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1. INTRODUCTION

1.1 Overview

The Bank Reconciliation module is for reconciling bank statements with Accountflex transactions from Accounts Payable,
Accounts Receivable, Payroll, and/or General Ledger. Bank Reconciliation also lets you make General Ledger adjustments
for miscellaneous statement charges.

The following sections provide a synopsis of the Bank Reconciliation features, how Bank Reconciliation fits into your
accounting system, and the organization of this user’s manual.

1.2 Features

The Bank Reconciliation system surpasses other similar systems because it incorporates the best features our competition has
to offer, plus many design improvements based on user recommendations.

Below are some of these features:

• Reconciles statements with transactions from Accounts Payable, Accounts Receivable, Payroll, and General Ledger.

• Allows General Ledger adjustments for any kind of miscellaneous bank statement amount such as interest or service
charges.

• Allows extensive on-screen inquiries such as vendor balances, aging and invoice history.

• Maintains multiple divisions.

• Maintains clear and concise audit trails showing source, transaction date, entry date, posting dates, descriptions, and all
original document reference codes (i.e. vendor code, invoice number, etc.).

• Performs automatic error trapping to ensure data integrity.

• Includes comprehensive user manuals, on-screen help, on-screen report viewing, sample data and a menu-driven user
interface.

1.3 About the Document

This manual is designed to be a comprehensive user guide for the AccountFlex Bank Reconciliation System. This guide is
organized into two lev els, Chapter and Section. Each chapter describes a major function; each section describes various
aspects related to the chapter.

Chapter 1 Introduction

This chapter provides a synopsis of how the Bank Reconciliation System fits into your accounting system, some advantages
of Bank Reconciliation, and the organization of this user’s manual.

Chapter 2 How to Get Started
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This chapter provides instructions for the installation and setup of your Bank Reconciliation System. The instructions
presented in this chapter need only be done once.

Chapter 3 Work Cycle

This chapter provides instructions for the Bank Reconciliation Work Flow. The tasks described in this chapter are performed
on an on-going basis.

Chapter 4 Operations/Reference

This chapter provides detailed instructions on how to operate each Bank Reconciliation function.Each section in this
chapter is dedicated to a specific menu option.
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2. HOW TO GET STARTED

2.1 Overview

This chapter describes the setup procedures for the Bank Reconciliation System. These procedures are performed only once
when you install your system. The instruction given in this chapter assume you have already setup either the Accounts
Payable or Payroll systems.

2.2 Setup Bank Reconciliation Control File

This section describes how to set up the Bank Reconciliation control file. This control file is used for defining parameters
that apply throughout the Bank Reconciliation System.

From the master menu, select the menu optionBank Reconciliation. The menu will appear as follows.

brmenu

To set up the control file select theEnter Control option on the Bank Reconciliation menu. The Bank Reconciliation
control file screen will appear as follows.
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brctl

This screen has a number of fields which you will need to fill in with values appropriate to your installation.

When you are sure all your entries are correct press theSAVE key to sav eyour entries and return to the Bank Reconciliation
menu.

The following describes each field.

Bank G/L Code

Enter the general ledger account codes used for your bank accounts.You can enter up to 5 bank accounts.You may
press theHELP key to select from a valid list of account codes.

Starting Check No:

NOT USED AT THIS TIME

Date Tolerance

Enter the number of days that transaction or period dates may vary from the current date.
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3. WORK CYCLE

3.1 Overview

This chapter gives instructions for the Bank Reconciliation Work Cycle. The steps described in this chapter are performed
on an on-going basis.

3.2 Statement Cycle

You will perform the following steps to reconcile a bank statement.

1) Reconcile Statement using theReconcile Statement menu option. Transactions from Accounts Payable, Accounts
Receivable, General Ledger, and Payroll will be used for reconciling.

2) Post Statement using thePost Statement menu opion.Posting will mark transactions as reconciled and create a general
ledger transaction for adjustments.

3) Review Posting Journal to ensure that all statement adjustments were posted correctly. Use the menu optionPrint G/L
Journal.
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4. OPERATIONS/REFERENCE SECTION

4.0 Overview

This chapter provides detailed instructions on how to operate each Bank Reconciliation function. Each section within this
chapter covers a specific menu option.The sections are in the same order as the menu options on the Bank Reconciliation
menu.

The Bank Reconciliation menu appears as follows.

brmenu
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4.1 Reconcile Statement

This section describes the process of reconciling statements. The goal of reconciliation is to make sure that your Accountflex
records and the bank records agree.

To reconcile a statement, select option 1 on the Bank Reconciliation menu. The Reconcile Statement screen will appear as
shown below.

brinv

If you are entering a new statement, make sure you are inADD MODE.

Below is a description of each field.

Bank G/L Code

Enter the Bank’s G/L account code. This code must have been defined in the Bank Reconciliation Control File (see
chapter 3).

Statement Date

Enter the statement date.

Statement Beginning Balance

Enter your statement’s beginning balance.

Once the above fields have been entered, press theSAVE function key. If you are reconciling a new statement, the Selection
screen will appear for selecting transactions to reconcile. The Selection Screen is shown below.
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brinvsel

Typically, you will enter the highest check number on your statement into the second Check Number field.

After making your selections, press theSAVE key to start the selection process. The selection process selects transactions
from Accounts Payable, Accounts Receivable, General Ledger, and Payroll modules. Note that transactions which have been
previously reconciled will not be selected.

Once the selection process is complete, the Review screen will appear in order to view the selected transactions.

brinvary

Below is a description of each Review screen field.

Check #

This is a display only field showing the transaction’s check number. This field will be assigned the valueADJUST
for Bank Reconciliation adjustments.

Date
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The transaction date. This field is only enterable for Bank Reconciliation adjustments.

Src

This is a display only field indicating the transaction’s source. Thepossible source codes are: P=Accounts Payable,
R=Accounts Receivable, G=General Ledger, E=Payroll, B=Bank Reconciliation Adjustment.

G/L Code

The G/L account code for Bank Reconciliation adjustments.This field is only enterable for Bank Reconciliation
adjustments. You may press theHELP key to select from a valid list of account codes.

Description

The transaction description. This field is only enterable for Bank Reconciliation adjustments.

Amount

The transaction amount. This field is only enterable for Bank Reconciliation adjustments.

While on the Review screen, delete all transactions that do not appear on your statement. The objective is to hav ethe bank
statement match the screen statement. If you have statement transactions that do not appear on the Review screen then one
of the following has happened.

1) The selection criteria you provided was too narrow.

2) Accountflex is missing transactions.

3) The statement is wrong.

To correct problem 1, you will have to start over by deleting the whole statement and reselecting transactions.

To correct problem 2, enter the transactions as adjustments in the Reconcile Statement program or enter the transactions in
the appropriate Accountflex module. If you do the latter, you will need to start over as described for problem 1.Typically,
you will enter interest or service charges as adjustments.

The following screen shows an example of an adjustment entry.

brinvadj
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After the statement has been reconciled, press theSAVE or ESCAPE key to Exit.

4.2 Print Statement

This section describes how to print your statement so that errors can be discovered and corrected prior to posting. Posting
will be discussed in the next section.

To print the statement, select option 2 and the Report Selection screen will be displayed as shown below.

brinvr1

This screen has a number of entry fields which you will need to fill in with appropriate values. When you are sure all your
entries are correct press theRUN function key to run the Statement report.

Below is a description of each field.

The first 4 fields are standard on the Report Selection screen, and are described in Chapter 2,General Operational
Procedures.

G/L Account

Enter the range of G/L bank accounts for reporting. Leave these fields empty to report all reconciled statements.

Check Number Range

Enter the range of check numbers you would like to print. Leave these fields empty to report all checks.

When you are sure all of your entries are correct press theRUN function key to run the Statement Report as shown below.
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b r  i nv  r 1
07 /  24 /  07 Wi dge t Comp a ny Page 1

11 :  21am Ban k Re c onc  i l i a t  i on S t a t eme n t
================================================================================

Ch ec k  No Da t e  S r c  G / L  Code Des  c r i p t  i on Amo u n t
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

Ba nk G / L  Code : 101 -  000 S t  a  t  eme n t beg i  nn i  ng ba l  ance  :

07 /  24 /  07 R Ba t  ch# :  1 29 ,  150 .  00
07 /  24 /  07 R Ba t  ch# :  2 100 .  00

2300 07 / 24 / 07 P  ACM E - 20 , 000 .  00
2301 07 / 24 / 07 P  C i s co  Sy s  t em s - 44 , 928 .  00
2302 07 / 24 / 07 P  CLOROX - 800 .  00

AD J UST 07 / 25 / 07 B 101 -  000 Ba nk Cha r  ge - 335 .  00
================================================================================
AR Depo s i t s 29 , 250 .  00 GL Tr ans  0 . 00 End i  ng Ba l - 36 , 813 .  00
AP / PY Ch ec k  s - 65 , 728 .  00 BR Ad j us t  - 335 .  00

=======================
To t a l :  - 36 ,  813 .  00

Once the report is complete then press theESCAPE key to return to the Bank Reconciliation menu.

4.3 Print Outstanding Checks/Deposits

This section describes how to print your outstanding checks/deposits so that errors can be discovered and corrected prior to
posting. Posting will be discussed in the next section.

To print the outstanding checks/deposits, select option 3 and the Report Selection screen will be displayed as shown below.

brinvr2

This screen has a number of entry fields which you will need to fill in with appropriate values. When you are sure all your
entries are correct press theRUN function key to run the Outstanding Checks/Deposits report.

Below is a description of each field.

The first 4 fields are standard on the Report Selection screen, and are described in Chapter 2,General Operational
Procedures.

G/L Account
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Enter the range of G/L bank accounts for reporting. Leave these fields empty to report all reconciled statements.

Check Number Range

Enter the range of check numbers you would like to print. Leave these fields empty to report all checks.

When you are sure all of your entries are correct press theRUN function key to run the Outstanding Checks/Deposits Report
as shown below.

b r  i nv  r 2
07 /  24 /  07 Wi dge t Comp a ny Page 1

11 :  22am Ban k Re c onc  i l i a t  i on Ou t  s  t and i  ng Ch ec k  s / Depo s i t s
================================================================================

Ch ec k  No Da t e  S r c  G / L  Code Des  c r i p t  i on Amo u n t
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

Ba nk G / L  Code : 101 -  000

2300 07 / 24 / 07 P  ACM E 20 ,  000 .  00
2301 07 / 24 / 07 P  C i s co  Sy s  t em s 44 ,  928 .  00
2302 07 / 24 / 07 P  CLOROX 800 .  00

AD J UST 07 / 25 / 07 B  Ban k Ch a r ge - 335 .  00
================================================================================
SUMM ARY

S t  a  t  eme n t ’ s End i  ng Ba l ance  : - 36 , 813 .  00

Ou t s t and i  ng De p os i  t s /O t  he r  C r ed i  t s :

Ou t s t and i  ng Ch ec k  s /O t  he r  Deb i t s :  65 , 728 .  00

Ou t s t and i  ng G /  L C r  ed i  t and Deb i t s :
- - - - - - - - - - - - - -

Cu r r en t  Ban k Ba l ance  : - 102 ,  541 .  00

Le s s S t a t eme n t ’ s Ad j us tme n t s :  - 335 .  00
- - - - - - - - - - - - - -

Ex pec  t ed G / L  Ba l ance  : - 102 ,  206 .  00

Ac t ua l G /  L Ba l ance  : 0 . 00

Once the report is complete then press theESCAPE key to return to the Bank Reconciliation menu.

4.4 Post Statement

This section describes how to post your statement.It is important that your bank statement matches the computer statement
before posting. Once you have posted the reconciled transactions, they can not be selected for future reconciling.

To post statements, select option 4 on the Bank Reconciliation menu. The Statement posting screen will appear as shown
below.
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brinvp

You may press theSAVE function key to begin POSTING or theESCAPE key to EXIT. Please note the before and after
posting instructions displayed on the screen.

As the posting takes place, the screen will display the following information.

Processing Statistics

To the right of this screen label, the pass description will be displayed. There are three passes that will take place.
Pass 1 verifies the Data, pass 2 posts the data, and pass 3 clears the data.

Source

The source of the statement that is currently being posted will be displayed here.

G/L Bank Account

The G/L bank account for the statement currently being posted will be displayed here.

When the posting has been completed you will see the following message:

Po s t i ng has been Suc  ces  s f u  l l y  Comp l e t ed .

Once this message appears, you may then press theESCAPE key to return to the Bank Reconciliation menu.

4.5 Print Statement Journal

This section describes how to print the Posting Journal Report. This report will print the posted invoice batches. This report
should match with the batch report printed prior to posting.

To print the Posting Journal select option 5 on the Bank Reconciliation menu. The Report Selection screen will appear as
shown below.
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brinvgl

Below is a description of each entry field.

The first 4 fields are standard on the Report Selection Screen, and are described in Chapter 2,General Operational
Procedures.

Post No

This field is the unique number assigned to the last posting and should already be filled in.

When you are sure all of your entries are correct press theRUN function key to run theA/P Statement Posting Journal
Report as shown below.

b r  i nv  g l
07 /  24 /  07 Wi dge t Comp a ny Page 1

11 :  23am Ban k Re c onc  i l i a t  i on G / L  Jou r na l
Po s t No :  1

===============================================================================
So u r ce : < B  -  A > Ba t  ch# : 1 En t  r y Da t e :

D / C :  335 .  00 335 .  00
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

Tr ans  - # Re f no Da t e  Pe r  i od Deb i t C r ed i  t
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

N /  A N /  A 07 /  25 /  07 07 /  25 /  07 335 .  00 335 .  00
Ba nk Cha r  ge

Ac coun t De s c r  i p t  i on Deb i t C r ed i  t
101 -  000 Ca s h i n  Ban k 335 .  00
101 -  000 Ca s h i n  Ban k 335 .  00

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
Tr ansac  t i on To t a  l 335 .  00 335 .  00

=============================================
Ba t ch  To t a  l : 335 .  00 335 .  00

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *
Gr  and To t a  l : 335 .  00 335 .  00

When the printing is complete press theESCAPE key to return to the Bank Reconciliation menu.
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4.6 Enter Control

This menu option is described in Chapter 3,How to Get Started.
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