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1. INTRODUCTION

1.1 Overview

The Bank Reconciliation module is for reconciling bank statements with Accoumm#fesactions from Accountsafable,
Accounts Recesble, Payroll, and/or General Ledgddank Reconciliation also lets you nealeneral Ledger adjustments
for miscellaneous statement charges.

The following sections prdde a synopsis of the Bank Reconciliation featuresy Bank Reconciliation fits into your
accounting system, and thegamization of this uses manual.

1.2 Features

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

Below are some of these features:

« Reconciles statements with transactions from Accounts Payable, AccounteaRec&ayroll, and General Ledger.

« Allows General Ledger adjustments folydind of miscellaneous bank statement amount such as interest or service
charges.

« Allows extensie m-screen inquiries such as vendor balances, aging aniddrhistory.
e Maintains multiple divisions.

e Maintains clear and concise audit trails showing source, transaction date, entry date, posting dates, descriptions, and all
original document reference codes (i.e. vendor coseicie numberetc.).

« Performs automatic error trapping to ensure data integrity.

e Includes comprehens wser manuals, on-screen help, on-screen report viewing, sample data and a weanus€ri
interface.

1.3 About the Document

This manual is designed to be a compretvenser guide for the AccounteéBank Reconciliation System. This guide is
organized into tvo levds, Chapter and Section. Each chapter describes a major function; each section demtoibes v
aspects related to the chapter.

Chapter 1 Introduction

This chapter provides a synopsis ofvhine Bank Reconciliation System fits into your accounting system, soraatages
of Bank Reconciliation, and theganization of this uses’ manual.

Chapter 2 How to Get Started

Introduction 1-1
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This chapter prades 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 prades instructions for the Bank Reconciliation WorkvloThe tasks described in this chapter are performed
on an on-going basis.

Chapter 4 Operations/Reference

This chapter provides detailed instructions omvio operate each Bank Reconciliation functioBach section in this
chapter is dedicated to a specific menu option.

Introduction 1-2



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 instructiowegi in this chapter assume youueadready setup either the Accounts
Payable or Payroll systems.

2.2 Setup Bank Reconciliation Control File

This section describes Wao st 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 of@amk Reconciliation. The menu will appear as follows.

brmenu

ACCOUNTFLEX Widget Company DATE: 07-23-07
Version Reconciliation Menu (B)

Reconcile Statement

. Print Statement

. Print Outstanding Checks- Deposits
. Post Statement

. Print G-L Journal

. Enter Control

O = 0 M)

Enter Selection > 1

To st up the control file select tHenter Control option on the Bank Reconciliation menu. The Bank Reconciliation
control file screen will appear as follows.

How to Get Started 2-1
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brctl

ACCOUNTFLEX Bank Reconciliation Control File Date: 07-24-07
Bank G/L Code #1 pjipEgeiu]i] Starting Check No
! #2 Starting Check Nao
! #3 Starting Check No
! #4 Starting Check No
! #5 Starting Check No

Date Tolerance | 999 davs

Enter the Bank G0 Account Code (e HELP ke

list)

F1 F2 F3 F4 F& Fe F7 Fa Flﬁ F1 F12 ;fS ~“F4 ~F5 ~Fk
Savé Helﬁ Prej Nexﬂ Frsﬂ Lasﬂ

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 presSAt& key to saveyour 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 accgontsan enter up to 5 bank accouniou may
press theHEL P 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.

How to Get Started 2-2
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3. WORK CYCLE

3.1 Overview

This chapter gies 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
Recevable, General Ledgeand 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 carkésglyhe menu optioRrint G/L
Journal.

Work Cycle 3-1



4. OPERATIONS/REFERENCE SECTION

4.0 Overview

This chapter pnddes detailed instructions onwdo operate each Bank Reconciliation function. Each section within this

chapter cuers a specific menu optioriThe sections are in the same order as the menu options on the Bank Reconciliation
menu.

The Bank Reconciliation menu appears as follows.

Reconcile Statement

Operations/Reference Section 4-1



4.1 Reconcile Statement

This section describes the process of reconciling statements. The goal of reconciliation & darendat your Accountfie
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 belov.

brinv
ACCOUNTFLEX ADD MODE Bank Reconciliation Entry DATE: 0O7.-24-07
Bank G/L Code HFEIN]
Statement Date [07.-724-07 Statement Beginning Balance
Check # Amount Date Sroc G-L Descripticon
AR Deposits GL Trans Ending Bal
AP-PY Checks BR Adjust

Enter Account Code To Be Reconciled
Fl F2 F3 F4 F5 Fa F7 Fa Fa Fi0 F1l1 F12 ~F3 ~F4 ~F5 ~Fb

Save Help  Chy |

If you are entering a mestatement, mak ure you are iARDD MODE.
Below is a cescription of each field.

Bank G/L Code

Enter the Banls GIL account code. This code mustvbaeen defined in the Bank Reconciliation Control File (see
chapter 3).

Statement Date

Enter the statement date.

Statement Beginning Balance

Enter your statemestbegnning balance.

Once the abee fields hae been entered, press tBAVE function ley. If you are reconciling a mestatement, the Selection
screen will appear for selecting transactions to reconcile. The Selection Screen is shawn belo

Operations/Reference Section 4-2
4-2



brinvsel

ACCOUNTELEX CH2MGE MODE Bank Reconciliation Entry DATE: 07-24-07
Bank G-L Caode [101-000 i
Statement Date 072407 Statement Beginning Balance
Check # Amount Date Sroc G-L Description

100.00 072407 Eatch#;2

2300 -20000.00 072407 P ACME

2301 -44925.00 0724707 P Cisco Systems

2302 -800.00 072407 P CLORDE
AR Deposits 29,250.00 GL Trans Ending Bal -36.,478.00
AP-FY Checks -65,7258.00 BR Adjust

fé F& F7 Fa F9 F10 F11 F1z ~F3 ~F4 ~F3 ~Ff

F3 F4
Bdd Ory | Previ Mext Frst Last Del Sel

F1 Fz
Save Help
Typically, you will enter the highest check number on your statement into the second Check Number field.
After making your selections, press tBAVE key to dart the selection process. The selection process selects transactions
from Accounts Payable, Accounts Rembie, General Ledgeand Payroll modules. Note that transactions whickehaen

previously reconciled will not be selected.

Once the selection process is complete, the Resdeeen will appear in order to vighe selected transactions.

brinvarv
ACCOUNTFLEX CHAMGE MODE Bank FEeconciliation Entry DATE: 07.-24-07
Bank G- L Code |101-000 j Cash in Bank
Statement Date (072407 Statement Beginning Balance
Checlk # Amount Date Src Gs/L Description
29150. 07/24/07 vBatoch#: 1
100.00 O7-24-07 R atch#: 2
2300 -20000.00 07-24-07 P ACME
2301 -44928.00 07-24-07 P Cisco Syvstems
2302 -B00.00 Q7-24-07 B CLORDX
AR Deposits 29,250.00 GL Trans Ending Bal -36,4758.00
AP-FY Checks -65,728.00 BR Adjust

F& E7 Fa F9 F10 F11 F12 ~F3 ~F4 ~F5 “F&

Qry | Prev Hext Frstl Last Del | Sel |

Below is a description of each Rewiescreen field.

Check #

This is a display only field showing the transacsodieck number This field will be assigned thealue ADJUST
for Bank Reconciliation adjustments.

Date

Operations/Reference Section 4-3
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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 transactsogsurce. Thepossible source codes are: P=Accouragable,
R=Accounts Recgable, G=General LedgeE=Payroll, B=Bank Reconciliation Adjustment.

G/L Code
The G/L account code for Bank Reconciliation adjustmefitsis field is only enterable for Bank Reconciliation
adjustments. du may press thdELP key to slect 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 Reiew screen, delete all transactions that do not appear on your statement. Theeigeottavethe bank
statement match the screen statement. If yoe Ratement transactions that do not appear on théeRacreen then one
of the following has happened.
1) The selection criteria you provided was too narro
2) Accountfles is missing transactions.
3) The statement is wrong.
To oorrect problem 1, you will hee o gart over by deleting the whole statement and reselecting transactions.
To oorrect problem 2, enter the transactions as adjustments in the Reconcile Statement program or enter the transactions in
the appropriate Accountitemodule. If you do the latteyou will need to startwer as described for problem 1Typically,

you will enter interest or service charges as adjustments.

The following screen shows an example of an adjustment entry.

brinvadi
ACCOUNTFLEX ADD MODE Bank Reconciliation Entry DATE: 07.-24-07
Bank G-L Code [101-000 j Cash in Bank
Statement Date |[(07-24-07 Statement Beginning Balance
Check # Amount Date Sroc Go/L Description
29150.00 072407 R Eatch#:1
100.00 072407 R Batch#:2
2300 -20000.00 072407 P ACHE
2301 -44928.00 072407 P Cisco Svstems
2302 -800.00 07-24-07 P CLOROX
ADJUST -335.00 07-25-07 B 101-000 Fank Charge
AR Deposits 29,250.00 OGL Trans Ending Bal -36,813.00
AP-PY Checks -B5,728.00 BR Adjust -335.00

nter Amount

F1 Fz F3 F4 F3 Fa F7 Fa Fa Fio0 F11 F12 ~F3 ~F4 ~F5 ~Fa
Save Help Addd Orv | Prev Wext| Fret Last Del Sel
Operations/Reference Section 4-4
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After the statement has been reconciled, presSARE& or ESCAPE key to Exit.

4.2 Print Statement

This section describes Wao print your statement so that errors can be dieeal 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 slown belo

brinvrl

ACCOUWNTFLEX

Bank Reconciliation Statement

DATE: 07.-24-07

Report Destination
Report Copies
Report Title
Report Detail

Bank 3-L Code
Check Number Range

(S=Screen, Pn=Printer, Dn=Disk, A=iux)
1 (1 - 10)
(Y=Yes, N=No)
(Y=Yes, N=No)

101-000 4

Report Destinaticns: (D)isk, (Eimail, (Flax, (Plrint, (Slcreen, (Alux.
F1 F2 F3 F4 F& F& F7 Fa Fa Fio F11 F12 ~F3 ~F4 ~F5 ~Fk
Eun Helﬂ Eill

This screen has a number of entry fields which you will need to fill in with appropaiatesyWhen you are sure all your
entries are correct press tREIN function key o 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 CBapeRl2QOperational

Procedures.

G/L Account

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

Check Number Range

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

When you are sure all of your entries are correct prefUinefunction key o run the Statement Report as shown welo

Operations/Reference Section
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brinvrl

07/24/07 Widget Company Page 1
11:21am Bank Reconciliation Statement

Check No Date Src G/L Code Description Amount

Bank G/L Code: 101-000 Statement beginning balance:

07/24/07 R Batch#:1 29,150.00

07/24/07 R Batch#:2 100.00

2300 07/24/07 P ACME -20,000.00

2301 07/24/07 P Cisco Systems -44,928.00

2302 07/24/07 P CLOROX -800.00

ADJUST 07/25/07 B 101-000 Bank Charge -335.00

AR Deposits 29,250.00 GL Trans 0.00 Ending Bal -36,813.00
AP/PY Checks -65,728.00 BR Adjust -335.00

Total : -36,813.00

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

4.3 Print Outstanding Checks/Deposits

This section describes Wao print your outstanding checks/deposits so that errors can bevetisdaand 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 aswhown belo

brinvr2
ACCOUNTFLEX Outstanding Checks- Deposits DATE: 072407
Report Destination (3=Screen, Pn=Printer, Dn=Disk, A=iux)
Report Copies 1 (1 - 10}
Report Title (Y=Yes, N=HNo)
Report Detail (Y=Yes, N=HNo)

Bank G-L Code [101-000 Wl

*MNote that this report will exclude transactions
on the Bank Reconciliation Statement.

F1 Fz F3 F4 FS Fe F7 Fg F9 F10 F11 F12 ~F3 ~F4 ~F5 ~Fb

Run Helﬂ Kill

This screen has a number of entry fields which you will need to fill in with appropaiatesyWhen you are sure all your
entries are correct press tREIN function key o 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 CBaperRl2Operational
Procedures.

G/L Account

Operations/Reference Section 4-6
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Enter the range of G/L bank accounts for reporting.vedaese fields empty to report all reconciled statements.

Check Number Range

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

When you are sure all of your entries are correct preRUiefunction key  run the Outstanding Checks/Deposits Report
as shown belas.

brinvr2
07/24/07 Widget Company Page 1
11:22am Bank Reconciliation Outstanding Checks/Deposits
Check No Date Src G/L Code Description Amount
Bank G/L Code: 101-000
2300 07/24/07 P ACME 20,000.00
2301 07/24/07 P Cisco Systems 44,928.00
2302 07/24/07 P CLOROX 800.00
ADJUST 07/25/07 B Bank Charge -335.00
SUMMARY
Statement’'s Ending Balance: -36,813.00
Outstanding Deposits/Other Credits:
Outstanding Checks/Other Debits: 65,728.00
Outstanding G/L Credit and Debits:
Current Bank Balance: -102,541.00
Less Statement’s Adjustments: -335.00
Expected G/L Balance: -102,206.00
Actual G/L Balance: 0.00

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

4.4 Post Statement

This section describes Wdo post your statementit is important that your bank statement matches the computer statement
before posting. Once you Ve posted the reconciled transactionsythan not be selected for future reconciling.

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

Operations/Reference Section 4-7
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brinvo

ACCOUWTFLEX Post Bank Reconciliation Date: 07-24-07

Before Posting you should do the following
1) Backup data.
2) Print Batch Listing.

Select Bank G/L Code FEFESVEEN -

Press SAVEEEY to begin POSTING
_OR_
Press ESCAPEEEY to Exit

After Posting do the following
1) Print Posting Journal.
2) Compare Batch Listing with Posting Journal.

Processing Statistics
Source = G-L Bank Account

Enter Bank G-L to Post (press HELP kev to see list)
F1 F2 F3 F4 FS Fa F7 Fa Fa Fio F11 F12 ~F3 ~F4 ~F5 ~Fk

You may press th&AVE function key o begn 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 thatpaitietak
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:

Posting has been Successfully Completed.

Once this message appears, you may then preESG®PE key to return to the Bank Reconciliation menu.

45 Print Statement Journal

This section describes Wwdo print the Posting Journal Report. This report will print the postedide 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 belov.

Operations/Reference Section 4-8
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brinval

ACCOUNTFLEX Bank Reconciliation G-l Journal DATE: 072407
Report Destination (8=Screen, Pn=Printer, Dn=Disk, A=Aux)
Report Copies 1 (1 - 10)

Report Title Page (¥=Yes, N=ta)
Report Detail (¥=Yes, N=ta)

Post Mo B - A 14

(F)

Fll F12 A

Below is a cescription of each entry field.

The first 4 fields are standard on the Report Selection Screen, and are described in C@apeEal2QOperational
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 presRlthié function key o run theA/P Statement Posting Journal
Report as shown beio

brinvgl
07/24107 Widget Company Page 1
11:23am Bank Reconciliation G/L Journal
PostNo: 1
Source:< B - A > Batch#: 1 Entry Date:
D/C 335.00 335.00
Trans-# Refno Date Period Debit Credit
N/A  N/A 07/25/07 07/25/07 335.00 335.00
Bank Charge
Account Description Debit Credit
101-000 Cash in Bank 335.00
101-000 Cash in Bank 335.00
Transaction Total 335.00 335.00
Batch Total: 335.00 335.00

hkkkkkkkkkhhhhkhkhkkkhkhhkkkkkkkkk ok k% ok k ok k& & % % &

P e R R R R R

Grand Total: 335.00 335.00

When the printing is complete press ESCAPE key to return to the Bank Reconciliation menu.

Operations/Reference Section 4-9
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4.6 Enter Control

This menu option is described in ChapteH8w to Get Started.

Operations/Reference Section 4-10
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