [1zitizoos | -40232.30 [EDDY APPLIANCE CO. Eboomt o [ =
-115277.01 |[THOMPSON HEATING & THOO01 r
Stop 1 50.00 UTILITY EXPENSE i L
0001079 051 572005 4514 .96 |S00/Bourne BOU001 P2 -
0001 051 051 572005 4527 63 |S004)enkins JEMOO1 P2 52
0001 052 051 572005 181.75 |01 Rossini ROS001 P2 hd
[ 000003 of 000022 )
GL Account Debit Credit Description Ret

250.00

UTILITY EXPEMSE

230,00 UTILITY EXPENSE

[E DR

Balance 00

(02 of02 )

Erter = edit

J

J ]

Append Done

| Company H |08/22/2005 | Terminal TO0D |OWR

Select acommand:

To edit the selected distribut

ion, press Enter. (You cannot edit thefirst line of

atransaction; the first line is the transaction itself. If you want to edit the

transaction, you must edit it
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in the transactions scroll region of the screen.)
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Void Checks and Stop Payments

Press A to add a distribution for the transaction.

Press D to return to the transactions scroll region of the screen. (This
command appears only when offsetting entries equal the transaction.)

Append/Edit Distributions

& Append Distributions g|§|g|
Commands Edit Modes Other Help

2xiralme]? ¢ [@e 5K J)(Fnm)

GL Account 534000 (&)
Dehit 0
Credit 250.00

Description UTILITY EXPEMSE
Ref

Use the Append/Edit Distributions dialog box to add a distribution to the
transaction or edit the selected distribution.

Enter the general ledger account number for the credit or debit. (The Inquiry
command is available if Bank Reconciliation interfaces with General
Ledger.) You cannot enter the number of a general ledger account that has
been assigned to a bank account record.

In the Debits box, enter the amount of the off setting debits related to the
transaction.

In the Credits box, enter the amount of the offsetting credits related to the
transaction.

Accept the default Description (from the BRCDxxx fil€), or enter a different
description.

Enter areference for the offsetting entry in the Ref box. References are
posted to General Ledger and provide another way of searching for
information in the General Ledger application.
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If you have not entered enough credits or debits to offset the amount of the
transaction, the amount remaining to compensate for appearsin the Balance
section of the dialog box.

6. After you enter thereference, edit or append an offsetting entry, or press D to
return to the transactions scroll region of the screen.

Incorrect Entries
If you save an incorrect entry, you can do one of these things:

« If you have not posted the disbursement to the BRTRxxx file, enter a
reversing entry with the reference void, or delete the entry and reenter it

correctly.

« If you have posted the disbursement to the BRTRxxx file, reenter the
transaction (see on page 4-3).
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After you have entered the day’s transactions, print the BR Journal to check for
errors and omissions and to use as an audit trail of Bank Reconciliation
transactions. Only unposted transactions appear in the journal.

Print the BR Journal before and after you delete a transaction, void a check, or
stop payment on a check so that you maintain an accurate audit trail.

Select BR Journal from the Transactions menu. The BR Journal screen appears.

& BR Journal
Commands  Edit Modes Other Help

2xzramn|-¢ (0@
Bank Accourt I From | FMBEOO1 E] Prirt by
Thru | SMEODT E] () Transaction Mumber
(O GL Period/Account
Check Mumber From O Bank AccountTransaction Type

Thru

Deposit Mumber  From
Thru

Prirt:
() Depasits
() Dishursements
O Adjustments
() Transfers
() Yoid Checks
(&) &l Transactions

| | Company H |08/22/2005 | Terminal TO0O |OWR

1. Enter the range of bank account IDs, check numbers, and deposit numbers
you want in the journal, or leave the boxes blank to include all.

2. Select the type of transactions you want to print in the journal .

3. Select the order in which you want to organize the journal.

Bank Reconciliation User’'s Manual 4-19



BR Journal Transactions

4. Select the output device. Select the output device to begin printing the
report. See“Reports’ on page 1-29 for more information. After thejournal is
produced, the Transactions menu appears.

BR Journal

08/22/20085 Builders Supply Page 1
11:13 AM BE Journal
By Transaction Number

Trans. Seg. Bank ID Type Ck/Dep. Description Retf. CL Account Per Entry Date Debit Amount Credit Amount
000002 01 SNBOOL DEP 000121 ER DEPOSIT 100100 1z 12/04/2005 2000.00
000002 02 SNBOOL DEP 0001zl ER DEPOSIT 401000 1z 12/04/2005 2000.00
000004 01 SNEOOL DEP 000130 ER DEPOSIT 0T INC. 100100 1z 12/04/2005 2500.00
000004 02z SNEOOL DEP 000130 ER DEPOSIT 0T INC. 801000 1z 12/04/2005 2500.00
000005 01 FNEOOL DEP 000135 ER DEPOSIT 0T INC. 100000 1z 12/04/2005 3000.00
000005 0z FHNEOOL DEP 000135 ER DEPOSIT 0T INC. 801000 1z 12/04/2005 3000.00
000006 01 FNEOOL DISE WD BL DISEURSEMENT EXPENSE 100000 1z 12/04/2005 30000
000006 0z FNEOOL DISE WD BL DISEURSEMENT EXPENSE 105000 1z 12/04/2005 30000
000007 01 FHNEOOL DISE WD BL DISEURSEMENT COMPUTER 100000 1z 12/04/2005 2500.00
000007 02 FHNEOOL DISE WD BL DISEURSEMENT COMPUTER 153000 1z 12/04/2005 2500.00
000008 01 SNEOOL DISE WD BL DISEURSEMENT PHONE 100100 1z 12/04/2005 256.87
000008 02 SNEOOL DISE WD BL DISEURSEMENT PHONE 533000 1z 12/04/2005 256.87
000005 01 SNEOOL DISE 0001045 ER DISEURSEMENT PREPATD 100100 1z 12/04/2005 20000
000005 02 SNEOOL DISE 0001045 ER DISEURSEMENT PREPATD 105000 1z 12/04/2005 20000
000010 01 FNEOOL DISE 0001054 TANES PREPATD 100000 1z 12/04/2005 246.00
000010 0z FNEOOL DISE 0001054 TANES PREPATD 852000 1z 12/04/2005 246.00
000011 01 SNBOOL TSFR BR TSFR Transfer to Bank FNEOOL  LOAN 100100 1z 12/04/2005 30000
000011 02 FNEOOL TSFR BR TSFR Transfer from Bank SNEOOL LOAN 100000 1z 12/04/2005 30000
00001z 01 FNEOOL ADJ CK CHG ER ADJUSTMENT CHECKCHE 100000 1z 12/04/2005 25.50
00001z 0z FHNEOOL ADJ CK CHG ER ADJUSTMENT CHECKCHE 806000 1z 12/04/2005 25.50
000013 01 SNBOOL ADJ MISC BE ADJUSTMENT EANE MIS 100100 1z 12/04/2005 20000
000013 02 SNBOOL ADJ MISC BE ADJUSTMENT EANE MIS 401000 1z 12/04/2005 20000
000014 01 SNBOOL VOID 0001056 ER DISEURSEMENT EXPENSE 100100 07 0771472004 30000
000014 02 SNEOOL VOID 0001056 ER DISEURSEMENT EXPENSE 802000 07 0771472004 30000
000015 01 FHNEOOL VOID 0001019 UTILITY EXPENSE 100000 08 08/22/2005 25000
000015 0z FHNEOOL VOID 0001019 UTILITY EXPENSE 534000 08 08/22/2005 25000

CRAND TOTAL: 1207537 1207537
End of Report
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The Bank Account Register is similar to a check register. It lists al the
transactions in the BRIRxxx (Journal) file and the BRTRxxx (Transactions) file.
Theregister is organized by bank account ID and then by transaction date.

Select Bank Account Register from the Transactions menu. The Bank Account
Register screen appears.

& Bank Account Register

Commands Edit Modes Other Help

2xizramn|- ¢[00

Bank Accourt 1D From |FMEOO1
Thru | SMEODT

=)

Tranzaction Pd.fr.  From | 0272005
Thru | 08/2005

Include:

Uncleared Transactions?
Cleared Transactions?
Reconciled Transactions?

Include Unposted GL Journal Entries in Balance?  []

| | Company H |08/22/2005 |Terminal TO0O |OWR

1. Enter the range of bank account IDs you want in the register. If you elect to
list arange of bank accounts, bank accounts without activity are included in

the register. Leave the boxes blank to include al 1Ds.

2. Enter the range of GL periods and years you want in the register. You cannot
enter ayear that is earlier the prior GL year if Bank Reconciliation interfaces
with GL and you are keeping last year's GL datafiles.
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4-22

Select which transactions you want to include:

* Uncleared transactions
¢ Cleared transactions
* Reconciled transactions

Note: If you chose to print reconciled transactions and Bank Reconciliation
interfaces with General Ledger, no balances print on the report.

If Bank Reconciliation interfaces with General L edger, this function usesthe
most recent general ledger account balance from the GLMAxxx (GL Master)
file. If you want unposted GL Journal entriesto be included in the balance,
select the check box (or enter Y in text mode); if not, clear the box (or enter
N in text mode). Including unposted entriesin the balance provides you with
up-to-date bank balances without first posting General L edger transactions.

Select the output device. Select the output device to begin printing the

report. See “ Reports’ on page 1-29 for more information. After the register
is produced, the Transactions menu appears.
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Bank Account Register

08/22/2005 Builders Supply Page 1
11:21 AM Bank Account Register

Bank ID Ck./Dep. Date Type Description Ref. src. Clr. Post Addition Deduction Balance

FNEOO1 lst Hational Bank Balamce Forward 5139.38

0001257 087122005 DISE ACE PLUMBING SUPPLY COMPA ACEOOL AD T 2500.00 z639.38

000001  08/15/2005 DEP AR DEPOSIT AR T 1500.00 1139.38

0001079 08/15/2005 DISE 500/Bourne L EOUOOL PA T 1814.96 675 58—

0001080 08/15/2005 VOID 500/Bourne L EOUOOL PR C Y oo 675 58—

0001081 08/15/Z005 DISE 500/JTenkins K JENOOL PA T 1827.63 5EDZ.Z1-

0001082 08/15/Z005 DISE 501 Rossini L ROS00L PA T 181,75 5684, 96—

0001159 08/15/2005 DISE 500/Bourne L EOUOOL PA T 7500.00 lzlg4. 96—

0009684 08/15/2005 VOID ACE PLUMBING SUPPLY COMPA ACEOOL AP T Y oo lzlg4. 96—

0009685 08/15/2005 DISE ATLANTIS TELEPHONE CO. ATTOOL AD T £32.00 13816 96—

0009686  08/15/2005 DISE BORIS CONSTRUCTION COMPAN EOROOL AD T 17080. 84 30897, 80—

0009687 08/15/2005 DISE CLEVELAND INTERIORS, INC. CLEOOL AP T 172613, 26 Z03E1L. 06—

0009688 08/15/2005 DISE EDDY APPLIANCE CO. EDDO0L AP T 1060, 00 204871, 06—

0009689 08/15/2005 DISE ELLIS ELECTRICAL SUPPLY  ELLOOL AP T 7E41E. 36 279985, 42—

0009650 08/15/2005 DISE HENNEPIN MUNICIPAL UTILIT HENOOL AP T 1580.00 281EES. 42—

0009651 08/15/2005 DISE JOHNSON DOOR COMPANY, INC JOHOOL AP T 14363. 53 Z9ES3Z. 95—

0009652 08/15/2005 DISE MINNEAPOLIS WATER DEPARTH MINOOL AP T 105,00 Z9E037. 95—

0009653 03/15/2005 DISE TELL & JACOEY TELOOL AP T 420.00 Z9E4ET. 95—

00059654  08/15/2005 DISE THOMPESON HEATING s THOOOL AP T 14361, 4% 460815, 44—

ACH 08/15/2008 DISE Auchorized Debic 000054 PA T 7E3L. 5% 468451, 43—

000001  08/15/2005 DEP AR DEPOSIT AL T 1zo0.00 4672EL. 43—

0001013 08/22/2005 VOID UTILITY EXPENSE EL u ZED. 00 467001, 43—

BE TSFR 12/04/Z005 TSFL Transfer from Bank SNEOOL LOAN EL u 300.00 466701, 43—

0000000 12/21/2005 DISE EDDY APPLIANCE CO. EDDOOL AT T 4023230 426469, 13-

0000000 12/21/2005 DISE THOMPSON HEATING & THOOOL AT T 115277.01 3L1132.12-

Ending Balance 3L1132.12-

Current GL Ealance 312206, 62—
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Post Transactions

Usethe Post Transactions function to move the entriesin the BRIRxxx
(Journd) file to the BRTRxxx (Transactions) file, and if Bank Reconciliation
interfaces with General Ledger, to create offsetting entries in the GLIRxxx
(Journd) file for Bank Reconciliation transactions.

When you post transactions, these things happen in the Bank Reconciliation
system:

* Thetransactionsin the BRIRxxx file are moved to the BRTRxxx file.

« If Bank Reconciliation does not interface with General L edger, the general
ledger account bal ances are updated in the BRBAxxx (Bank Accounts) file.

e TheBRJRxxx fileiserased to make room for the next set of transactions.
« If Bank Reconciliation interfaces with General Ledger, entries are created in

the GLJIRxxx file for the offsetting entries that you entered for deposit,
disbursement, void check, and adjustment transactions.

Deposits

When you post deposits, entries are made to these accounts:

Additiona
Offsetting Offsetting
Bank Account Account Accounts

DB

CR DB | CR

The bank account comes from the bank account record. Offsetting accounts are
specified when deposits are entered. If the deposit was offset to only one account,
that account is credited. If the deposit was offset to several accounts, there might
be a combination of debit and credit entries to offsetting accounts.
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If adeposit is reversed, the bank account is credited and the offsetting account is
debited. If the deposit is offset to more than one account, there might be a
combination of debit and credit entries to the offsetting accounts.

Disbursements

When you post disbursements, entries are made to these accounts:

Additiona
Offsetting Offsetting
Bank Account Account Accounts

AR

The bank account comes from the bank account record. Offsetting accounts are
specified when disbursements are entered. If the disbursement was offset to only
one account, that account is debited. If the disbursement was offset to several
accounts, there might be a combination of debit and credit entriesto offsetting
accounts.

If adisbursement is reversed, the bank account is debited and the offsetting
account is credited. If the disbursement is offset to more than one account, there
might be a combination of debit and credit entries to the offsetting accounts.

Voided Checks

When you post voided checks, entries are made to these accounts:

Additional
Offsetting Offsetting
Bank Account Account Accounts

DB

CR DB | CR
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The bank account comes from the bank account record. Offsetting accounts are
specified when voided checks are entered. If the voided check was offset to only
one account, that account is credited. If the voided check was offset to several
accounts, there might be a combination of debit and credit entries to offsetting
accounts.

If avoided check isreversed, the bank account is credited and the off setting
account is debited. If the voided check is offset to more than one account, there
might be a combination of debit and credit entriesto the offsetting accounts.

Adjustments
Positive Adjustments

When you post positive (or debit) adjustments, entries are made to these

accounts:
Additional
Offsetting Offsetting
Bank Account Account Accounts

ERERCEES

The bank account comes from the bank account record. Offsetting accounts are
specified when adjustments are entered. If the positive adjustment was offset to
only one account, that account is credited. If the adjustment was offset to several
accounts, there might be a combination of debit and credit entriesto offsetting
accounts.
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Negative Adjustments

When you post negative adjustments, entries are made to these accounts:

Additional
Offsetting Offsetting
Bank Account Account Accounts

AR

The bank account comes from the bank account record. Offsetting accounts are
specified when adjustments are entered. If the negative adjustment was offset to
only one account, that account is debited. If the adjustment was offset to several
accounts, there might be a combination of debit and credit entriesto offsetting
accounts.

Before Posting
Before you post transactions, complete these tasks:
«  Enter and verify all Bank Reconciliation transactions.

e Print the BR Journal.
e Back up your datafiles.
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Posting

Select Post Transactions from the Transactions menu. The Post Transactions
screen appears.

Note: If you are entering a new set of transactions after posting, you store last
year's GL files on your system, and Bank Reconciliation interfaces with General
L edger, this prompt appears asking you to select the GL year for which to enter
transactions. If Bank Reconciliation does not interface with General Ledger, or if
last year’s GL files are not stored on your system, the prompt does not appear.

& [Transactions For [ZHE|E|
Commands Edit  Modes Other Help

2xiz|en(@o

T Y

Select GL Year for Transactions
(&) Currert Year [ 2005 )
() Last Year [ 2004 )

Select the year for which you want to post transactions and use the Proceed (OK)
command to continue. The Post Transaction screen appears.

& 2005 Post Transactions
Commands Edit Modes Other Help

»xzleean[2¢[8e

Have you:
-- Comnpleted BR Transaction Erntry?
-- Printed the BR Journal?
-- Made a Backup Copy?

Post Wil Updste 2005 Fiscal Year

Company H (082202005 | Terminal TOOO |OWRE
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Post Transactions

Transactions

If you have completed transaction entry, printed the BR Journal, and backed up
your datafiles, select the check box (or enter Y in text mode); if not, clear the box
(or enter N), return to the Transactions menu, and do so before posting. After
posting completes and the log is produced, the Transactions menu appears.

Posting Log

082z /2008 Builders Supply
11:-27 aM Post BR Transactions
Debits

Dosted to GL: Pericd 7 200,00
Period 1Z 8Lza._37
Pericd & ZE0._00
Pericd 12 2000.00

Total Posted to GL 1z078.37

Total Number of GL Transactions Posted bl

* *F ¥ * F * * ¥ * * * * * * *

Posted to BR: Deposits FEOO.00
Dishbursements aL0z._87
Transfers Z00.00
Voids EE0.00
Adjustments 174_E50-

Total Number of BR Transactions Posted 14

End of Report

Page 1

Credits

200,00
2&z8_37
ZE0.00
300000

1z078.37
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Reconciliation

Cleared Transactions
Reconciliation Report

Change Cleared Transaction Status
Purge Reconciled Transactions
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Cleared Transactions

When you receive a bank statement for one of your bank accounts, use the
Cleared Transactions function to indicate which transactions have cleared the
bank. Cleared transactions update bank account records, are included in the
Reconciliation Report (see page 5-11), and are purged when you run the Purge
Cleared Transactions function (see page 5-19).

If Bank Reconciliation interfaces with General Ledger, you may want to post the
GLJIRxxx (Journal) file to the GLMAxxx (Master) file before you clear
transactions so that the general ledger account assigned to each bank account
record reflects the most recent balance.
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Cleared Transactions

Reconciliation

Cleared Transactions (Screen One)

5-4

Usethe first Cleared Transactions screen to identify the bank account you want
to work with and the current bank statement balance and date.

Select Cleared Transactions from the Reconciliation menu. The first function

screen appears.

& Cleared Transactions (Screen One)

Commands  Edit Modes Other Help

2xizraan[2¢[ea

Include Unposted GL Journal Ertries in Balance?

Bank Accourt 1D FrEO01 E] 1st Hational Bank
Bank Accourt Balance 5177.12

Statement Balance 913935

Statement Type Drate w

Statement Date 552005 [T9)

| Company H |08/22/2005 |Terminal TO0O |O'R

1. If Bank Reconciliation does not interface with General Ledger, this field
does not appear. You can use the Bank Accounts function (see page 6-3) to
make sure that the general ledger account balances are correct.

If Bank Reconciliation interfaces with General Ledger, the Cleared
Transactions function uses the most recent general ledger account balances

assigned in the bank account records. If

you want unposted GL Journal

entries to be included in the balance, select the check box (or enter Y in text
mode); if not, clear the box (or enter N in text mode). Including unposted
entries in the balance provides you with up-to-date bank balances without
having to post General Ledger transactions first.
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Reconciliation

Cleared Transactions

Enter the ID of the bank account with which you want to work.

If Bank Reconciliation does not interface with General L edger, the balance
from the bank account record appears.

If Bank Reconciliation interfaces with General Ledger, the GL account
balance (with or without unposted entries included) associated with the bank
account record appears.

Accept the last statement balance, or enter the balance from the bank
statement.

Select what statement type you want: Date or Period.

Accept the last statement date, or enter the date from the bank statement.
When you save your entries on the first screen, the Last Statement Balance
and Last Statement Date fields in the BRBAxxx file are updated, and the

system computes the total of the outstanding transactions. The second
Cleared Transactions screen appears.
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Cleared Transactions Reconciliation

Cleared Transactions (Screen Two)

Use the second Cleared Transactions screen to select the type of transaction you
want to work with, the range of that transaction type, and whether to tag or untag
cleared items.

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

4 Cleared Transactions (Screen Twao)

Commands Modes Other  Scroll Commands  Help

2xiz|nama|-¢ (0@
FHBOD1 - 15t Hati: 1 Bank

Clear Type | Check Number From l:l

Tay  Chk Num Tran Date Description Reference Arnourt
0 CLEVELARD INTER: . CLEODM 7 @
[] |ooogsss 051 572005 ECC APPLIAMCE CO. ECCO01 1060.00 g]
[] |ooogsss 051 572005 ELLIS ELECTRICAL SUPPLY  [ELLOO1 Ta418.36 E]
[] |ooossso 051 572005 HEMMEPIM MURICIPAL UTILIT - (HEMOO1 1:580.00
[] |oooess 051 572005 JOHMSOM DOOR COMPANY | INJOHDOT 1436353
[] |ooogsgz 051 572005 MAIMMEAPOLIS WWATER DEPARTRMINOOT 10:5.00
[] |ooogsss 051 572005 TELL & JACOBY TELOO1 420.00
[] |oooossd 051 572005 THOMPSON HEATING & THOO01 164361 .49 E]
] |acH 051 572005 Authorized Debit 000054 7E31.99 g]
[F] WD 1200372005 TRAMSFER TO PETTY CASH 100.00 E]
[ 000011 of 000024 )
Balances: Bank Acct Outstanding Adjusted Statement
{I11677.12) 17265.05 {328942.17) 5139.38
[ Enter=tagiuntag ] [ Tag all ] [ Untag all ] [ Reverse all ] [ Specific ] [ Balances ] [ Header ]

| | Company H |08/22/2005 | Terminal TO0D |OWR

Selecting Transaction Types and Ranges
1. InthecClear Type box, select the type of transaction with which you want to
work: deposits, disbursements, transfers, or adjustments. (The options
appear at the bottom of the screen.)

Note: Transactions with a status of Reconciled do not appear on the report.
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Reconciliation

Cleared Transactions

Disbursementsinclude withdrawal s and checks that have stop-payment
flags. Voided checks are not shown because they are automatically tagged as
cleared. To look at voided checks, print the Reconciliation Report (see page
5-11).

Inthe Tag Status box, select the tag status with which you want to work:
tagged, untagged, or both tagged and untagged transactions. (The options
appear at the bottom of the screen.)

If you are working with deposits, transfers, or adjustments, the Transaction
Date From/Thru fields appear. Enter arange of transaction dates.

If you are working with disbursements, the Check Number From/Thru
fields appear. Enter arange of check numbers.

If no transactions match the range you enter, the message No transactions
appears.

If there are transactions within the specified range, the first screen of
transactions appears, and the prompt is at the first transaction.

Tagging Transactions

Tagging transactions identifies which transactions have cleared your company’s
bank accounts.

1

If atransaction is tagged as cleared, the Tag check box is selected (or Yes
appears in text mode).

The Chk Num field appears only if you are working with disbursements.

The check number appears. If payment of a check has been stopped, S
appears after the check number.

If the transaction is a withdrawal, W/D appears.
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Cleared Transactions

Reconciliation

The following information appears:

The transaction date
The check number or deposit slip number

Note: The Chk/Dep field appearsonly if you are working with deposits,
transfers, or adjustments.

The transaction description, reference, and amount of the transaction
appear

3.  Select acommand:

Press Enter to tag or untag a transaction, move to the transaction you
want to tag or untag, and press Enter.

Press T to tag all transactions that appear on the screen.
Press U to untag all transactions that appear on the screen.

Press R to reverse the tag status of the current transaction and all the
transactions that appear on the screen below it.

Note I

If only one or two of the transactions have not cleared the bank, you can
press T to tag the entire screen. Then move to the transactions that have not
cleared, and press Enter to untag them.

5-8

Press S to work with a particular transaction. In the screen that appears,
enter the number of the transaction you want to process and press Enter.
The transaction appears.
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Reconciliation

Cleared Transactions

e To see abreakdown of the outstanding balances by transaction type and
the amount to reconcile, press B at any time. The Outstanding Balances
screen appears.

e PressH toreturn to the Clear Type field on the second screen.

Totals Information

These totals appear at the bottom of the second Cleared Transactions screen:
»  Thebalance of the general ledger account from the bank account record
*  The outstanding balance, which is updated as you tag and untag transactions

* Theadjusted balance (the bank account balance minus the outstanding
balance), which is updated as you tag and untag transactions

e The statement balance you entered on the first screen

When your bank account and the bank statement balances are reconciled, the
account balance equals the statement bal ance and the reconciliation amount is
zero.

When you are finished tagging and untagging the type of transactions you are
working with, use the Header command to save your changes and go to the Clear
Type field. Select the next type of transactions to work with, or exit to save your
changes and return to the Reconciliation menu.

After you havetagged all the items that have cleared the current bank statement,
print the Reconciliation Report (see page 5-11) to check for errors or omissions,
to ensure that the bank statement balance and your bank account balance are
reconciled, and as arecord of the reconciliation.
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Reconciliation Report

After you have tagged the transactions that have cleared a bank account for the
most recent bank statement, produce the Reconciliation Report to check for
errors and omissions, to make sure that the bank statement bal ance and the bank
account balance are reconciled, and to use as an audit trail of the cleared entries.

The Reconciliation Report lists the items that are tagged as cleared. It contains
these sections:

Note: Transactions with a status of Reconciled are not shown on the report.
e Thecleared transactions section shows a summary of each transaction that
has cleared and is organized by transaction type. The original void amount of

the check isalso included. This section is optional.

e The outstanding transactions section shows a summary of each outstanding
transaction, and is organized by transaction type. This section is optional.

*  Thereconciliation section consists of bank-to-book reconciliation and book-
to-bank reconciliation. This section is always produced.

e Thevoid transactions section shows a summary of each voided transaction
and is organized by transaction type. This section is aways produced.
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Reconciliation Report Reconciliation

Select Reconciliation Report from the Reconciliation menu. This screen
appears.

| Reconciliation Report
Commands Edit Modes Other Help

2xrramn[-o(0@
Bark Account ID FNEO01
Pririt For Dite b

Tranzaction Date  From
Thru
Include Unposted GL Journal Ertries in Balance?

Surnmary of Detail
O Summary

(%) Detail

Pririt:
() Cleared
() Outstanding

(%) Bath

| | Company H |08/22/2005 | Terminal TO0O |OWR

1. Enter the bank account ID for which you want to produce the report.

2. Select whether you want to print the report for arange of transaction dates
(Date) or for atransaction period and year (Period).

3. If you selected Period, the Include Transactions Thru box appears. Enter
the transaction period and year. All transactions up to and including the
selected period/year print. The GL Balance, if included, is a so calculated up
to and including the selected period/year.
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Reconciliation Reconciliation Report

Note: When a voided transaction is encountered, the void period/year is
checked to make sure that the void happened in the same or earlier GL
period/year as entered. If not, the disbursement information isincluded as if
the void never happened, since when you print for a prior period, that check
would still have been issued and not yet voided.

If you selected Date, the Transaction Date boxes appear. Enter the range of
transaction dates you want the report to cover. The dates you enter pertain
only to the transactions in the BRTRxxx (Transactions) file. Transactions
stored in the GLJRxxx (Journal) file are not included in the report.

4. If Bank Reconciliation interfaces with General L edger, this function usesthe
most recent general ledger account balance from the GLMAxxx (GL Master)
file. If you want to include unposted GL Journal entriesin the balance, select
the check box (or enter Y in text mode); if not, clear the box (or enter N in
text mode). Including unposted entries in the balance provides you with up-
to-date bank balances without having to post General Ledger transactions
first.

5. Select the amount of detail you want: Summary (print only the
reconciliation section) or Detail (print the cleared transactions, outstanding
transactions, and reconciliation sections).

Note: Transactions with a status of Reconciled are not shown on the report.

6. If you elected to produce a detailed report, select the sections you want to
produce: Cleared, Outstanding, or Both.

7. Select the output device to begin printing the report. See “ Reports’ on

page 1-29 for more information. After you produce the list, the
Reconciliation menu appears.
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Reconciliation Report Reconciliation

Reconciliation Report (Cleared Transactions)

02/Zz/7E005 Builders Supply Page 4
11:37 aM RBeconciliation Report
For Bank FNEOOl lst National Bank

Cleared Transactions

Check Date Type Description Ref. Sroc. Clr. Trans. Amt.

Void Checks

0001012 12/03/2005 STOP UTILITY EXPENSE ER T Z50.00-
0001020 12/03/2005 VOID ADVERTISING ocT ER T Z0.00-
0001080 08/15/2005 VOID S500/Bourne L EOUOO1 Pa T FE500.00-
0002684 08/15/2005 VOID ACE PLUMEING SUPPLY COMPA ACEOOL AP T .oo

TOTAL WOID CHECES 7770.00-

Reconciliation Report (Outstanding Transactions)

02/Zz/7E005 Builders Supply Page 3
1ll:-40 AM RBeconciliation Report
For Bank FNEOOl lst National Bank

Outstanding Transactions

Check Date Type Description Ref. Sroc. Clr. Trans. Amt.
Adjustments
ADT 1270472005 ADJ Stop Payment Charge ADT ER N 7.80-
CE CHG 1z/04/2005 ADJ EBER ADJUSTMENT CHECECHG ER N zE. &0
TOTAL ADJUSTHMENTE lz.00
Deposits
oooool 08/lEf2005 DEP AR DEPOSIT AR N 1500.00
oooool 08/lEf2005 DEP AR DEPOSIT AR N 233602, 55
oooool 0871972005 DEP AR DEPOSIT AR N 1z00.00
ooolzs  1lz/04/2005 DEP EBR DEPOSIT 0T INC. ER N z000.00
oolooz  1z/02/2005 DEP CASH SALES ASR EL N 12388 EL
TOTAL DEPOSITS 2Ele50.20

Transfers

BE TSFR 12/04/2005 TSFR Transfer of Funds TREFER ER H S00.00-
BE TSFR 12/04/2005 TSFR Transfer from Bank SNEOOL LOANW ER H 300.00

TOTAL TRANSFERS Z00.00-
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Reconciliation Reconciliation Report

Reconciliation Report (Reconciliation)

QS f22/ /20058 Builders Supply Page 1
11:37 AM RPeconciliation Report
For Bamk FNEOOL lst National Bank

Reconciliation
Bank-to-EBook
Statement Balance S1359.38
Outstanding Transactions
Deposics 35169020
Dishursements 334743 75—
Transfers 00, 00—
Adjustments 15.00
ACCUMULATED EALANCE Zzd404_43
ACTUAL EOOK BALANCE 311877 12~

UNEECONCILED AMOUNT 33408155

Book-to-Eank

Book Balance F1le7?7.12-

Outstanding Transactions

Leposits 3E1e30._80-
Disbursements 234E42.7E
Transfers Z00.00
Adjustments 1s.00-
ACCUMULATED EALANCE 328947 _17-
STATEMENT EBALANCE E133._38
UNRECONCILED AMOUNT 334081, 55-
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Change Cleared Transaction Status

Use this function to change the status of all cleared transactionsto a status of
reconciled.

Note: Thisisanew functionin OSAS v6.5.

Before Changing the Status

Before you change the status of al cleared transactions to a status of reconciled,
make sure that you have completed these tasks:

» Cleared all the applicable transactions (see page 5-3)

» Printed and verified the Reconciliation Report (see page 5-11)
e Backed up your datafiles.
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Change Cleared Transaction Status Reconciliation

Select Change Cleared Transaction Status from the Reconciliation menu.The
Change Cleared Transaction Status screen appears.

& Change Cleared Transaction Status g|§|g|
Commands Edit Modes Other Help

2xizramn|-¢ [0

Harve you:
-- Backed Up Your Data Files?
-- Completed Reconcilistion?

-- Printed the Reconcilistion Report?

Bark Account ID FNEO01 (&

This function will change all transactions with a status of 'Cleared’

to & status of 'Reconciled.

| | Company H |08/22/2005 |Terminal TO0O |OWR

1. If you have completed reconciliation and backed up your data files, select
the check box (or enter Y in text mode); if not, clear the box (or enter N in
text mode), and return to the Reconciliation menu to complete these tasks.

2. Select the bank account 1D for which you want to change the status.

3. To change the status, use the Proceed (OK) command. After the transaction
status changes, the Reconciliation menu appears.
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Purge Reconciled Transactions

After you have reconciled a bank account with a bank statement, use the Purge
Reconciled Transactions function to del ete the reconcil ed transactions from the
BRTRxxx (Transactions) file.

You can purge the transactions for one bank account or for arange of bank
accounts.

Note I

This function only purges reconciled transactions.

Before Purging Reconciled Transactions

Before you purge reconciled transactions, make sure that you have completed
these tasks:

e Cleared all the applicable transactions (see page 5-3).

» Printed and verified the Reconciliation Report (see page 5-11).
e Backed up your datafiles.
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Purge Reconciled Transactions

Reconciliation

Select Purge Reconciled Transactions from the Reconciliation menu. The

Purge Reconciled Transactions screen appears.

iy Purge Reconciled Transactions

Commands  Edit Modes Other Help

2xizraan[2¢[ea

Harve you:

-- Completed Reconcilistion?
-- Made a Backup Copy?

Bank Accourt I From |FMEOO1 E]
Thru | SNEDOT (&)
Purge By: Drate

Purge Transactions

O or Before: 12i51i2003 [To)

| Company H |08/22/2005 |Terminal TO0O |OWR

1. If you have completed reconciliation and backed up your data files, select
the check box (or enter Y in text mode); if not, clear the box (or enter N in
text mode), return to the Reconciliation menu, and do so now.

2. Enter the range of bank account |Dsfor which you want to purge reconciled
transactions, or leave the boxes blank to include all bank account IDs.

3. Select how you want to purge the information: by transaction date (Date) or

transaction period and year (Period).

4. If you selected Period, enter the transaction period and year in the Purge
Transactions On or Before text box. All transactions up to and including

the period/year you enter are purged.

5-20
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Reconciliation Purge Reconciled Transactions

If you selected Date, enter the transaction date up to which you want to
purge transactions. All transactions up to and including the date you enter
are purged.

5. To begin purging transactions, use the Proceed (OK) command.

After you purge the reconciled transactions, the Reconciliation menu
appears.
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Bank Accounts

Usethe Bank Accounts function to set up and maintain the checking and savings
accounts that you reconcile. The information you enter through this function is
stored in the BRBAxxx (Bank Accounts) file.

If Bank Reconciliation interfaces with General Ledger, the genera ledger
account number you assign to each bank account record must be set up in your
chart of accounts.

Select Bank Accounts from the File Maintenance menu. The Bank Accounts
Screen appears.

| Bank Accounts
Commands  Edit Modes Other Help

2xrzramn[-e(0@
Bank Account I0 LY

Account Description 15t Mational Bank

Account Mumber

Bank Cortact Don Mevers

Phone Mumber [612)554-6719

Fax Number [612)554-6799

GL Account Mumber 100000 E] CASH IH BAHK - 1st HATIONAL
GL Account Balance

Last Statement Balance 913835

Last Statemertt Date 12i01iz005 [T5)

Last Statement Period

0001638973

!

Cormpany H [08/22/2005 | Terminal TOOD |OVR
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Bank Accounts

File Maintenance

Add a Bank Account

vy | 1

iy | s

Enter aunique ID for the bank account in the Bank Account ID box.

Inthe Account Description box, enter adescription of the bank account, for
exampl e, the name of the bank.

Enter the number the bank assigned to the account in the Account Number
box. If you enter anumber longer than 15 characters, the account number is
truncated on deposit slips.

Inthe Bank Contact box, enter the name of the person you contact when
you have questions about the account.

Enter the bank’s phone and fax numbers using the phone mask that appears.

Inthe GL Account Number box, enter the number of the general ledger
account affected by transactions made to the account. (The Inquiry (F2) and
Maintenance (F6) commands are available if Bank Reconciliation interfaces
with Genera Ledger.) Assign a unique account number to each bank account
record.

If Bank Reconciliation interfaces with General Ledger, the balance of the
general ledger account you specified appears in the GL Account Balance
box and you cannot change it. The balance is updated when a transaction is
posted in General Ledger to the general ledger account specified.

If Bank Reconciliation does not interface with General Ledger, enter the
balance of the general ledger account you specified. Thisfield is updated
when you post transactions (in Bank Reconciliation and in interfaced
applications) that affect this bank account ID.
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File Maintenance

Bank Accounts

Note I

If Bank Reconciliation does not interface with General L edger, do not
change this balance after you begin processing Bank Reconciliation
transactions; if you change it, you will not have an audit trail of the change.
Instead, use the functions on the Transactions menu to make the appropriate
adjustments.

10.

If you are setting up the Bank Reconciliation system, enter the balance of the
last statement you received for the bank account in the Last Statement
Balance box.

Thelast statement balance is updated each time you use the Cleared
Transactions function for the bank account ID.

Enter the date of the last statement you received for the bank account in the
Last Statement Date box.

Thelast statement date is updated each time you use the Cleared
Transactions function for the bank account ID.

Enter the GL period of the last statement you received for the bank account
in the Last Statement Period box.

Thelast statement period is updated each time you use the Cleared
Transactions function for the bank account ID.

After you save the record, enter the next bank account record, or exit to the
File Maintenance menu.
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Bank Accounts File Maintenance

Edit a Bank Account

To edit a bank account, follow these steps:

1. Select Bank Accounts from the File Maintenance menu. The Bank
Accounts screen appears.

2. Select the bank account D number to edit. The bank account information
appears.

3. Edit the appropriate information.

4. When finished, use the Proceed (OK) command to save your changes and
exit to the File Maintenance menu.

Delete a Bank Account
To delete a bank account, follow these steps:

1. Select Bank Accounts from the File Maintenance menu. The Bank
Accounts screen appears.

2. Select the bank account ID to delete.

3. Press (F3).
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Codes

Usethe Codes function to set up and maintain default descriptions and
references for transactions (deposits, disbursements, and transfers) and recurring
adjustments. The descriptions you assign to transactions and recurring
adjustments are stored in the BRCDxxx (Codes) file and appear when you enter
or edit transactions through the Transactions function and in the Bank Account
Register, among other places.

Select Codes from the File Maintenance menu. The Codes screen appears.

[ Codes
Commands Edit Modes Other Help
2xiz 2B A0 |08
Transaction Type Description
Deposits BR Deposit
Dizhurzements ER Disbursemert
Adjustmernts BR Adjustrment

Tranzfer From Tranz | Transfer to Bank
TaTranz | Tranzsfer from Bank

| | Company H |08/22/2005 | Terminal TO0D |OWR

1. Enter the default description you want to appear for deposits.
2. Enter the default description you want to appear for disbursements.

3. Enter the default description you want to appear for adjustments.
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Codes File Maintenance

4. Enter the default description you want to appear for the From Trans portion
of the transfer transaction — the transaction that records the reduction to the
bank account you entered in the Bank Account ID field on the Transactions
screen.

If you enter fewer than 20 charactersin thisfield, the To Trans bank account
ID is appended to the description.

5. Enter the default description you want to appear for the To Trans portion of
the transfer transaction — the transaction that records the addition to the
bank account specified in the To Bank field in the scroll region of the
Transactions screen.

If you enter fewer than 20 charactersin this field, the From Trans bank
account 1D is appended to the description.

After you save your entries, enter descriptions again, or exit to the File
Maintenance menu.
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Recurring Adjustments

Recurring adjustments are routine service charges applied to bank accounts by a
bank. For example, banks commonly charge an overdraft fee for bounced checks
or levy amonthly service charge for some types of accounts.

Usethe Recurring Adjustments function to set up and maintain recurring
adjustments you regularly make to your accounts. Recurring adjustments are
stored in the BRRAxxx (Recurring Adjustments) file.

You must also set up the offsetting entries for the adjustments.

Select Recurring Adjustments from the File Maintenance menu. The Recurring
Adjustments screen appears.

& | Recurring Adjustments

Commands Modes ©Other Scroll Commands  Help

2Xiz|ne mn[-e[0@®

Bank Account I LY 1=t Hati | Bank

[OE @ EEHED

( 000001 of 000002 )

GL Accourt Dehit Credit Description Ref

4[4 40 b PP 0

Balance

[ Erter=edt | append [ Header |
| |Company H |08/2212005 |Terminal TODD |OVR

1. Enter the bank account for which you want to set up or maintain recurring
adjustments.
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Recurring Adjustments

File Maintenance

2. After you enter the bank account ID, select acommand in the adjustments

porti

on of the screen.
Press Enter to edit the adjustment the prompt is at.
Press A to add an adjustment for the bank account.

Press H to return to the Bank Account ID field.

Append/Edit Recurring Adjustments

6-10

When you press Enter to edit the adjustment or A to add an adjustment, the
Append/Edit Recurring Adjustments screen appears.

| Edit Recurring Adjustments

Commands

Edit Modes Other

K L2

EXNEEIEEIE T s

Adjustment I | ODCHG

Tran Date 06/29/2005  [T9)
Period 5]

Amaount -18.00
Description Owverdraft Charge
Ref

1. Enter an adjustment ID in the Adjustment ID box. The ID is unique only to
the bank account—that is, you can set up adjustment SV CCHG for bank
account FNBO0O01 and adjustment SVCCHG for bank account SNBOO1. That

way,

2. Inth

you have to remember only one ID for similar types of adjustments.

e Trans Date box, if you are adding an adjustment, the workstation date

appears. If you are editing an adjustment, the date you entered the
adjustment appears.

Accept the default date, or change it.

3. If you are adding an adjustment, the general ledger period corresponding to
the Tran Date you entered appears in the Period box. If you are editing an
adjustment, the period you entered the adjustment appears.
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Recurring Adjustments

Accept the default period, or change it.
Enter the amount of the recurring adjustment.

If you are adding an adjustment, accept the current description (from the
BRCDxxx file), or enter a different description.

Enter areference for the adjustment in the Ref box. References are posted to
General Ledger and provide another way of searching for information in the
General Ledger application.

When you save an adjustment, the Edit Distributions? prompt appears.

If you are editing an adjustment, select Yes (or enter Y in text mode) at the
prompt to move to the distributions portion of the screen, or select No (or
enter N in text mode) to return to the adjustments scroll region if you are

finished editing the adjustment and do not need to edit the distributions.

When you finish entering adjustments, exit to the File Maintenance menu.
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File Maintenance

6-12

Distributions

Each adjustment must have both the debit and the credit side of the transaction
accounted for. You can offset the adjustment with as many credits/debits as
necessary. You cannot exit from the distributions portion of the screen until you
have accounted for the amount of the adjustment in terms of both debits and

credits.

- Recurring Adjustments

CODCHG
SYOCHG (0672472005

Commands Edf Modes Other  Scroll Commands  Help

2xiz|na|ma|-¢ (0@
Bank Account I0 LY 1st Hational Bank

Adj D Tran Date Period Amount Description Ret

-158.00
-10.00

Overdraft Charge

Service Charge

[ENCCHE R 3T

( 000001 of 000002 )

GL Account Debit Credit Description Ret

100000 158.00 |Overdraft Charge @
Overdraft Charge E]

Balance il [ 02of 02)

Erter = ecit ||

Append ] [ Done ]

jCompany H |0ai2202005 ]Terminal T000 |OWR

1. PressEnter to edit the distribution the prompt is at. (You cannot edit the first
line of adistribution; the first line is the adjustment itself. If you want to edit
the adjustment, you must edit it in the adjustments portion of the screen.)

2. Press A to add adistribution for the adjustment.

3. PressD to return to the adjustments portion of the screen. (This command
appears only when credits equal debits—that is, the balance is zero.)
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Append/Edit Distributions

When you press Enter to edit the distribution or A to add adistribution, the
Append/Edit Distributions dial og box appears.

& Edit Distributions
Commands Edit Modes Other Help

2xiEeema] 0@ &K )

GL Account 532000 (&)
Debit 18.00
Credit oo

Description Owverdraft Charge
Ref

1. Inthe GL Account box, enter or select the General Ledger account number
for the credit or debit. (The Inquiry (F2) and Maintenance (F6) commands
are available if Bank Reconciliation interfaces with General Ledger.)
2. Inthe Debit box, enter the amount of the debits related to the adjustment.
3. Inthe Credit box, enter the amount of the credits related to the adjustment.

4. Inthe Description box, accept the default description (from the BRCDxxx
file), or enter a different description.

5. Inthe Ref box, enter areference for the offsetting entry. References are
posted to General Ledger and provide another way of searching for
information in the General Ledger application.

6. After you enter thereference, edit or append another offsetting entry, or
press D to return to the adjustments portion of the screen.
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Tables

Usethe Tables function to set up and maintain the Bank Reconciliation tables.
Tables can store information about the system, data, options, and default settings

for other applications.

The OPTxxx table is the only table related to Bank Reconciliation at thistime.

Note I

The OPTxxx (Options) tables store options and interfaces settings. Maintain
the information stored in this table through Resource Manager Options and
Interfaces function, not through the table itself.

Select Tables from the File Maintenance menu. A blank tables screen appears.

Commands Edit Modes Other Help

2xzramn|- ¢[00
Table ID (3] Description
Murnber of Cols Column Length Type

Cormpany H |08/22/2005 |Terminal TOOD |OVR
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File Maintenance

6-16

1

2.

To add or change atable, enter the table ID. To set up a company-specific
table, enter the table ID plus the one- to three-character company ID. To set
up aterminal -specific table, enter the table ID plus the four-character
terminal ID. To delete the table, use the Delete (F3) command.

If you entered a new table ID, the Copy From field appears. To copy a
company- or terminal-specific table, enter the table ID plus the company 1D
and terminal ID.

A set of tables comes with the sample company, Builders' Supply. You can
copy the sample tables for acompany and then change the appropriate fiel ds.
To copy asampletable, enter thetable ID.

Accept the default table description, or enter a different description.

The number of columns, their length, and the type of data you can enter—
alphanumeric (A), numeric with two decimals (N), numeric with three
decimals (3), or numeric with four decimals (4)—appear.
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Change Fields

Usethe Change Fields function on the File Maintenance menu to change any
code used from one value to another. The Change Fields function can change
codes within this application, aswell asin other applications. To produce alist of
fields changed, use the Print Log feature. A sample of the log appears on page

When you select Change Fields from the File Maintenance menu, the Change
Fields screen appears:
& Change Fields
Commands Modes Other  Scroll Commands  Help
2xiz|ne | mn|-¢ (0@
Field ID LY
Criginal Y alue Mewy Yalue File Description Time Tag
@ System Company 1D File Long Z =
SMEODT ShiE g] System Defaults File Laong [#] =
E] AR Cash Receipts File Short [#] L
AR Detail Sales History F Long Z
AR Detail Sales History F Long Z
AR Paymert Methods File Long [#]
AR Tranzaction Header fil Laong [#]
AR Tranzaction Header fil Laong [#]
ER Journal File Shart [#]
ER Recurring Adjustmerts Short [#]
ER Transactions File Shart [#]
E] Sales Order Header File Laong [#] i
g] Sales Order Header File Laong [#] g
El O =
Ling Mo 000002 of 000002 )
[ Switch to tag ] [ Erter = edit ] [ Append ] [Begin code change ] [ Header ] Field IO
| | company H |08/22/2005 |Terminal TO0D |OWR

The screen contains three sections. The top Header section, which includes the
Field ID and Print Log? fields, is where you select the code or 1D to change, and
whether you want to produce the printed log. The lower left Values section is
where you build alist of the values you want to change by specifying the old
value and the new value. The lower right Files section contains alist of the files
that are changed in the applications you installed on your system.
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Header

1. Enter the Field ID you want to change. You can change only Bank

Reconciliation fields from the Bank Reconciliation menu. To change IDs
and codes from other applications, run the Change Fields function in the
respective application.

2. Select the Print Log? check box to print alist of the files that are changed.

3. After you enter the Field ID and indicate your preferencefor printing the log,
use the Proceed (OK) command to begin entering field values to change.

Values
4. To edit or add original/new valuesin this section, select aline and press
Enter to edit the current line. The Edit Original/New Values dialog box
appears. Press A to append another value to the list. The Add Original/New
Values dialog box appears.
5. Enter the current field value you want to change in the Original Value box.
6. Enter the new value that you want to use for thisfield in the New Value box.

7. Select acommand.

e Press S to switch to the File Description section to specify which files
change during processing.

*  PressEnter to edit the current line.
*  Press A to append another valueto the list.
*  PressB to begin the change field process.

*  PressH toreturn to the header section to change the selection you made
for printing the log.
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Change Fields

Files

Bank Reconciliation User’'s Manual

8.

* PressG togotoaparticular entry. This option is only available when
there is more than one page of entries.

* PressF to choose anew field ID (this abandons any field changes you
entered, but have not yet saved).

Continue entering old values and new values until you have specified all of
the values you want to change in the Values section.

Thefilesthat contain the Field ID you selected appear in the File Description
section. You should change IDsin all of the files as a general rule. Exclude files
from the change process only when your reseller or support representative
instructs you to so.

9.

10.

11

The Time field gives you an idea of the relative time it takes to change the
fieldin agiven file. Fileswhere thiscode or ID are a part of the key to the
file can be changed more quickly than files where each record in the file
must be scanned for the code or ID. Each fileisrated as Short or Long to
denote the estimated time required to change the field.

The Tag field denotes whether the file is affected by the copy process. Tag
the file to change fields in the file.

Select a command.
*  Press S to switch to the Values section of the screen.

* PressEnter to toggle afile asincluded or excluded from the copy
process.

* PressA totagall of thefiles.
e PressN tountag all of thefiles.

*  PressB to begin the change field process.
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*  PressH toreturn to the header section to change the selection you made
for printing the log.

* PressG togotoaparticular entry. This option is only available when
there is more than one page of entries.

* PressF to choose anew field ID (this abandons any field changes you
entered, but have not yet saved).

12. When you have tagged the files you want to change, press B to begin the
change process. When the changes are complete, the log printsif you elected
to produce it.

13. Enter anew Field ID to change, or usethe Exit (F7) command to returnto the
File Maintenance menu.

Change Fields Log

0gs22 /2008 Builders Supply Page 1
1l0:15 AM Change Field Log

File Hame RBecords Read Records Conwerted Original Total RBecord MNew Total PBecords
EPEBLH ko] z Z E
OSCOMP 1 u) 1 1
OSDF 1 u] 1 1
ARCEH u] u] u] o
APHIH 3z4 u) Lasg Lag
APHIH 132 127 L&8 1]
ARPYH z z ] o
ARTHH u] u] u] o]
ARTHH u] u] u] o
ERJEH Z5 24 zd 24
ERRALH =] g g g
ERTHH 24 23 23 jies
SO0THH 1z 1 1z 1z
Z0THH 1z u] 1z 1z
Field ID ER BANK ACCOUNT

Original Walue New VWalue

FNEOOL FMNE

SNEOOL SNE
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Printing a Master File List
Bank Accounts List

Codes List

Recurring Adjustments List
Tables List
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Printing a Master File List

All master file lists are produced in the same way. Use the instructions below to
print a master file list, modifying the procedure as necessary for the list you are

printing. For example, if the screen for the list you want to print does not contain
check box options, ignore that step and continue to the next.

Follow these stepsto print a master list:
1. Select thelist you want to print from the Master File Lists menu. The

selection screen for that list appears. The Tables List screen is shown bel ow
asan example.

| Tables List

Commands Edit Modes Other Help

2xizna@n[24(e@
Application From LY
Thru LY

Table D From (&)
Thru E]
Suppress Blank Lines?
Page Break Per Table?
| | Company H |08/22/2005 {Terminal TO0O |OWR
Inquiry 2. Select the range of valuesto print on the report in the list boxes. L eave these

fields blank to select all values, or enter values into a combination of fields
to select specific information to print on thelist. The Inquiry (F2) command
isusually available for these list boxes.
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Printing a Master File List Master File Lists

3. If the screen contains selection options (for example, Print By optionsto sort
the report), select the option to use when printing the list. You can select only
one option.

4. If the screen has check boxes (asin thelower portion of the example screen),
select the check box (or enter Y in text mode) to print that type of
information in thelist. Clear the check box (or enter N in text mode) if you
do not want to print that type of information in the list.

5. Select the output device to begin printing the report. See “ Reports’ on

page 1-29 for more information. After the list is produced, the Master File
Lists menu appears.
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Bank Accounts List

Usethe Bank Accounts List function to produce alist of the information in the
bank account records you have on file. Enter bank account information using the
Bank Accounts function. The information is stored in the BRBAxxx (Bank

Accounts) file.

Usethislist as a reference when you enter bank reconciliation transactions and
when you identify bank account IDs in interfaced applications.

Sample List

08/Z2/Z005
10: 52 AM

Bank ID Bank Account Number
Bank Account Description

Phone Muumber
Fax Muuber

Builders Supply
Bank Accounts List
By Eanlk Account

GL Acocount
Last Stmt.

GL Acoount Description
Contact

Last Stmt. Bal.

Pags 1

Curr. CGL Bal.

FNEOOL O0Q00l&E23732
lst National Bank

SNEOOL O0Q00Z&E2372
Ind National Bank

Z BANE ACCOUNTE LISTED

End of Report

(ElZ) 5E54-6713
(ElZ) E54-E733

(ELlZ)227-0085
(ElZ)227-0011

looooo
1Z/01/Z005
Period /!
looloo
1Z/01/Z005
Period /!

Mot Interfaced to GL
Don Meyers

Mot Interfaced to GL
Liza Jungles

TOTAL

£1335.38 Z1E561.71
€00.00 .00
£735.38 Z1E561.71
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Codes List

Usethe Codes List function to produce alist of the information in the codes
records you have on file. Use the Codes function to enter code information. The
code information is stored in the BRCDxxx (Codes) file.

Usethislist as areference when you enter bank reconciliation transactions or to
check your work.

QS f22/ /20058 Builders Supply Page 1
10: 53 AM Codes List

Tran=s. Type Default Description
Deposits ER Deposit
Disbursements ER Disbursement
Adjustment = BERE Adjustment

Transfers From Transfer to Bank
Transfers To Transfer from Bank

End of Report
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Recurring Adjustments List

Usethe Recurring Adjustments List function to produce a list of the recurring
adjustment information you have on file. Enter recurring adjustments using the
Recurring Adjustments function. The adjustments are stored in the BRRAxxx
(Recurring Adjustments) file.

Usethislist as areference when you enter bank reconciliation transactions or to
check your work.

Sample List

08/2z/2005
10:-53 AM

Builders Supply
Recurring Adjustments List
By Bank Account

Page 1

End of Report

Trans. Seg. Bank ID Type Adj. ID Description Ref. CL Account Per Entry Date Debit Amount Credit Amount
000004 01 FNEDOL ADJ ODCHG  Overdraft Charge 100000 £ D6/23/2008 18.00
000004 0F FNEDOL ADJ ODCHE  Overdraft Charge 532000 18.00
000001 01 FNEDOL ADJ SVCCHG Service Charge 100000 £ DE/24/2008 10.00
000001 0f FNEDOL ADJ SVCCHG Service Charge 532000 10.00

TOTAL FOR BANK ID FNBOOL 28.00 28.00
000003 0l SNEDOL ADJ ODCHE  Overdraft Charge 100100 & 06/23/2008 21.00
000003 0f SNEDOL ADJ ODCHE  Overdraft Charge 532000 21.00
000002 Ol SNEDOL ADJ  SVCCHG Service Charge 100100 & 06/23/2008 15.00
000002 0F SNEDOL ADJ  SVCCHG Service Charge 532000 15.00

TOTAL FOR BANK ID SNEOOL 36.00 36.00

CEAND TOTAL £4.00 £4.00
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Tables List

The Tables List shows the number of columns, column length and type, and data
for any or all Bank Reconciliation tables.

Usethislist to keep records and verify contents of the Bank Reconciliation tables
you are using.

Sample List

082z /2008 Builders Supply Page 1
10: 52 AM Tahles List
Bank Reconciliation

Table ID» OPT Description Options Table
No. of Columns 1l Column Length =) Type 4

Option Settings

00000000000000000000000000000000000000000000000000

Table II* OPTH Description Options Table
No. of Columns 1 Column Lendgth 50 Type A

Option Settings

0oo0o000000000000000000000000000000000000000000000

End of Report
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System Messages A

M essages on the screen or in areport indicate an error or tell you how to enter
data or what is happening in the function you are using. Self-explanatory
messages are not listed.

An error occurred while converting files. Conversion aborted.
An error occurred wile creating files. File creation aborted.

If an error occurs during data file creation or conversion, a message that
describes the problem appears. Then this message appears on the Resource
Manager Data File Conversion and Data File Creation screens to inform you that
the process has been aborted. Correct the problem described in the first message
and try again.

Basic Error = {error} Host Error = {error} Line = {line} Program = {program}
Basic Error ={error} Line = {line} Program = {program}

A serious error has occurred. Write down the information that appears and get
help from a support technician.

{check number} is not on file.

1. Thenumber of the check you are trying to void or stop the payment of is not
on file.

2. You cannot void or stop payment of a check that is tagged as cleared.
Could not find any valid source files for this application.
The source directory you specified does not have files for the application you are

converting. Make sure that you entered the correct source directory and
application ID.
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Current journal entries do not balance.

Thetotal of the debit entries does not equal the tota of the credit entries for the
transaction. You cannot exit from the function until these two balances are equal.

File unavailable {file}.
This message appears for one of three reasons:

«  Thefunction you are trying to access needs one or more files that are locked
by another user on your system. When afileislocked, other users cannot
access it during posts and other functions that need to keep the files intact.

«  Thefunction you are trying to access needs one or more files that are not on
your system. Use the Options and Interfaces function on the Resource
Manager Company Setup menu to verify that the correct interfaces have
been selected. If that does not correct the problem, get help from a support
technician.

e You are working with the wrong company. Return to the menu; then use the
Change Company (F5) command to enter the ID you want.

In any case press Enter to get back to the menu, correct the problem, and select
the function again.

GL account {account number} belongs to account AAAAAA.
When entering the distributions portion of aBank Reconciliation transaction, you
cannot enter the number of a general ledger account that has been assigned to a
bank account record.

GL account {account number} is a memo account.

You cannot assign memo accounts to bank account records or Bank
Reconciliation transactions.
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Invalid date in {directory/file name}.

You must convert the old data files before you switch to European-format dates.
Use the Company Information function on the Resource Manager Company
Setup menu to switch back to the American-format dates, and reconvert the data.

Unable to execute program {program}.
The system cannot run the program you sel ected from the menu. Make sure that
the displayed program isin the application’s program directory, and select the
function again.

Unable to load menu record {menu} from file {file}.

The application’s menu record is not in the menu file, or the menu fileis missing.
Make sure that the application is properly installed and try again.
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Common Questions B

Use the answers to these commonly asked questions about the Bank
Reconciliation system as a quick reference to common problems.

How can | exit from the Transactions function if my entries are out of balance?

You cannot exit from the distributions portion of the Transactions screen unless
the entries are balanced (or offset). If you realize that you made a mistake in the
transaction or if you want to delete the transaction, you must complete the
distributions portion of the screen. Then return to the upper scroll region of the
Transactions screen and either edit the transaction or use the Delete (F3)
command to delete it.

How can | void an unposted check?

If the check was posted from an interfaced application (Payroll or Accounts
Payable/Purchase Order), see the appropriate user’s manual for instructions on
how to enter a reversing transaction.

If the check was entered through the Transactions function, you can use one of
the following methods to void an unposted check:

» Deletethe transaction in the Transactions function by selecting the
transaction you want to delete, then use the Delete (F3) command. Do not
use this method if you want an audit trail of the transaction.

*  Post the check to the BRTRxxx (Transactions) file. Then use the Void
Checks and Stop Payments function (on page 4-13) to void it.

*  Whenyou post the voided check, the status of the original disbursement will
be set to Void and the amount will be set to zero.
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«  Enter areversing disbursement transaction. In the Ref field, enter VOID or
some other reference which indicates that the transaction will void the

origina disbursement.

*  When you post transactions, both the original disbursement and the
reversing entry will be moved to the BRTRxxx file.
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Glossary C

account

accounting
period

adjustment

application

back up

company

conversion

data file

A storage unit of financial datain accounting, usually grouping related
information under one account number or account ID.

A period of timein accounting, used to provide distinct units of time you can
work with. For example, you might want areport to include transactions
done within a particular accounting period.

Charges made to your bank account, often by the bank: service charges,
finance charges, fees paid for bounced checks, and so on. See also
transaction.

A software package made up of several related programs (functions) and
files. Usually an application is named after a common accounting practice—
for example, Accounts Receivable, Inventory, or Payroll.

Bank Reconciliation is one application; applicationsthat interface with Bank
Reconciliation are General L edger, Accounts Payable/Purchase Order,
Accounts Receivable/Sales Order, and Payroll.

To make acopy of datafor archival purposes. For example, you would want
to back up a history file before you purged history so that you could retrieve
the dataif you had to.

In OSAS, abusinessrecord associated with its own files, tables, and menu of
applications.

The process of updating existing files, programs, or applications to the
current version. See also installation.

Seefile.
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deposit

disbursements

distributions

field

file

function

general
ledger

installation

interface

journal

journal
entries

menu

offsetting
entries

C-2

Money added to a bank account. See also transaction.
Money extracted from abank account. In Bank Reconciliation,
disbursements take the form of checks and withdrawals. See also

transaction.

Offsetting debits and credits that account for the total amount of the
transaction.

A region on the screen that accepts input from the user; also, one element of
arecord in afile. On the screen, most fields are | abeled.

A collection of records stored under a particular name. Function screens
often represent files, but you do not directly see afile. See also table.

A menuitem that leadsto afull screen. Most functions have a corresponding
program. See also program.

A record of accountsin terms of a chart of accounts and accounting periods.
The General Ledger application tracks the effects on accounts from
transactions entered in General Ledger and interfaced applications, and it is
updated by other applications interfaced with it.

The process of adding an application to an existing system. See also
conversion.

Tojoin to another application for the purpose of having information entered
in one application update information in another application’s files.

A chronological record of transactions.

Transactions recorded in ajournal.

A list of applications, functions, options, or other menus.

Seedistributions.
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post

program

purge

reconcile

reconciliation

record

recurring
adjustments

reference

restore

table

transfer

transaction

To transfer information from one place to another, usually at the end of the
day or at adistinct break in business.

A self-contained list of executable code, written and implemented to do a
task. Most programs are represented by a function on a menu. See also
function.

To remove from the system. See also restore.

To check afinancial account against another for accuracy. In the Bank
Reconciliation application, this processinvolves using the Cleared
Transactions function to indicate which transactions have cleared your
company’s bank.

Seereconcile.

A unit of information that has other pieces of information assigned to it.
Each record isassigned an ID so that the file can sort information in terms of
record IDs.

Adjustments made regularly to your account. For example, some banks
extract a monthly service charge on some types of accounts. See also
adjustment and transaction.

An additional description attached to a transaction. References are posted to
General Ledger and provide another way of searching for information in the
General Ledger application.

To bring information back to its original place and condition. See also
purge.

A grid that holds records and is visible. See also file.

To shift asum of money from one bank account to another. See also
transaction.

An exchange or transfer of funds involving two or more bank accounts:
adjustments, deposits, disbursements, and transfers. See also adjustment,
deposit, disbursements, and transfer.
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transaction Seereference.
reference
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Index

A
access codes
changing, 1-12
command, 1-12
company-specific information, 3-11
entering, 1-12
setting up, 3-11
what to protect, 3-12
Accounts Payable

interfaced with Bank Reconciliation, 3-8, 3-11, 4-7

Accounts Receivable

interfaced with Bank Reconciliation, 3-8, 3-11
Address Lookup, 1-22, 1-28
address mapping, 1-22, 1-28
addresses, 1-22, 1-28
adjustments

clearing, 5-6

distributions, 6-12

editing, 6-10

posting, 4-27

recurring adjustments, 6-9
alphabetical sorting, 3-4

B
back up schedule
for datafiles, 3-12
backup schedule
for programs, 3-12
setting up, 3-12
Bank Account Register
function, 4-21, 6-7
sample, 4-23
Bank Accounts
file
description, 1-7
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setting up, 3-10, 6-3
function, 6-3
unique I Ds, 3-10

Bank Accounts List

function, 7-5

Bank Reconciliation

before converting, 2-5
before you install, 2-3
converting to version 7.0, 2-6
description, 1-3, 1-5
files, 1-7
instalation, 2-3
installing new version before converting, 2-5
interfaced with Accounts Payable, 4-7
interfaced with General Ledger, 4-25
interfaced with Payroll, 4-7
interfaces, 1-5, 3-7
Accounts Payable, 3-8
Accounts Receivable, 3-8, 3-11
General Ledger, 3-7, 3-9, 3-11
Payroll, 3-8, 3-11
Purchase Order, 3-8, 3-11
Sales Order, 3-8, 3-11
with General Ledger, 1-8
menu structure, 1-6
Options screen, 3-9
posting transactions, 4-25
setting up, 3-3
setup considerations, 2-5
system requirements, 2-3
tables, 7-11

bank-to-book reconciliation, 5-11
book-to-bank reconciliation, 5-11
BR Journal

function, 4-19
sample, 4-20
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BRBAXxxx file
description, 1-7
setting up, 3-10, 6-3

BRCDxxx file
description, 1-7
setting up, 6-7

BRJRxxx file, 1-7, 1-8

Browse, 1-22

BRRAXxxx file, 1-7
BRTRxxx file, 1-7, 3-8

C
change

status of stopped payment, 4-15

status of voided check, 4-15
Change Cleared Transactions Status

before you purge, 5-17
Change Fields

sample log, 6-20

screen, 6-17
Cleared Transactions

after clearing, 5-9

function, 5-3

totalsinformation, 5-9
Codes

access codes, changing, 1-12

file

description, 1-7
setting up, 6-7

format, 3-4

function, 6-7

setting up, 3-3

sorting, 3-3
CodesLigt

function, 7-7

sample, 7-7
commands

access code, 1-12

flags, 1-27

hot keys, 1-27

Proceed (OK), 1-4
company

assigning access codes, 3-11
conversion

before converting, 2-5

IX-2

setup considerations, 2-5
converting to OSASversion 7.0, 2-6

D
data dictionaries, 2-3
Data File Conversion
function, 2-5, 2-6
DataFile Creation
function, 2-3
datafiles
backing up, 3-12
datefields, 1-21
debits
posting, 4-27
default descriptions for transactions, 6-7
deposits
clearing, 5-6
posting, 4-25
Depreciation Tables List
list, 6-20
disbursements
clearing, 5-6
posting, 4-26
distributions
for transactions, 4-9
for voided checks, 4-16

F

F2 Inquiry
button, 1-22
flag, 1-27

F6 Maintenance
flag, 1-27
icon, 1-22

file information, 1-7
File Maintenance menu structure, 1-6
files
backing up, 3-12, 5-17, 5-19
BRBAXxx, 1-7, 6-3
BRCDxxx, 1-7
BRCDxxx file, 6-7
BRJIRxxX, 1-7
BRRAXxx, 1-7
BRRAXxxx file, 6-9
BRTRxxx, 1-7
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flags, in text mode, 1-27

G
Generd Ledger
interfaced with Bank Reconciliation, 3-7, 3-11, 4-22,
4-25, 5-3, 5-4, 5-13, 6-3, 6-4
references, 4-7, 4-10, 4-15, 4-17, 6-11, 6-13
GL account baance, 6-4
GLJRxxx file, 1-8, 3-7, 4-25, 5-3, 5-13
GLMAXxxx file, 1-8, 3-7, 5-3
graphical mode
drop-down menus, 1-19
function screens, 1-18
graphical main menu, 1-16
Inquiry button, 1-22
Maintenance icon, 1-22
MDI menu, 1-17
shortcut menu, 1-19
toolbars, 1-21

H
hot keys, 1-27

|
IDs
establishing aformat, 3-4
setting up, 3-3
sorting, 3-3
Incorrect Entries
transactions, 4-11
incorrect entries
stopped payments, 4-18
transactions, 4-11
voided checks, 4-18
initial balances, 3-10
Inquiry (F2)
button, 1-22
flag, 1-27
Install Applications
function, 2-3, 2-5
installing Bank Reconciliation, 2-3, 3-10

J
Journal file, 1-7

Bank Reconciliation User’'s Manual

L

launching
OSAS in other operating systems, 1-11
OSAS in Windows, 1-11

Lists
printing, 7-3

M
main menu
graphical, 1-16
MDI, 1-17
navigating graphical, 1-16
navigating MDI, 1-17
navigating text, 1-24
text, 1-23
toolbars, 1-21
Maintenance (F6)
flag, 1-27
icon, 1-22
mapping, 1-22, 1-28
Master File Lists menu structure, 1-6
Master Lists
printing, 7-3
menu structure in Bank Reconciliation, 1-6
menus
drop-down menus, 1-19
graphical main menu, 1-16
MDI, 1-17
shortcut, 1-19
text main menu, 1-23
messages
in text mode, 1-28
modes
graphical, 1-15
text, 1-23

N
navigating
graphical function screens, 1-18
graphical main menu, 1-16
MDI menu, 1-17
text function screens, 1-25
text main menu, 1-24
to directories and files, 1-22
negative adjustments

IX-3
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posting, 4-28
numbers
alphabetical sorting, 3-4

(0]
offsetting entries
in the GLJRxxx file, 4-25
voiding checks, 4-16
Options
table, 6-15
Options and Interfaces
function, 3-7, 3-9
screen, 3-9
OPTxxx table, 6-15
OSAS
MDI menu, 1-17
modes, 1-15
graphical, 1-15
text, 1-23
setup considerations, 2-5
starting in other operating systems, 1-11
starting in Windows, 1-11
Outstanding Ba ances window, 5-9
outstanding transactions
in Reconciliation Report, 5-11

=]
Payroll

interfaced with Bank Reconciliation, 3-8, 3-11, 4-7
positive adjustments

posting, 4-27
Post Transactions

Deposits T accounts, 4-25

Disbursements T accounts, 4-26

function, 4-25

Negative Adjustments T accounts, 4-28

Positive adjustments T accounts, 4-27

posting log, 4-30

Voided checks T accounts, 4-27
posting

before you post, 4-28

debits, 4-27

deposits, 4-25

disbursements, 4-26

negative adjustments, 4-28

IX-4

positive adjustments, 4-27
stop payments, 4-13
transactions, 4-25
voided checks, 4-26
voids, 4-13
Proceed (OK) command, 1-4
programs
backing up, 3-12
Purchase Order
interfaced with Bank Reconciliation, 3-8, 3-11
Purge Cleared Transactions
before you purge, 5-19
function, 1-9, 5-3
Purge ReconciledTransactions
function, 5-19

R

Reconciliation
menu structure, 1-6
reconciliation, 5-11
Reconciliation explained, 1-8
Reconciliation Report
Cleared Transactions report, 5-14
function, 5-3, 5-7, 5-11
Outstanding Transactions report, 5-14
produce after clearing transactions, 5-9
produce before changing cleared transaction status,
5-17
produce before purging reconciled transactions, 5-19
Reconciliation report, 5-15
Recurring Adjustments
distributions, 6-12
file, 1-7
function, 6-9, 7-9
recurring adjustments
adding distributions, 6-12
distributions, 6-12
entering transactions, 4-6
Recurring Adjustments List
list, 7-9
Recurring Entries List
function, 7-9
references, 4-7, 4-10, 4-15, 4-17, 5-8, 6-11, 6-13
Resource M anager
Data File Conversion function, 2-5, 2-6

Bank Reconciliation User’s Manual



Index

Data File Creation function, 2-3

Install Applications function, 2-3, 2-5

Options and Interfaces function, 3-9
restoring a check that has been stopped, 4-15
restoring avoided check, 4-15
reversing tag status of atransaction, 5-8
right-click menu See shortcut menu, 1-19

S
Sales Order
interfaced with Bank Reconciliation, 3-8, 3-11
screens
graphical function, 1-18
graphical main menu, 1-16
navigating graphical, 1-18
navigating text function, 1-25
OSAS MDI menu, 1-17
text function, 1-25
text main menu, 1-23
Select, 2-6
setting up the Bank Reconciliation Baance system, 6-5
setup
checklist, 3-7
shortcut menu, 1-19
sorting
alphabetical, 3-4
codesand IDs, 3-3
principles of, 3-3
Specific Item window, 5-8
starting
OSAS
in other operating systems, 1-11
in Windows, 1-11
stop payments
manually tagging as cleared, 4-13
stopped payments
incorrect entries, 4-18
stopping the payment of a check, 4-13

T
Tables
function, 6-15
use of, 6-15
tables, 7-11
TablesList
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function, 7-11
list, 7-11
tagging transactions, 5-7, 5-8
text mode
command line, 1-28
commands, 1-27
flags, 1-27
function screens, 1-25
main menu, 1-23
messages, 1-28
toolbars, 1-21
function screens, 1-21
main menu, 1-21
totalsinformation, 5-9
Transactions
exiting from function when out of balance, B-1
file, 1-7
function, 4-3, 4-13
menu structure, 1-6
screen, 4-4
transactions
after clearing, 5-9
appending, 4-6
before you change cleared transaction status, 5-17
before you clear, 5-3
before you purge reconciled transactions, 5-19
clearing, 5-3
default descriptionsfor, 6-7
distributions, 4-9
editing, 4-6
incorrect entries, 4-11
list of cleared items, 5-11
out of balance, B-1
purging reconciled transactions, 5-19
reversing tag status, 5-8
tag status, 5-7
tagging, 5-7
totalsinformation, 5-9
Transactions function, 6-7
Transactions menu, 6-5
transfers
clearing, 5-6

U
unposted checks
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voiding, B-1
untagging transactions, 5-8

\

Void Checks and Stop Payments
function, 4-13, B-1
screen, 4-14

voided checks
incorrect entries, 4-18
posting, 4-26

voiding checks, 4-13
from Accounts Payable, 4-7
from Payroll, 4-7

voiding unposted checks, B-1

W
workstation date, 1-13
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