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Auto Check Rec

INTRODUCTION

Auto Check Rec downloads transactions from your bank that would normally appear on a
bank statement. It then automatically matches the bank transactions to your TOPS
Checkbook transactions. When there is a “match” it marks the TOPS Checkbook
transaction as cleared. If there are unmatched bank transactions (bank service charges,
interest, etc.), you have the ability to manually match them or create an “Adjustment” in
TOPS to record the unmatched transaction in the General Ledger and in Check Rec. This
greatly speeds up and simplifies reconciling a bank account.

Currently, there are five bank Auto Check Rec interfaces with is Alliance Association
Financial Services, BB&T, Association Capital Bank, CAB-Mutual of Omaha and Union
Bank(Smartstreet Platform). In the future, other banks will be added. The reason this will
be a slower process that will take time to implement with other banks is due to the fact that
TOPS must work with each bank individually to handle receiving the download of bank
transactions.

Using Auto Check Rec.

Auta Check Rec. From the Check Rec menu, click the Auto Check Rec menu tab.

You will see the Auto Check Rec “Welcome” screen:

Welcome to Auto Bank Rec

@l Auto Bank Reconciliation

Welcome to TOPS Professional - Auto Bank Reconciliation!

Select & Bank to Begn:
@ To Ps Aliance Association Financial Sepaces

Allance Assoclabion Financial Senices
Cralg Lee Hunlingbon
clhuntingtom@aals.com

888744567 450-605-2027

Select Communily Gioup
¢Selact a Commurity Group> w D

e

Mext Ext

If you have not used Auto Check Rec before, you must first perform a few setup functions.




O

Bank Login Info

Use this setup tool button to complete the bank interface so you can login
into the bank’s system and download bank transactions. It will look like this:

Bank Login Information

Select a Bank:

Bank Information

Management Information

User/Managamert ID: | E703
Pt
Confirm Paszsveond:

Download Date Range: | Past 15 Days

| Save || Cocet || Eat |

Select a Bank — the first step on the bank setup screen is to select a bank
using the drop down arrow ¥ . Once you select a bank, you will see these
fields for entering the bank login info:

Bank Information - this comes from TOPS and cannot be changed. It is the
bank’s contact information.

Management Information — you must complete this information to have the
credentials to interface with the bank’s system through the internet. Itis
made up of these fields:

User/Management ID — the bank assigned customer ID for your
organization. The bank uses this ID to allow entry into their system
and to identify your organization so you may download bank
transactions in order to do the Auto Bank Rec.

Password — a password you setup to further secure your login into
the bank’s system.

Confirm Password — re-enter the Password entered above to make
sure you have typed it correctly.




Download Date Range — this will vary by bank. Some banks allow
you to request multiple days and some do not. You should contact
your bank representative if you have questions. Provides a cutoff # of
days for downloading bank transactions to match with your TOPS
Checkbook transactions. The choices are:

e 1Day

e 7 Days

e 15 Days

e 30 Days

e 45 Days

e 60 Days

e 90 Days
By letting you select the days range for downloading past bank
transactions, it prevents downloading bank transactions for past

periods you might have already reconciled manually before you
started using Auto Bank Rec.

TOPS will not download a duplicate bank transaction that has already
been downloaded, so this days range only involves new bank
transactions that have not previously been downloaded into TOPS.

Save — click the Save button to save the Management Information that lets
you log into the bank’s system.

Cancel - click Cancel to exit WITHOUT saving the information entered.
Exit — click to Exit back to the Welcome screen saving the changes.




Community Groups

Back on the Welcome screen, once you select a bank, the Community Group selector is active:

I‘TI Auto Bank Reconciliation

®TOPS

P

Welcome to TOPS Professional - Auto Bank Reconciliation!

Select & Bark to Begn
Alsnce fzpociaton Financial 5 emvices

¥ (&

ANRERce ASSOCIRNoN FInancial Senees

Select Commundy Group:
«Sedacl & Cornmunity Gioup:

Cralg Lee Hunbinglon
D

cihurdinglomBaatscom

SAS-FRES06T7 JR0-603-2927
Met Ext

Use the down browse arrow ¥ to select a Community Group. Community Groups are explained

below.
Community A “Community Group” is simply a group of communities that all use the
Group same bank. Community Groups can be further organized by the TOPS user

Community Group.

who handles bank recs for a certain group of communities. There can be
multiple “Community Groups” organized by user for the same bank.

Note: You cannot use Auto Bank Rec. unless you setup at least 1

&

like this:

Use this setup tool button to complete the community bank assignments so
you can login into their system and download bank transactions. It will look

Setup Community Groups




Iﬁfl Community Group Control

Mo Commurity Groups Have Been Defined.

Creaste a Maw B ank Group by Prassing the <Mew> Button B slow.

HEAMF-
Ejgt

The first time you select Setup Community Groups, you will see the screen
above. You must setup at least ONE community group.

‘ Click the New button to setup a Community Group.
MHew

Here you are selecting which communities use this bank.
Select Communities




&) Communily Group Setup

Geoup Hame

# ] - Brdgeon Estates

# []08 - Alpars Meadow: HOA
# []5A2 - Sienna Radge

# [C]# - Saemple Condodranam

] View Sedactad ltams Oy ;

o

Cancel

Group Name — Enter a name for this Community Group. The name should be something that
would help you identify which communities are included in the group. For example, you might
use the name of the bookkeeper that works with this group of communities.

Select Communities - Simply place a checkmark next to each community that uses this bank. If
a community uses the selected bank for ALL its bank accounts, then clicking the checkbox next
to the community will include ALL bank accounts for the community in Auto Check Rec.

If a community has some bank accounts placed with a different bank, click on the + sign to view
the individual bank accounts under a community. Below shows an example of how the display
of the individual bank accounts will look when the + sign is clicked.

=R - Sample Condaminium
01 - Alliance Bank
[102 - Suntrust

Checkmark the individual bank accounts that are part of the Community Group for this bank.

View Selected Because the community list might be very long for a management company,
Items Only you are able to shorten the list being displayed by check marking View
Selected Items Only. This will only display those communities that are
check marked as being part of this Community Group.

Once you have finished selecting the communities or individual bank accounts that go with this
Community Group, you will see them displayed like this:

Selected Communities/Bank Accounts




&) Comm unity Group Setup

Group M ames

+ [«] 01 - Bidgeon Estates

# [ 08 - Alpine Meadows HOA

+ EI SR2 - Seerna Ridge

SHN| = - Sample Condominium
01 - Alliance Bank
[] 02 - Surilrust

[C] Wiew Sedected ltems Only

Cancel

&5

The checkmarks mean these communities and individual bank accounts are part of the

Community Group you set up.

You may come back to Community Groups at any time to add more communities or select
individual bank accounts that should be part of this Community Group.

3 Click the OK button when you are done selecting communities or individual
ok bank accounts within a community. This will save the changes made.
@ Click the Cancel button to exit without saving any changes.
Cancel

Once Community Groups are set up, whenever you view the Community Groups you will see

your groups listed like this:

Existing Community Groups

10




& Community Graup Contral

Group Hame Coomprursty Count
BAFS Group 1 2

* [ » |9
Hew Ed Drelete Ext

Select Community Group - To select an existing Community Group to view the setup or make
changes, either double click on the Community Group or single click to highlight it, then click
the Edit button.

Delete Community Group - single click to highlight the group, then click the Delete button.

This completes the Auto Bank Rec setup instructions. You are now ready to use Auto Bank Rec.
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Using Auto Bank Rec

To use Auto Check Rec, start at the Auto Check Rec “Welcome” screen:
Welcome to Auto Bank Rec

@l Auto Bank Reconciliation

Welcome to TOPS Professional - Auto Bank Reconciliation!

Select a Bank bo Begn:
Aliance Association Financial Serices

clation Financial Sel
Craig Lee Hunlington
clhuntingtom@asls.com
BO8-T4-4067 480-605-2927

. Select Comumily Group
T ¢Sedact a Commurity Groups w D

=R

Mext

Follow the instructions below to use Auto Bank Rec.

Select Bank | You must select a bank in order to use Auto Bank Rec. Use the drop down
arrow ¥ to select the bank.

Select A “Community Group” is simply a group of communities that all use the same
Community | bank. Community Groups can be further organized by the TOPS user who
Group handles the bank recs for a certain group of communities. There can be multiple

“Community Groups” organized by user for the same bank.

You must select a Community Group in order to use Auto Bank Rec. Use the
drop down arrow * to select the Community Group.

* Once you have selected a Bank and selected the Community Group, click the
Next button to proceed to the Bank Account Summary.
MHext

12




Bank Account Summary

Through the Bank Account Summary screen, you can complete your bank reconciliations or just
download bank transactions during the month to update the information. You can update the
bank transactions as often as you like during the month, not just at the end of the month when
you are doing the month end reconciliation.

ﬁ Dewnload Bank Transactions

Bank Alkance Association Financial Serices
Group: AAFS Group 1

Download Bank Transactions

Comemriy/Bark Doweioad | Unentched Checkbook | JUEX™ D™ Reconcls Smment | Difcence

01 -SUNDOWH ACRES

0N -Akance Asin Bank - Chacking

A Ao Ben, Chosking | 10082012 0 NBM9A74|  $254500  (STOOOD)| 4I63SIT4|  $16.353N s00 [ €@ |
o B o 100872012 0 $70/00  9IF00  (S1500)  $7137.00 | $737.00 $0.00 m
ﬁm;ﬂ?m 100872012 2| SIAOASE|  $382010| [$3026376) 41066389  $10.64364 1815.25) m

= Hew
Acound Drpwardcond Puit Bank.
Refeath Vikdai Tors g ELE:?'I H Et ‘

Below we document each column and button on the Bank Account Summary Screen.

Community/Bank | Lists each community and the bank accounts within the community that

are part of the selected Community Group. The Community ID is shown
along with the community name. Likewise, the Bank ID is shown along
with the bank account name.

Last Download When the Bank Account Summary opens, it shows the balance in the
Date or Statement | TOPS Checkbook and the downloaded bank transactions for each bank
Date account as of the Last Download Date. The Bank Account Summary will

take into account all transactions up to and including the Last Download
Date. When you download more recent bank transactions the Last
Download Date will be updated for the new date.

If you click on the New Statement Date button, then enter a bank
statement date, this column heading will change to Statement Date and all
the transactions and balances will change to show up through and
including this date.

13




First Time Use — the first time you open the Bank Account Summary, the
Last Download Date column will show “N/A” for Not Applicable. It will
continue to show “N/A” until you do the first download of bank
transactions. Once this is complete, the column will show the date of the
Last Download.

Total Unmatched
Trxns

After downloading bank transactions, there may be some transactions that
TOPS cannot match automatically. These are “Unmatched” transactions.
You will need to take action to manually match these transactions to the
TOPS Checkbook. You will see the Edit button highlighted in RED
indicating that you need to click the Edit button to either manually match a
bank transaction to a TOPS Checkbook transaction or add an adjustment
into the TOPS Checkbook for things like bank service charges or interest.

Checkbook
Balance as of Date

When the Bank Account Summary first opens, it shows the balance in the
TOPS Checkbook for each bank account as of the Last Download Date. If
you enter a new Download Date or Bank Statement Date, then it will show
the TOPS Checkbook Balance as of this date and ignore any transactions
dated after this date.

Uncleared Credits
(Checks)

Checks written reduce your bank balance, therefore, they are credits in
your TOPS Checkbook. The column shows the total of the Uncleared
Credits (like AP Checks written) meaning either they have not cleared your
bank “as of” the statement date (the bank does not know you have written
these checks yet) or they are “Unmatched” with a downloaded bank
transaction.

Uncleared Debits

Debits, like Deposits, increase your bank balance in the TOPS Checkbook.

( Deposits) The column shows the total of the Uncleared Debits (like Owner Cash
Receipts) meaning either they have not cleared your bank “as of” the
statement date (the bank does not know you have made these deposits yet)
or they are “Unmatched” with a downloaded bank transaction.

Reconcile This is a subtotal made up of:

Balance TOPS Checkbook Balance

+ Uncleared Checks
- Uncleared Deposits
Reconcile Balance

The Reconcile Balance should agree with the Bank Statement Balance. If
there is a difference, then either there are Unmatched Downloaded Bank
Transactions you must resolve or there is an error in the transaction
amounts that needs to be addressed.

Bank Statement
Balance

Shows the Bank Balance from the downloaded bank transactions. The
Bank Balance shown here will depend on the last time you downloaded
transactions from the bank. If you are reconciling the bank account, then
as you enter the Statement Date it will refresh the Bank Statement Balance
“as of” the statement date.

Difference

This is a calculated balance. It shows the “Difference” between the

14




Reconcile Balance from TOPS Checkbook Balance compared to the Bank
Statement Balance.

The Reconcile Balance should agree with the Bank Statement Balance. If
there is a Difference showing, then either there are Unmatched
Downloaded Bank Transactions you must resolve or there is an error in the
transaction amounts that needs to be addressed. For example, you might
need to enter an adjustment into TOPS to record Bank Interest earned.

The Edit button takes you into a particular bank account so you can view
the detail and manually “Match” Downloaded bank transactions to TOPS
Checkbook transactions. Using the Edit button, you can complete a bank
reconciliation for individual bank accounts rather than working globally
across a number of communities.

If you see the Edit button highlighted in RED it indicates there are
Unmatched downloaded bank transactions for that bank account. You
must click the Edit button to either manually match a bank transaction to a
TOPS Checkbook transaction or add an adjustment into the TOPS
Checkbook for things like bank service charges or interest.

See the manual section below titled Completing Bank Reconciliations for
more information on using the Edit button.

Dawnload
Trenz

Through the Download Trxns button, you download bank transactions
that had not previously been downloaded. When you click this button, you
will see this date entry screen:

Bank Download Date: 10/ 8/an2 b

[ Continue ][ Cancel ]

You MUST enter a date in order to download bank transactions. All bank
transactions up to and including this date will be downloaded subject to the
Number of Days setting in Setup. It will not download previously
downloaded transactions or any bank transactions earlier than the Number
of Days setting in Setup.

As bank transactions are downloaded, TOPS will automatically match
them with TOPS Checkbook transactions and mark as “Cleared” those
bank transactions that match a TOPS Checkbook transaction. It also filters
the TOPS Checkbook Balance, Uncleared Checks, Uncleared Deposits,
Reconcile Balance, Bank Statement Balance and Difference columns so
they only take into account transactions up through the Download Date.

Continue — click this button to proceed with downloading bank
transactions up to and including the date entered.

15




Cancel — click this button to exit without downloading bank transactions.

F'rir;:: Bk Click the Print Bank Rec button to print a bank reconciliation report.
= When you click this button, you will see this screen for selecting which

communities and which bank accounts to include in the report.

When you click the Print Bank Rec button, you will see this screen:
Print Bank Reconciliation Reports

1) Download Bank Transactions

[Bank Alkance Assockaton Financial Serices

Group: AAFS Group 1
Print Bank Reconcile Report
= —— [T [reeE—r - - -
Select  CommuritnBank. Cracis Dradats P Diflererce
Diate Einlancn o i o i Einlarce Stabemer Bal
O1-5LIKDOWMN ACRES
cmlnxq Air B, - 109Nz $8.50000 Lode ] o $8.500.00 $8.500.00 0o
i)

QS-BRIDGETOW ESTATES
1-Alanca A Bark - 1MEI0NE | $1B19AT 254500 [Pe el FIEWATH|]  $163504 $10000

M SHOWCASE CONDOMMILE

[0 | Meaksnce Axn Bank - 1SN TS50 003700 (812500 FL13.00 $7.137.00 S0
Checking

0 ﬁsHWfﬁ;?ﬁ?HIWH ORI RTINS | f3EE0 | (p02eRTe)|  se0sEIRY|  seppsamn :um

Ubrepalees Frint Bark

Notice there are checkboxes next to each bank account. You can individually checkmark bank
accounts to include on the report or use the button below to Select or Unselect bank accounts.

Slact AN

Click the Select All button to select all the bank accounts listed.
L richadenccl 251

Click the Unselect All button to clear any checkmarks.
P.r;iaic

Click the Print Bank Rec button to print the bank reconciliation reports for the
selected bank accounts.

Ewat

Click the Exit button to return to the previous screen.
By default, the printed Reconciliation Report will print one bank reconciliation per page.

e Entering a New Statement Date is the first step in reconciling bank
Stfﬁgezﬂent accounts. Entering a date here filters the TOPS Checkbook as well as
== downloaded bank transactions so the Bank Account Summary screen only

shows transactions up to and including the Statement Date.
When you click this button, you will see this date entry screen:

16



Bank Statement D ale: 10/ Qrain2 b

[+] Dorwsdoad the Statemant Balance

l Confirnse H Cancel |

You MUST enter a date to filter TOPS Checkbook and downloaded bank
transactions through. Unlike the Download Trxns button above, this
function does NOT download bank transactions. It does, however, have a
checkbox below that will download the bank statement balance.

Download the Statement Balance — this checkbox gives you the
option to download the bank statement balance “as of” the date you
specify. Downloading the bank statement balance inserts this amount
into the Bank Statement Balance on the Bank Account Summary
screen.

As bank transactions are downloaded, TOPS will automatically match
them with TOPS Checkbook transactions and mark as “Cleared” those
bank transactions that match a TOPS Checkbook transaction. It also filters
the TOPS Checkbook Balance, Uncleared Checks, Uncleared Deposits,
Bank Statement Balance and Difference columns so they only take into
account transactions up through the Statement Date.

Continue — click this button to proceed with downloading bank
transactions up to and including the date entered.

Cancel - click this button to exit without downloading bank transactions.

Click the Exit button to exit from the Bank Account Summary screen.
Exit
Click the Refresh button to update the TOPS Checkbook balance and the
Refresh Uncleared Checks, Uncleared Debits, Reconcile Balance and the

Difference Calculation. You might want to do this if you posted a
transaction while the Bank Account Summary screen was open that
affected the TOPS Checkbook balance.

Bank Account Validation

Acount
Walidation

Click the Account Validation button to make sure the bank account
numbers in the TOPS Bank Accounts file match with the bank’s. When
you click this button, TOPS will connect to the bank’s system via the
internet and compare the bank account numbers in the TOPS Bank
Accounts file to the ones on file with the bank.

Note: If the bank account numbers do not match between the TOPS Bank
Accounts file and the actual bank account number on file with the bank,
then you cannot use the Auto Bank Rec program. Use the Account

17




Validation button to find out where the bank account numbers do not
match.

When you click the Account Validation button, it will shows the results of the validation like
this:

Bank Account Validation

& validate Group Pank Accounts

Bank: Alkance Association Financial Services
Group: AAFS Auto Bank Rec
Validate Group Community Bank Accounts
e
Comenunity,/ Bank Mhﬁ:u-tl_ i
1234567 Fal Edt |
JOL- Sample Condomraum [
{12-Reserse Money Maket 12345 Fase Edt ]
o s e fen ]
i

Status — the Status column shows whether the bank account number in TOPS matches a bank
account on file with the bank.

Pass — the bank account number in TOPS matches with the bank. No action is required.

Fail — the bank account number in TOPS does NOT match with the bank. It means the
bank account number in TOPS is wrong and must be changed to match with the bank.

To correct the bank account number in TOPS, click the Edit button. You will
see this screen for entering the correct bank account number:

¥ - Sample Condominium
01 - Operating Cash Account

Account #: 700645457

[ Save J[ Cancel J

Enter the correct bank account number, then click the Save button. This will save the
corrected bank account number into the Bank Accounts file in TOPS for this community.

18




Completing Bank Reconciliations

Accounting Theory
Financial statements should not be released to community officers until the bank accounts are
reconciled. This prevents you from distributing financial statements that may not be accurate.
Your bank accounts are one of the main “controlling accounts” to ensure the accuracy of your
financial statements.

The accounting principle behind reconciling a bank account is to make sure the Bank Statement
Balance at the end of a period agrees to the cash account in your General Ledger that represents
each bank account--except for “reconciling items” which you have identified. “Reconciling
Items” are checks or deposits that have not cleared the bank as of the reconciliation date. These
are called “outstanding items”.

You may also have bank service charges or interest that may not have been recorded previously
that may need to have an “Adjustment” entered to record them in the TOPS Checkbook (which
also updates the General Ledger) in order to match all the bank transactions shown on your bank
statement.

The following explains how to use the Auto Bank Rec to complete a bank reconciliation.

Steps to Follow
To reconcile bank accounts, start at the Bank Account Summary screen:

Bank Account Summary

1) Downlinad Bank Transactions

Bank: Alliance Association Financial Services
Group: AAFS Group 1
Download Bank Transactions

Last Total Urcheared Uncleaed Blark
IChachbaak: Ciod ey Rsconcls
Date Trare [Checka) [Depots]

Badarrce Er::lli"l Diflereree

0 -5UHDIH ACRES
N-Akance &

1NCERI 2 0 $5. 500000 $0.00 $0.00 $8.500.00

8-BRIDGETOWH ESTATES

O1-&Bance Asn Bank - Checking | | 082012 0 5919878 254500 ($70000) MBI $1635374 $0.00 m
SRD.Shenns Ridge

148 Aser Bk 100N 2 0 $7.12500 $1.037.000  1$1.02500)  $7437.00 $7137.00 $000 m
e s ity | 10082012 2| 40455 3382310 ($NITE HI0E638Y 41054864 ($15.25) m

Stabemert Ext
Dste

Refesh Tors Floc

19



D owrload
Trenz

First, if you have not already done so, you must click Download Trxns button.
This will make sure you have downloaded ALL the bank transactions that had
not previously been downloaded as of the date you are reconciling the bank
accounts.

When you click this button, you will see this date entry screen:

Bank Download D ate: 930522 hd

[ Continue H Cancel ]

Enter the date you are reconciling the bank accounts “as of”. All bank
transactions up to and including this date will be downloaded subject to the
Number of Days setting in Setup. It will not download previously downloaded
transactions or any bank transactions earlier than the Number of Days setting in
Setup.

As bank transactions are downloaded, TOPS will automatically match them
with TOPS Checkbook transactions and mark as “Cleared” those bank
transactions that match a TOPS Checkbook transaction. It also filters the
TOPS Checkbook Balance, Uncleared Checks, Uncleared Deposits,
Reconciling Balance, Bank Statement Balance and Difference columns so they
only take into account transactions up through the Download Date.

Continue - click this button to proceed with downloading bank transactions up
to and including the date entered.

Cancel - click this button to exit without downloading bank transactions.

=
Statement
[ ate

Entering a New Statement Date is the second step in reconciling bank
accounts. Entering a date here filters the TOPS Checkbook as well as the
already downloaded bank transactions so the Bank Account Summary screen
only shows transactions up to and including the Statement Date.

When you click this button, you will see this date entry screen:

Bank Statement D ate: 93042012 A

Download the Statement Balance

[ Continue ][ Cancel l

Unlike the Download Trxns button above, this function does NOT download
any bank transactions. It does, however, have a checkbox below that will

20




download the bank statement balance.

Download the Statement Balance — this checkbox gives you the option
to download the bank statement balance “as of” the date you specify.
Downloading the bank statement balance inserts this amount into the
Bank Statement Balance on the Bank Account Summary screen.

As bank transactions are downloaded, TOPS will automatically match them
with TOPS Checkbook transactions and mark as “Cleared” those bank
transactions that match a TOPS Checkbook transaction. It also filters the
TOPS Checkbook Balance, Uncleared Checks, Uncleared Deposits, Reconcile
Balance, Bank Statement Balance and Difference columns so they only take
into account transactions up through the Statement Date.

Continue - click this button to proceed with downloading bank transactions up
to and including the date entered.

Cancel - click this button to exit without downloading bank transactions.

When the download is complete, the screen will refresh with updated balances like this:
Bank Account Summary

'."-f Dewnload Bank Transactions

Bank Aliance Association Financial Services
Group: AAFS Group 1

Download Bank Transactions

Last Totsl Uncleaied Uncleaied Reconcls Bark
Downdoad  Unmaiched B Credity Crebits TR Slabemert Diference
Duate Trmns [Cheesc:s] [Dreposits) Bal

1ES
sn Bank - Checking

U8 BERDGETOWN ESTATES 2 erOR0L 0 81819874 $254500)  ($70000) 41635374  $163837 $0.00 m
A #2012 0 $7%00 $103700 (91125000 $7137.00  $7137.00 $0.00 m
ﬁﬂmn“‘mquﬂ?m Sr30R02 2| SMA0ASS|  $382310| ($3026376) 41066383  $1064864 {815.25) m

= Mew
Acount Dhpeardaud Puiet Bk
Febeth Wabdstar I T L4 Sba&;:m ‘ ‘ Ex ‘

Any bank account where the Edit button is highlighted in RED either has a “Difference” or
unmatched bank transactions--meaning downloaded bank transactions that TOPS cannot match
with TOPS Checkbook transactions.
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If a bank account does NOT have the Edit button highlighted in RED, then it means the
Reconcile Balance from the TOPS Checkbook agrees with the Bank Statement Balance. All
downloaded bank transactions have either been matched or there were no bank transactions
available for download as of the date entered when you did the download function..

When the Edit butto_n is highlighted in RED, it means there is a “Differenc_e”

between the Reconcile Balance and the Bank Statement Balance. It also might
mean there are unmatched bank transactions that you must fix manually
because TOPS could not make the match automatically. These could be bank
service charges, bank interest or simply a cash receipt transaction where the
amounts might not agree.

Click the Edit button to proceed with manually fixing the downloaded
transactions.

The bank account details will show:

Individual Bank Account Details

@:‘ Bank Transactions

FH-SHOWCASE CONDOMINIUM (01-Aliance Assn Bank - Checking)
TOPS Checkbook Transactions Default Cleared Date: Shaw &1 ltems

Drate Bank # = Type Check # = Amount Cleared Date | Description Statuz L

9/8/2012 Deposit AR-011 $280.00 | 9/30/2012 | Owner cash receipts - 11 Ivlatched
aA14/2mz2 Deposit AR-O12 $130,00 | 9/30/2012 | Owner cash receipts - 12 Ivlatched
91752012 Check 001237 $1.450.00 INSURE IT L
9172012 Check 001238 $2,286.10 FRECISION CUT LawhS

91752012 Check 001239 $12.00 LS POSTAL SERVICE

9/19/2012 Deposit $220.00 3/30/2012 | Builder Subsidy Matched
9/28/2012 Check 001240 $75.00 AfA PEST CONTROL

9/28/2012 Deposit AR-OT3 $70.00 | 9/30/2012 | Owner cash receipts - 13 Ivlatched
9/30/2012 Drepasit AR-023 $30,000.00 Reserve Transfer

943042012 Deposit SNO021 $53.43 Scanned cash receipts

9/30/2012 Deposit SMHO254 $210.33 Scanned cazh receipts

Downloaded Bank Transactions

Tren # Date Ret. ID Type Check #  Amount Drescription Statuz
: 012 | 700040120 deposit | | $AE.85| 70040120 Onine Tr.. | New Loloadlse Seaiz
2 947/2012 | 700040134 | Deposit $[34.10]| 700040134 Online Tr.. | Mew Total Matched Trung

Tatal Unmatched Trans

Checkbook Bal. 9/30/12 $37.1045
Uncleared Credit{Checks] $3.82310

Uncleared DebitiDeposits) $30,263.88
Fieconciling Balance $10,663.89

Current Bark Balance

I”
i)
£
m
o
o
=
i ] e |

Difference $[15.25

Download Trxns Shows Bank Transactions [ Frint Bank Rec ] [ Mew Statement Date ] [ oK ] [ LCancel

The top portion of the screen lists the TOPS Checkbook transactions. The bottom portion of the
screen shows downloaded but Unmatched Bank Transactions.

The example above shows ALL the Bank Account Details because “Show All Items” is checked.

Show Allltems - Check this to show all the Bank Account Details or uncheck to just show the
“Unmatched” transactions.

22




Notice the bottom right side of the screen:
Dowrdoad Date 9/30/2012
Total Matched Trxns 4

Total Unmatched Tixns

Checkbook Bal 9£30/12 $37.10455

Uncleared CredifCheckz] $3.823.10

Uncleared DebitlD sposits) $30,263.88 Indicates Un-

Reconciing Balance $10.663.89 reconciled
Bank Account

Cunent Bank, Balance

Difference

This shows a summary of the bank reconciliation for this bank account. If there are Unmatched
Bank Transactions or a Difference, then this bank account is not yet reconciled. When
reconciled, there will be NO Difference and NO Unmatched Bank Transactions.

Click the Download Trxns button to download bank transactions “as of” a
date you enter. All bank transactions not previously downloaded will be
downloaded for this bank account up through and including the date entered.

Adpusiments Recording Adjustments

Click the Adjustments button to record an adjustment in the TOPS Checkbook
for a bank transaction that was downloaded, but cannot be matched to a TOPS
Checkbook transactions. An example of this might be bank interest earned on
this bank account.

Enter Adjustment
) Add to TOPS Check Book X
E rectre Digle [t a1 e ki
Cleai D ate 1= R a1 ) g b
Chsck/Fied &
AU [#15.25)
Rinlarercn Holpiratrt

[#] A b2 TOPS GAL

G Accournt B iSelect 3 G Olfget Acoounds W

[ or  J[ Cowen |

Enter the following info to record an Adjustment transaction in the TOPS
Checkbook:

Effective Date — the date this transaction will be recorded “as of” in the TOPS
Checkbook. It should be a date within the month you are reconciling this bank
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account.

Clear Date — what bank statement period was this Adjustment transaction
cleared in? It can be different from the period of the Effective Date, but most
likely is within that same period.

Check/Ref # - you can enter a Check # or Ref # if you wish, or just leave it
blank.

Amount - the default is the Difference from the bank reconciliation, but you
may enter any amount here you wish. Enter a CREDIT to the TOPS
Checkbook with a minus (-) sign. Enter a DEBIT to the TOPS Checkbook
without any sign.

Reference — a free form 25 character description of this Adjustment. An
example might be “Bank Interest”.

Addto TOPS G/L ) eave this box checkmarked if you wish to add this
transaction to both the TOPS Checkbook AND record it in the General Ledger
for this bank account as well. Typically, you would want to add the
Adjustment to BOTH.

G/L Account # - by default, the cash side of any Adjustment is the GL
Account # that represents the bank account you are working on. Use the down
browse arrow v to select the OFFSET GL Account #, such as, Interest, or Bank
Charges.
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Manually Matching Bank Transactions

TOPS may not be able to automatically match some downloaded bank transactions. In those
cases, you would need to make a manual “match” to clear the TOPS Checkbook transaction.

Start at the Bank Account Details screen:

Individual Bank Account Details

“:f Bank Trantactions

*¥-Samplhe Condominium (01-Fist Mational Bank)
TOPS Checkbook Transactions Diefaud Cleawed Dater | 2302012 ¥ [¥] Show Alllems
Date Ha'i_: B Type Check 8 Amount E‘hﬂ'ﬂdﬂdu Drescripton Sheha o
| a0z | Dogpost | AR $2000 WAVII2  Dwwr cashopcots - 11 Matched
942 [Depon | ARDIZ 03000, YHANZ  Owewr cashmcepts - 12 Matehed
a7z Check | 001237 £145000 INSURE IT
aniam2 .Ehed. oo 238 §1286.10 FPRECESION CUT LAWNS
anmmiz Check | 001239 $1200| LS POSTAL SERMICE
a2 Depet | $2000] SN2 | Bulde Subsidy | Matched
/B | [Check | 001240 $75.00| £44 PEST CONTROL
e | Dol | ARM3 £7000 Durst casheresgts - 13
S0 2 Depost . ARO23 30000 I]I:I. Reserve Transhes
22012 Deposd | SHOZY 4514 Scanned cath recepls
YN | [Degost | SHIS4 £21033 Scanned caih ecepls
Download
AR Type Check B Amound
< 1 2 20 $70.00° 00 ) Ol Tt ol Dk wae
$30,000,00 0001 Dndee Ts el Metched Tram 3
Total Unmsiched T 3
Chackbeck Bl 43012 $ITI0455
Uncleaed CraiChachs| 8282310
Unmatched Bank Unchaed DothDeporks] | $303587%
Transactions N L
Cumient Bank Balance 805363
Diteimnca $30,0700)
(] Show Bank Traractons [ PirtBankRec | [NewStatemertDaie | gk | [ Loaren |

The transactions circled above

were not automatically matched as they were downloaded from

the bank. To match the downloaded bank transactions with a TOPS Checkbook transaction, do

the following:

Right Click - TOPS Checkbook Transactions — position the cursor on one of the TOPS

Checkbook Transactions, then
this menu:

click the right mouse button on the transaction. You will then see

Show Makching Trxn

Match with Highlighted Download Trxn
Indo

Clear Trxn

Through this menu you can manually match the Unmatched Downloaded Bank Transactions.
Each of these menu items can be used as follows:

Show Matching Trxn

— From the list of TOPS Checkbook transactions, if you highlight

a checkbook transaction, right click to open the above menu, then click on Show
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Matching Trxn, it will highlight the matching download transaction in the list of
Downloaded Bank Transactions. It will also work the opposite way where you can click
to highlight a Downloaded Bank Transaction, right click to open the above menu, then
click on the Show Matching Trxn, it will highlight the matching TOPS Checkbook
Transaction.

Match with Highlighted Download Trxn — To manually match a Downloaded Bank
Transaction to a TOPS Checkbook Transaction, first click to highlight the Unmatched
Downloaded Bank Transaction. Once the Unmatched Downloaded Bank Transaction it
highlighted, click on the TOPS Checkbook transaction you wish to match it with, then
right click to open the above menu. Click on the Match with Highlighted Download Trxn
on the menu. It will “match” the transactions together and mark that item as “cleared” in
the TOPS Checkbook Transactions.

Undo - Click to highlight a TOPS Checkbook Transaction that you wish to mark as
“uncleared”. Once you highlight the TOPS Checkbook Transaction, right click to open
the above menu, then click on the Undo menu item. It will remove the “clear date”
making the TOPS Checkbook Transaction “uncleared”. The amount of this “uncleared”
item will be added into the total for either the Uncleared Credits (Checks) or Uncleared
Debits (Deposits) totals for this bank account.

Clear Trxn - Click to highlight a TOPS Checkbook Transaction that you wish to mark as
“cleared”, meaning, the item shows on the bank statement or Downloaded Bank
Transactions. Once you highlight the TOPS Checkbook Transaction, right click to open
the above menu, then click on the Clear Trxn menu item. It will record the “clear date”
removing the item from the Uncleared Credits (Checks) or Uncleared Debits (Deposits)
totals for this bank account.

Right Click - Unmatched Downloaded Bank Transactions — position the cursor on one of the
Unmatched Downloaded Bank Transactions, then click the right mouse button on the transaction.
You will then see this menu:

&dd adjustment to Checkbook,
Undo
Delete

Through this menu you can manually match the Unmatched Downloaded Bank Transactions.
Each of these menu items can be used as follows:

Add Adjustment to Checkbook — if you need to add an Unmatched Downloaded Bank
Transaction, such as Interest or a Bank Service Charge, to the TOPS Checkbook, click
this menu choice. It will open the Adjusment screen where you can record the
Unmatched Transaction to the TOPS Checkbook and also to the General Ledger account
that goes with this bank account. The Adjustment screen looks like this:

Enter Adjustment
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) Add to TOPS Check Book X

E ffectree Duste /302 =

Clasi Data A7 2 L
Chesck R B

A [#15.25)
Fisferercs Apartmerd

[#] Add b2 TOPS GAL

G Accoint B i Select a G Olfset Acoounts W

[ ok || Coes |

OK - Accepts the Adjustment as entered and Posts it to TOPS.
Cancel - exits from the Adjustment screen without recording the transaction.

Undo — Click to highlight an Unmatched Downloaded Bank Transaction you wish to
Undo a previous action. Once you highlight the Unmatched Downloaded Bank
Transaction, right click to open the above menu, then click on the Undo menu item. It
change the “Status” column back to the previous setting. For example, if you marked a
transaction for deletion as described below, it will revert back to “Open” (unmatched).

Delete - Click to highlight an Unmatched Downloaded Bank Transaction you wish to
“Delete”. You might want to delete a Downloaded Bank Transaction where you already
entered an Adjustment previously for it. Or, sometimes you might download some
extraneaous bank transaction that has no dollar value so it has no impact on your bank
reconciliation. In this cases, it would be OK to Delete the Downloaded Unmatched Bank
Transaction.

Warning: Never delete a Downloaded Bank Transaction that needs to be recorded
in the TOPS Checkbook in order to balance the Bank Statement Balance to the
TOPS Checkbook Balance.
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Completed Bank Reconciliation

A completed Bank Reconciliation where all the bank transactions are matched and you can
reconcile the TOPS Checkbook to the Bank Statement Balance would look like this:

@:‘ Bank Transactions

Completed Bank Reconciliation

HH-SHOWCASE CONDOMIMIUM (01-Alliance Assn Bank - Checking)
TOPS Checkbook Transactions

Default Cleared Date: | 3/30/2012 b

Shew Al ltems

Download Trens Show Bank Tranzactions Adjustments

Date Bank # | Type Check # | Amount Cleared Date | Description Status ~
w Depozit AR-011 $280.00| 943042012 | Owner cash receipts - 11 Ilatched
aM4/2012 Deposit ARO12 $130.00| 9/30/2012 | Owner cash receipts - 12 Matched
9172012 Check oma3y $1.450.00 INSURE IT L
9472012 Check 00238 $2.286.10 PRECISION CUT LawMS
972012 Check 0m23s $12.00 U5 POSTAL SERWICE
941342012 Deposit $22000| 9/30/2012 | Builder Subsidy Tlatched
9/28/2012 Check 001240 $75.00 A4 PEST CONTROL
9/28/2012 Deposit AR-O13 $7000| 9/30/2012 | Owner cash receipts - 13 Iatched
/302012 Depozit AR-023 $30.000.00 Feserve Transfer Ivlatched
9/30/2012 Deposit SMO0 $53.43 Scanned cash receipts
/302012 Depozit SHO254 $210.33 Secanned cash receipts
|
Downloaded Bank Transactions
Tran # Diate Ref. ID Tupe Check # | Amount D escription Status
Download Drate
Tatal Matched Trens m
Tatal Unmatched Trans "

Checkbook Bal 9430412 $37.10455

Uncleared Credit{Checks]

Uncleared Debit{Depozitz)

Reconciling Balance
Current Bank Balance

Difference

$3.823.10
$263.75

/~  s0ER2AD
$40,653 89

[ Print Bank Fec

] [ Mew Statement Date ] [ 0K

N

There are three things to check to determine if your bank account is reconciled:
1. All the Downloaded Bank Transactions are “matched”

2. The Reconciling Balance and the Current Bank Balance are the same total

3. The Difference shows a zero ($0.00) balance

If this bank account is reconciled, then you are ready to print the Bank Rec Report below.

Fiint Bank. Rec

Click the Print Bank Rec button to print the reconciliation report for this bank
account. You will be prompted to enter the Bank Statement Date for printing
the report “as of”.

Mew Statement Date

Click the New Statement Date button to enter a new Bank Statement Date for
this bank account. It will then refresh the screen filtering all balances to show
“as of” the new Statement Date entered.

=
=~

Click the OK button to accept any matches made or Adjustments made to this
bank account. Until you click the OK button, all changes entered to this bank

account are pending.
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Click the Cancel button to exit without recording any matches or Adjustments
to this bank account.

From the Bank Summary screen, when all bank accounts are reconciled, it would look like this:

All Bank Accounts Reconciled

"r:r Download Bank Transactions

Bank Alliance Association Financial Services
Group: A&8FS Group 1
Download Bank Transactions

e I e TATEE 9302012 0| MB19ETH 254500 (ST0O00)  MIBISIT4 $I63ISIT4 $000 m
i A0 0 EIZS00  QIIF00 [($0Z500)  $713700 4713700 $0.00 E’
e | sme0n T SIWACASS  $382300 [$376  SADESIEY  $40ES399 $0.00 E

: Hew
e Diowrioad Prirt Bank =
Behesh ‘ ¥ .r;t,u_t ‘ T R Sunnunﬂ'l Ewt

You can tell the bank accounts listed are in balance the following ways:
1. The Reconcile Balance and Bank Statement Balance match each other
2. The Difference for each bank account listed is zero ($0.00)
3. None of the Edit buttons are highlighted in RED.

If the bank accounts are reconciled, then you are ready to click the Print Bank Rec button to get a
printed report.

Print Bank Reconciliation Reports

you click this button, you will see this screen for selecting which communities

Click the Print Bank Rec button to print a bank reconciliation report. When
Rec
and which bank accounts to include in the report.
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1.;:-. Downdoad Bank Trancaclions

Bank Allance Associabon Financial Seraces

Group: AMFS Group 1
Print Bank Reconcile Report
Uechaaned Llreciarend
Stgtement  Checkbock Ascorcle Bk
Solect  Communiank i Coedty Diebir et Dfemence
[em— ———— o 2 heekr] [Deqezeds| o
O SLMGOWN SCRES
il ABance dgan Bank - 10maZONE . $2.500.00 wim w0 1240000 BRS00G0 0w El
SERIDGETOWN ESTATES | [ i
[ ERance A Bank - 10097012 HEWEM | 2SS0 (300N RMEFET  HEEET $0.00
P SHOWEASE CONDOMINILM
[ OAlance Aatn Bark- 10099012 $7A00  ROGT0D  ISLIZS00)  $7ATO00 4743700 000 @
O mmmfm?:wwm'ﬂmm’-‘ IS5 IR0 [S0I63TE  SEDEGIAT  pAERIEY 000 E

Pred B

Notice there are checkboxes next to each bank account. You can individually
checkmark bank accounts  to include on the report or use the button below to
Select or Unselect bank accounts.

Select A

Click the Select All button to select all the bank accounts listed.

Unselect A1 ]
Click the Unselect All button to clear any checkmarks.

Pt Bank:
Riec

Click the Print Bank Rec button to print the bank reconciliation
reports for the selected bank accounts.

Exk

Click the Exit button to return to the previous screen.

By default, the printed Reconciliation Report will print one bank reconciliation
per page.

This completes the manual section on Auto Bank Rec.
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