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Overview

The Check Reconciliation System reconciles company checks to bank transactions. There are
three primary files in the System:

e Bank Accounts must be setup prior to processing and are identified by a two-digit code.

e Bank Transactions are created via a bank EDI transmittal file or entered manually into
the System.

e Checks produced in the Payroll and Accounts Payable Systems are automatically loaded
or entered manually into the System.

During the reconciliation process, bank transactions are matched to the checks by amount and

check number. Bank transactions in error are suspended. Once the user is satisfied that the
reconciliation is correct, he/she may purge reconciled records by Bank Code and date.
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Check Reconciliation Menu

Exhibit 1: Check Reconciliation Main Menu
SERYICE PARTS COMPAMNY
MEMU 227 EAME RECOMCILIATIOMN

Opt Function

FlZ=Farent memnu Fld=Work with submitted jobs

1. Enter/Update Bank File
Each bank account used must have a record set up in the system. This option
allows bank records to be added or updated.

2. Load Bank EDI Transactions
Bank transmittal files are loaded in to the Bank Transaction file using this option.

3. Enter/Update Bank Transactions
The bank transactions (cleared checks) are entered and maintained using this
option. Transactions loaded from a bank EDI file can also be changed using this
option.

4. Process Bank Transaction File
The bank transactions are processed against the outstanding checks. They are
matched by tracking number and amount. Only matches are processed and the
records marked as reconciled.

5. Maintain Checks File
Outstanding checks are entered and maintained using this option. Checks written in
the Accounts Payable and Payroll are automatically added through the system
interface.

6. Purge Reconciled Records
Reconciled checks are purged by selected bank code and effective date.

7. Print Bank Account List
The Bank Account List is printed using this option.

Page 4 of 16



NS

Check Reconciliation User Guide
8. Print Bank Transaction Edit
The Bank Transaction Edit is printed using this option. Valid and error transactions
with appropriate error messages are listed.
9. Print Check Reconciliation Report

The Check Reconciliation Report is printed using this option. The user may print all
or selected bank accounts.
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Entry Screens

Option 1. Enter/Update Bank File

Exhibit 2: Bank File Maintenance Screen 1
BaMK FILE MAINTEMAMCE

INCOME A LI
PREMIUM AC
PAYROLL 0

Screen 1 Entry Fields:
Bank - 2 characters. Required.

Screen 1 Function Keys:

Enter to Continue — Displays information for Bank Code entered.
Roll-Page — Use the Roll keys to display next/previous records.
F3—-End — Ends the job and displays menu.

Exhibit 3: Bank File Maintenance Screen 2

Screen 2 Entry Fields:
Account # - 18 digits. Required. Enter the routing and account number.
Description — 30 characters.

Screen 2 Function Keys:

Enter to Continue — Adds/updates the record for Bank Code entered.
F12-Previous — Returns to Screen 1 without updating the record.
F14-End — Deletes the record for the Bank Code entered.
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Option 3: Enter/Update Bank Transactions

Exhibit 4: Bank Transaction Entry Screen 1
BeNE TRANSACTION ENTRY

{ o T W e Ny o

Screen 1 Display Fields:
Bank — 2 characters. Bank Code
Date — 8 digits. Posted Date.
Amount — 9 digits.
Type — 1 character.
Valid types are:
‘C’ — Check
‘H’ — Handwritten Check

Screen 1 Entry Fields:
Bank - 2 characters. Required.
Tracking # - 7 digits. Required. For checks, enter the check number.

Screen 1 Function Keys:

Enter to Continue — Displays information for Bank/Tracking number entered.
Roll-Page — Use the Roll keys to display next/previous records.

F3-End — Ends the job and displays menu.
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Exhibit 5: Bank Transaction Entry Screen 2

Screen 2 Entry Fields:
Date — 8 digits. Required. Format YYYYMMDD. Enter the Bank Clear Date.
Amount — 9 digits. Required. Format 9,999,999.99.
Type — 1 character. Required.
‘C’ — Check
‘H’ — Handwritten Check

Screen 2 Function Keys:

Enter to Continue — Adds/updates the record for Bank/Tracking number entered.
F12-Previous — Returns to Screen 1 without updating the record.

F14—-End — Deletes the record for the Bank/Tracking number entered.
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Option 5: Maintain Checks File

Exhibit 6: Check File Maintenance Screen 1
CHECKE FILE MAINTEMEMNCE

Screen 1 Entry Fields:
These fields are used as selection criteria to position the records for the display.

Bank Code - 2 characters. Must be entered for Start Date and Amount searches.
Optional for Tracking number search.

Start Date — 8 digits. Format YYYYMMDD. Compared to the Post Date.

Tracking # - 7 digits. Enter the check number.

Amount - 9 digits. Format 9,999,999.99. Only checks equal to this amount will display.

Screen 1 Function Keys:

Enter to Continue — Displays the records according to the selection(s) entered.
F3—-End — Ends the job and displays menu.

F6-Bank Search — Displays the Bank Account Maintenance Screen.
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Exhibit 7: Check File Maintenance Screen 2
CHECK FILE HAINTEM&NCE

R

Screen 2 Display Fields:
BK — 2 characters. Bank Code.
Tracking # - 7 digits. Check number
Post Date — 8 digits. Transaction Post Date.
Payee/Name — 30 characters. Payee.
Amount — 9 digits.
Recno - 5 digits. Unique Record Number assigned by the system.
T — 1 character.
‘C’' — Check
‘H’ — Handwritten Check
V — 1 character. V' if record is a voided check.
R — 1 character. *¥' if check has been reconciled.

Screen 2 Entry Fields:
Recno - 5 digits. To update an existing record, enter the Record Number.

Screen 3 Function Keys:

Enter to Continue — Displays the record for Recno entered.

Roll-Page — Use the Roll keys to display next/previous records

F1-Add — Displays Screen 4 with next available Recno to add new record.
F8—End — Returns to Screen 1 for new selection criteria.
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Exhibit 8: Check File Maintenance Screen 3

Screen 3 Display Fields:
BK — 2 characters. Required. Bank Code.
Tracking # - 7 digits. Required. Check number
Post Date — 8 digits. Required. Format YYYYMMDD. Transaction Post Date.
Payee/Name — 30 characters. Optional. Payee.
Amount — 9 digits. Required. Format 9,999,999.99.
Recno - 5 digits. Unique Record Number assigned by the system.
T — 1 character. Required.
‘C’ — Check
‘D’ — Deposit
V — 1 character. 'V’ if record is a voided check.

Note: Amount entered for a voided check, must be entered as a negative number.
Enter the number followed by ‘Field-minus’ key above ‘Field-plus’ key on right side of
keyboard.

Screen 3 Function Keys:

Enter to Continue — Adds/updates the record entered.
F12-Previous — Returns to Screen 3 without updating the record.
F14—-End — Deletes the record displayed

Page 11 of 16



m Check Reconciliation User Guide

& s S il

Processing

Option 2: Load Bank EDI Transactions
Documentation will be added at a later date.

Option 4: Process Bank Transaction File

The Bank Transactions are processed and Check records are marked as Reconciled (*)
and the Reconciled Date is updated. If there are error records on the Bank Transaction
file, they do not update Check records and remain on the Bank Transaction File.

No report is produced.

Option 6: Purge Reconciled Records

Exhibit 12: Purge Reconciled Records
C/R COMTROL RECORD ENTRY

The reconciled check records are purged based on the Bank and Closing Date selected.
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Exhibit 13: Purged Check Report

FewatewnalasnatanssZonantonraTannstianatussatansaDiensteniibunsnticnaToanstonnafannstannaPavantanssBunnatincalannstinnaZanaatanaad

Co9PRG PURGED CHECK REPORT RUW DATE.. ?-B&-
EANK . . AL CLOEING DATE.... 2004 0630 FPAGE. . 1
CHECK
EANK ACCOUNT  CHECKR OATE NANE TYPE AHOLNT RECONCILED OATE
B113201559 INCOHE ACCOUNT
JoOl 20040604 CLR AUTO C 2, HEE L B bel1LIT R g 3
CHaPRG FPURGED CHECEK REFORT RUN DATE.. 7-86-
ERANK . .AZ CLOZING DATE.... 20040630 PAGE. . 2z
CHECK
EANK ACCOUNT  CHECK# DATE HAHE TYPE AHOUNT RECOMCILED DATE
2113206743 FREHIUH ACCOUNT
Sool 2aeds0g-0l DANNY LEE C agE . 08 200d-8E-a1
CoePRG PURGED CHECE REFORT RUN DATE.. V- 86
BANK . . F1 CLOZING DATE. ... 2084-06-30 PAGE. . 3
CHECK
BANK ACCOUNT  CHECKR DATE NAHE TTPE AHOLNT RECONCILED OATE

ai1320155%

PAYROLL ACCOUNT
Soad 2a0d.-06- 30
Sood 2and.0e-I0

TIH HCGEE C
TIH HCGEE cy

1,008,800
1,008, 00—

ForatenaalansatanssZasnatannaBanastusnadassatonsaBennatanniBunnata s aToanstonaaBannstinnaPonnntannalinnatarialanactoneaZanantonaad

2a00-81 a1

The Purged Check Report is produced for the records purged.

To view and/or print the report, see ‘C99PRG’ in User Data column on spool queue.
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Reports

Option 7: Bank Account List
Exhibit 9: Bank Account List

Dizplaw Zpooled File

File REPORT Page-<Line 1-1
control Colunnzs 1 - 13|
Find
T R R T e R e L L L R e e R L R E R L TrIOE s Srrqry | RpRs ERpRPeG, [ETRar, Sppapes s FOpays, opepaes.
CREAL EAME ACCOUNT LIET RUN DATE.. T-06-<0d
PAGE .« 1
EAKE  ACCOUNTI DESCRIPTION

Al 0113201559 ITHCOHE ACCOUNT

A% 0113206743 FREHIUR ACCOUNT

Pl 0113201 559 PAYROLL ACCOLUNT

Eotton
F3=E®it  FlZ=Cancel F19=Left F2E=Right F2d4=fore kKeys

This report lists the Bank Accounts.
To view and/or print the report, see ‘C99BAL’ in User Data column on spool queue.

Report Sequence:

Bank Code
Report Contents:
Bank Bank Code
Account # Bank account number with routing number
Description Description
Date Posted Date
Tracking # Tracking Number
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Option 8: Check Reconciliation Edit
Exhibit 10: Check Reconciliation Edit

FraatuwaalosaatanssZonnatessaTannntassidunnatinsabonantinsaBanastornaTonnstinnafanastannePasnstonsatunsatunnalonanntanscZunnatanasd

C9EDT CHECK RECOMCILIATION EDIT RUN OATE.. 7-BE-0d
EANE . AL PRAGE 1 13.14.55
ERANE CHECK
EANE ACCOLNT DATE TRACKING # AROLINT AHOLNT ERRORZaanus
Al INCOHE ACCOUNT
2004 0681 16 254,36 254,63 CHECK AHTE NOT =
e84 02 05 13 125.00 L CHECK HOT FOUND
2004 0681 law3 .50 o0, 5o CHECK AHTE WOT =
20040681 SE03 1, 000,00 Rl CHECE HOT FOUND
204 70605 [987 1a.00 08 CHECK HOT FOUWD
EANE TOTAL.awaus 1,438.56

CHECK AHT ERRORE...
N0 CHECK ERRORE...

o b

This report lists Bank Transactions with errors. The Bank Transaction amounts and
numbers are matched to check records and the errors identified. Error records are not
processed when the Bank Transaction File is processed and remain on the file.

To view and/or print the report, see ‘C99EDT’ in User Data column on spool queue.
Report Sequence:
Bank/Tracking number

Page break and totals by Bank

Report Contents:

Bank Account Bank Code and Description

Date Posted Date

Tracking # Tracking Number

Bank Amount Amount from Bank Transaction

Check Amount Amount from Check Record

Errors For transactions with an error, error description.

“Check Amts not ="
“Check not found”

Totals Provided:
Bank Amount Total
Check Amt Errors
No Check Errors
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Option 9: Check Reconciliation Report

Check Reconciliation User Guide

Exhibit 11: Check Reconciliation Report

CA9RPT CHECK RECOMCILIATION REPORT
EANE . . AL CLOZING DATE. ... 20840630 PAGE. . 1
TRACKING TRACKING
EANE ACCOUNT HUHEER DATE HAHE TYPE AHOUNT OUTETANDING ~ RECONCILED DATE RE
B11320155% INCOHE ACCOUNT
BEa0aa2 2000-11 .30 OTH C 1,508,800 1,500,800 « 08 aag
HOOOAET 20001210 ACIT C 59.2%9 59.29 =00 aag
gaa0aie 2oa0-12-15 GARY MEWTON C 254 .63 254,63 AL aan
gaagail 2000-12-15 EHAROM & ASE0C C ILE .08 Ie0, 00 -0 aag
HOO0012 20001216 OIs, INC C 2d4,295.47 20,295.47 -0 LIlL]
oa00als 2001251 OTH C 1,500,00 1,500,800 -0 aag
gaaiaed 2ood-ac.-01 ALL FOREIGN CARE C 500,50 500,50 - 08 aag
BOOINAE 2a0d. 0501 OON'E AUTO REPAIR C S5E.E8 S50, 08 L] LiliL]
OUTETANDING CHECKS suuaas 2, E22.59
RECOMCILED CHECKE . wunuus « I8
R T - e e e T - B L LT T
ERANE ACCOUNT HUHEER DATE NAHE TYPE AHOLKNT OUTETAMDING  RECOMCILED DATE RE
0113206743 FREHIUA ACCOUNT
saazonl 20040604 CLR AUTO [ 2,008 .08 Ll 2,008,800 20040604 Q00
HESI00T 2004 <0620 CLR. AUTD o 20 .08 26,08 L LliL]
gaaza0d 20040615 AUTO SUPPLY c i1ia.080 ilig.08 <8 age
OUTETANDING CHECKS . cauaa 3008
RECONCILED CHECKZ.sannan 2,008 00
CO8RPT CHECK RECONCILIATION REPORT
EAREK..FL CLOZING DATE...w 20048650 FRGE .« 3
TRACKEING TRACKING
EANK ACCOLNT NUHEER OATE NAHFE TYPE AHOLIKT OUTETAMDING  RECONCILED OATE RE
0113201 559 PAYROLL ACCOUNT
BEESH0] 200 0601 DANNT LEE C BHE L EE L et LI Rl 1L [ B )
Baa5a0d 2004 06730 TIH HCGEE c 1,0808,00 aog
BEOSa0d 2004 0670 TIH HCGEE cy 1,080, 00— <08 -8 agg
OUTETANDING CHECKE . suuus -8
RECOMCILED CHECKES.weunun 950,88

The Check File records are listed. The user selects to process all banks or selected

banks based on reconciliation date.

To view and/or print the report, see ‘C99RPT’ in User Data column on spool queue.

Report Sequence:
Bank/Trans Number

Page break and totals by Bank

Report Contents:
Bank Account
Tracking Number
Date
Name

Type
Tracking Amount
Outstanding
Reconciled
Rec#

Totals Provided:

Outstanding Checks
Reconciled Checks

Bank Code and Description
Check Number
Transaction Post Date.
For checks, the Payee
Transaction Type
‘C’' — Check
‘H’ — Handwritten Check
Amount of transaction, such as check
Amount will appear in this column if the check is not
reconciled
Amount will appear in this column if the check is
reconciled
Unique Record Number assigned by the system
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