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Bank Reconciliation Processing

INTRODUCTION

Welcome to the Logos.NET Bank Reconciliation Processing guide. This
manual will guide you through both the setup and processing aspects of
Bank Reconciliation Processing.

The guide is divided into two sections.

The System Administration Guide will focus on the set-up components
necessary to utilize Bank Reconciliation Processing within Logos.NET. This
will include detailed information on master files that must be set-up such as
Budget Levels and Budget Methods and will also include the security
settings which will be utilized to enable workflow and tailor user options to
your needs.

The End User Processing Guide will describe the steps, workflow and
options available in Bank Reconciliation Processing to the end-user. It will
guide you through the process from receipt deposits, through reconciling
payments and bank adjustments. Included in the section will be a guide to
the standard reports available in the software.

This document is available in Microsoft Word format to allow for
customization to your organization'’s particular needs and procedures.
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SYSTEM ADMINISTRATOR GUIDE

Company FM Settings

On the Payment Reconciliation Method Field, always set the value to Bank
Reconciliation- Daily Reconciiation.
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Mg, LTI 0000

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance @ 0] @' mg,@

Company FM Settings

Budget Validationv ' Annual Budget Settingsv Annual Budget Levelsv  Procurementv. ' AccountsPayablev. MiscellaneousBilingy. AssetManagementv Grantsy. Inventory Controlv M
Defaults

ACH Clearinghouse Bank
PaymentR: ion Method ~ Bank R - Daily Re

Maintenance>Financial Management>Company FM Settings>. Then select the Bank
Reconciliation tab.

For the ACH Clearinghouse Bank field, only choose an option here if you are
planning to create export files created for Wire out transfers that will be
uploaded to your bank.

Security Setup

Security for the Bank Reconciliation Processing is controlled through
Application Permissions, Process Manager, and User Based Security.

In simple terms, users will have access to process Bank Reconciliation
Adjustment Journals, Reconcile Checks, Process Deposits, and Process a
Bank Reconciliation for the month depending on their job function and
duties. These permissions can also be separately parsed out by job function
if needed.

User Security

Security templates can be created to assign User Permissions to individuals
who will be processing Bank Reconciliation tasks.
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Maintenance > Logos Suite > Security > Security Templates

To create a new template, click the New button and create a naming
convention. Starting off with FM is common to differentiate between
Finance and other modules.

Once created, highlight the template name in the list and click the
permissions button. This will open the Permission Records screen where
each line represents a screen or button that a user can be given access to.
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The feature group drop-down allows permissions to be sorted by function.
All Bank Reconciliation permissions are included in the FM-Bank
Reconciliation feature group except for Payment Reconciliation permissions.
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Payment Reconciliation permissions are located under the Payment
Processing Feature Group.

Click on the red X twice to change it to a green checkmark, which allows
access to these permissions. The permissions can be combined under one
FM-Bank Rec template, or, if different individuals have separate functions
within the municipality, they can be separated and given to individual users.

Once these templates have been created, they must be assigned to the
users who will be utilizing them.

I T i g e 3
Al M or 8 0000
Auatabla Tamptatas:§ Asaigned Templates: 0
AP Clork
M Banik Joumnals
| FM Bank Hec y
M Depasits
FMPa; 1L Re
AR g and Reger )
FMMHRAT Hi Level
T Supervsor <
)

Maintenance > Logos Suite > Security > Users

Click on the Permissions button, then the Inherit button and a list of
available templates will appear. To assign the template to the user, move
the chosen template to the right hand side of the Assigned Templates box.

Permission Type - Company Applications
Feature Group - Bank Reconciliation

s
o
g
&
Component Description e
FM Bank Account Activity
X
Report
FM Bank Account inquiry X X
FM Bank Account Journal X X
Edit/Post Listing
Bank Reconciliation Processing newworldsystems.com
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Component Description
FM Bank Account Journal Error
. X
Listing
FM Bank Account Journal Fund X
Summary
FM Bank Account Journal X
X

Process Manager
FM Bank Account Journal
Process Manager- Create
ACH Transmittal File
FM Bank Account Journal
X X
Process Manager- Execute
All Processes
FM IIzank Account Journal X X X X X X
rocess Manager- Post
FM Bank Account Journal
Process Manager- Print Edit XX XXX
& Error Listing
FM Bank Account Journal
Process Manager- Validate = Lot
FM Bank Agcount Journal X X
Processing
FM Bank Account Journal
. L X X
Transaction Listing
FM Bank Account
Reconciliation Report
FM Bank Reconciliation
Import- Transmittal Audit
Listing
FM Bank Reconciliation
Import- Transmittal Edit
Listing
FM Display Bank Account
Transaction
FM Display returned Check
Transaction
FM Receipt Deposit Batch
Edit/Post Listing
FM Receipt Deposit Batch Error
Listing
FM Receipt Deposit Batch G/L
Distribution Summary
FM Receipt Deposit Batch
Process Manager- Execute
All Processes

X
X | X X | X

Bank Reconciliation Processing newworldsystems.com
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Component Description
FM Receipt Deposit Batch
Process Manager- Post
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FM Receipt Deposit Batch
Process Manager- Print Edit
& Error Listing

FM Receipt Deposit Batch
Process Manager- Validate

FM Receipt Deposit Batch
Processing

FM Reconcile Bank Account
Batch Edit/Post Listing

FM Reconcile Bank Account
Batch Error Listing

FM Reconcile Bank Account
Batch Process Manager-
Execute All Processes

FM Reconcile Bank Account
Batch Process Manager-
Post

FM Reconcile Bank Account
Batch Process Manager-
Print Edit & Error listing

FM Reconcile Bank Account
Batch Process Manager-
Validate

FM Reconcile Bank Account
Processing

FM Returned Check- Execute
All Processes

FM Returned Check- Post

FM Returned Check- Print

FM Returned Check- Validate

FM Returned Check Edit/Post
Listing

FM Returned Check Error
Listing

FM Returned Check G/L
Distribution Summary

FM Returned Check Processing

FM Reverse License Payment

Bank Reconciliation Processing
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Component Description o
FM Reverse License Payment
Edit/post Listing

FM Reverse Miscellaneous
Billing Payment

FM Reverse Miscellaneous
Billing Payment Edit/Post
Listing

FM Reverse Permit Payment

FM Reverse Permit Payment
Edit/Post listing
FM Treasurer’s Daily Statement

FM Treasurers Reconciliation
Report

Permission Type - Company Applications
Feature Group - Payment Reconciliation

asn/MaIA

Component Description

FM 8.1 Payment Register X X

FM ACH Transmittal File Listing X X X

FM Cash Requirement Listing X X

FM Create Payment Register X X X

FM Payment Reconciliation
Batches X X X X

FM Payment Reconciliation
Batches- Process Manager X X X
Approve

FM Payment Reconciliation
Batches- Process Manager X X X
Post

FM Payment Reconciliation X X
Batches- Process Manager
Print

FM Payment Reconciliation
Batches- Process Manager XX XXXX
Validate

Bank Reconciliation Processing newworldsystems.com
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Component Description o &
FM Paymer.lt‘s- Enter X X X X X
Reconciliation Amount
FM Paymerlmt.s—‘lmport Bank X X X X
Reconciliation Data
FM Payments- Reconciliation X X
FM Payments- Reverse X X
Reconciled Checks
Bank Reconciliation Processing newworldsystems.com
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Process Manager

Process Manager Security for Bank Reconciliation is used for Bank Account
Journals and Reconciling payments only. Processing Bank Deposits and
Reconciling the month’s Bank Statement do not allow for approval levels
before posting. This portion of security allows for the municipality to select
how many approval levels for each process are needed before the
transaction is allowed to be posted, which departments can process Bank
Account Journals and Reconcile checks, and which users are at each
approval level.

e T e P
; ir—"fi‘ﬁ"}’i“,@f-“m”-““\.‘-- B N New World City 9@@

myFavorian | Financial Managemant | Human Hescarcas | Uity Managamant | Commundy Davelopmaat | Mastanance

Manager
@B B Y| Process

Eftoctive pate 09182012 )

w @4 Accounts Payable - Invoice Entry

# & Accounts Payatie - Invaice Payment

i @ Accounts Payable - Receipt of Gooas L
% @B Assetlisnagement - Inguiry i
& @ Assetbanagement - Journal Batch Processing

w @ AnselRanagement - Uainisnance

# & AssetManagement - Physical kmveniory

# G Genoral Leagor - Jowrsal Processing

B Inverdory Control - Inquiry

& B Inventory Control - Inventory Billing

w B Inventory Contral - imvontary Reardes Batch

4 @ Imventory Control - Joumal Batch Processing

3 B Inventory Control - Malnsenance

& B inventary Cantral - Prisical Invensary

4+ @ Imvertory Conbrol - Transackions s

TT—— T S e

Maintenance > Logos Suite > Process Manager

To assign the number of approval levels the transaction must pass through,
and select which departments may create the transaction, highlight the
desired process. Next click the Setup Departments button.
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mmyFavorites | Financial Manegement | Human Resosrces | Uiility Management | Community Development | Mainlenance
rocess Manager
Bank Reconciliation - Bank Account Journal Processing
spproval Lot =] 1 12 Hadilabio Depanments: 1 Selected Depanments: 21
T80 - Library ' m ardsors Dapatment -
02- Transponaticn ‘
'3‘ 04,101 - Finance Daparmant Atcounting
04.102 - Finance Department Payroll
Lavel 1 f 4J | 04.103 - Finance Depanment Bucgeting
04.104 - Finance Depariment Human Resources
€€ | 64 108 - Financa &
Lo [z

O ekt | B Rk i e M -

The Approval Levels plus and minus buttons can be used to add or subtract
approval levels desired for the selected process. These levels can be named
according to the municipality’s criteria. Common naming conventions used
are Entry Level for Level 1 and Finance Approval for Level 2.

Once the desired number of approval levels are selected and named, the
next step will be to assign all Departments to this process, and the selected
number of approval levels. Move the desired Departments to the Selected
Departments box by highlighting them, clicking the single arrow button
between the boxes, and then clicking Save.

Individual Departments can be modified with different approval levels and
different naming conventions on those levels if needed.

Once the approval structure has been created, the next step will be to assign
users to the levels. Click the Manager workflow tab to select users to add to
levels per process.
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myfavorites | Financial Management | Human Rescurces | Utility Management | Communsty Doveicpment | Mamtenance

Process Manager

@B B S| Manager

Effoctive Date V5182012 =
. Process Approvals &
L A5l
i Mark Desnoyer Process  Bank Reconcillation - Bank Account Joumal Frocessing =
& AWE Approval Lavel Lt 1 (Lol - 1) =
s
s (] Selacted 22
= 2
3 3 ) | 1-Supemsors Department
i | b2 Transgortabion £
B rwsd 3 | B4-Finance Deparment
o 04,101 Finance DepartmentAccountng
i ¢J | 14.102F inance Depanment P amoll
4 WS @, | 14102 Finance Dupartment Budgeting
W s i o | 04.104-Finance Depariment Human Resowces
& Paul Seaton g @ @ E
# R LTy

(i Ron Vedder
- Sandy Boding
3t Doinigis

___PIocess ARDLovals

= ek it ¥ Fismsa e B i fon Boame -

The value selected in the Process drop-down will determine which process
the user will be added to. The Approval Level drop-down allows a user to be
inputted at any level within a process for one or multiple Departments at a
time.

User Based Security/Sub Ledgers Function

There are two sub ledgers that must be set up in User-Based Security for
Bank Reconciliation: Bank Reconciliation and Payment Processing.

The Sub Ledgers Function on the General Tab within User Based Security is
shown below:

W@fﬁlﬂﬂ—a;}:‘\ x\ New World City 0006

myfavorites | Financial Management | Human Resources | Uity Management | Community Dovesopment | Maintenance @ ) @y

User-Based Security - Sub Ledgers
~  Leager BankAeconciliabon -

Budget Adjuslments. Reclassification Entries
Craata Craste
Remave Remove
Post Past
View View
Ada Transackan Aad Transacion
Change Transackan Change Trangacion
Delein Teansackon Dalete Transaction

T T
Maintenance>Logos Suite>Security>User Based Security
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User Based Security/Sub Ledger General Tab

The top portion of the Bank Reconciliation sub ledger has numerous
checkboxes that correspond to different functions:

Supervisor If selected, users will see all Bank
Reconciliations in process versus just
the ones they have created.

GL Budget override Authority

Project Budget Override Authority

Sub Ledger Detail Authority If selected, a user will have access to
see specific transactional details
such as invoice and receipt numbers
on inquiries and reports instead of
only summary information.

User Based Security/Sub Ledger G/L Organizations Tab

The Sub Ledger area of User Based Security allows for filtering of the General
Ledger Organization Sets that a user can work with in the Bank
Reconciliation Module. This can be used to provide administrators access to
all organization sets and accounts for Bank Reconciliation processing.

[ P T T b
b S -
ilj]r‘f‘“}’”-‘: s i New World City 0000
myFavotsies | Financial Management | Human Resoarces | ity Managesmend | Communsty Development | Mamlenance e (0 |E! e
User-Based Security - Sub Ledgers
User  Mws ~*  Funclion SubLedgers *  Ledges DBankReconcilision «
Fund Department Sub-Depastment
Al Oiganezatons. ¢ Selecte Organtzations: 73

100 - Trisasury Fund -
100300 600 - Treasury Fund, Finance. Accounting and Rer
107 - Generad Fund E
101.000 - General Fund, Revenues
} 101107 - General Fund, Dinvelopers Deposits Revenue
# J | 101111 - General Fune, Finance Department
101,111 500 - General Fund, Finance Department, Adminis
92 | 101.441 - Generai Fund, 43 Disinct Court
101 304 - Gondral Fund, PolcsShenl!
(J 101.338 - General Fune, Fire Depanmeant

101,400 - Condral Fund, Managemant inf Syatems
{( )| 191453 - General Fund Pusiic Warey
J 101 650 500 - General Fund, Youlh ASsistance, Adminestry
101,670,500 - General Fund, Intrasinucture - Roacs, Asmin
101,704 - General Fund, Parks & Grounds
101.707 - General Fung, Recreation

[__aosirto At subLodn__]
Maintenance>Logos Suite > Security>User Based Security>Sub Ledgers

To access the sub-ledger area in User Based security, click the Function drop-
down and select Sub Ledgers. After accessing the Sub Ledger area, click the
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Ledger drop-down and select Bank Reconciliation. Then select the GL
Organizations tab.

Listed in the Available Organizations will be all GL Organization Sets. Select
those organization sets for which the user should have access and move
them to the Selected Organizations box on the right using the arrow
buttons. When complete, click the Save button.

The Organization Sets selected here will drive what the users can access
within the Bank Reconciliation module and reports in the Bank
Reconciliation header ledger.

Bank Reconciliation Processing newworldsystems.com
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BANK RECONCILIATION PROCESSING PRE-
WORK

Payment Reconciliation Batches

!:"iﬁrw 'd L ﬂ‘\ : \ | New World City

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Payment Reconciliation Batch List

9 4 %) & B Payment Reconciliation Batch List

myTasks Validated Approvals @ Responsible Department Bank Account Default Reconciliation Date

bl 0of1at1 04 Finance Department  Comerica Bank - Accounts Payable 7129/2009

@ New @ Delete 2 Refresh FE' Import Reconcile Payments & Export Kl Options

Financial Management > Payment Processing >Payment Reconciliation Batches

Once on the Payment Reconciliation Batch screen, click the New button to
start the reconciliation batch for a day, week, or month depending on how
often the municipality payments will be cleared.

Responsisie Depasiment 04 101 - Fanance Copartment Accoursng
Bank Accounl  Accounts Payabla - Comanca Bank - accounts =
Dotaul Reconciliation | 06222012 v

The Payment Reconciliation Batch Entry screen will be displayed. The Batch
Information section of the General tab includes the following fields:

Bank Reconciliation Processing newworldsystems.com
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Responsible Department- This will be the department tracked as clearing
these payments and will auto default to the home department of the user
creating the batch.

Bank Account- This field will be the bank account for the payments you
would like to clear.

Default Reconciliation Date- This will auto set all cleared payments within the
batch to this date. Note that individual payments within this batch can also
be set to individual clearing dates.

Create ZBA Wire Transfers- This feature will be used only if a .csv file is desired
to be created for cash transfers from one bank account to another. The .csv
file can then be uploaded to the bank’s website for EFT transfers if a
municipality currently utilizes this functionality with their bank.

Create Journal- This field will be used with Warrant Processing customers
only. If selected, this will create the cash and outstanding warrant liability
accounts to be hit at the time of clearing.

Once the header has been completed, click the Save button and the
Reconcile Payments button will then be highlighted to be clicked on.

T 0000 [l
— Theough Date b
PaymentTyps  Checs - From Number i Not Ruconcled =
— Btabys veoncled  [w
Paymant Source = To Numbar L]
Selected for Reconciliation Summary £

EmmeniTios Cound  Amount BeconcledAmount Dierence
Checks 1 5130000 £1,300.00 50.00
EFTs [ $0.00 50.00 50.00

| Total 1 $1.300.00 $1.300.00 3000

Chack WITO0NNE0T0  Accounts Payatée  Staples 10000
Check 101ITIONA2011  Accounts Payable  University of Michigan $40.000.00
Check 101374 102872011 Accounts Payatée  Binstocies, Amy E §1.00000
Ghock 1013TS 0132011 Accounts Payabe 151 of Aminca 538594
Chack 101376 0131/2011  Accounts Payatle  abc company $60.00
Gheck 01377 01BNR01T  Accounts Pagais  Apple Constrcsan 53,000 00
Check 101378 0101/2011  Accounts Payacle  Bumper to Bumpar $2500
Chack WIITROVFNZ0T  Accounts Payatie  Michigan Police Equipment Co 58108327
Check 101380 012172011 Accounts Payable  Office Depol $44.24500
Check 101381 014312011 Accourds Payable  Office Depot 59.140.00

Prev 1 Med 1[=]

I [d UDOoAS

Once the Reconcile Payments button is clicked, all un-cleared payments for
the selected bank account will appear in their list. There are various search
fields available to isolate specific payments if desired.
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Payment Type- This field will sort payments by checks, EFTs, or both.

Payment Source- This field will sort payments made by Accounts Payable,
Payroll, Conversion, or Miscellaneous Billing refunds.

From Number/To Number- This field will sort a range of payments.
Through Date- This field will pull all payments made through a certain date.

Status- This field will pull payments that are un-reconciled versus reconciled
depending on whether previously reconciled payments wish to be un-
reconciled.

Payments can be marked as cleared one by one or all at once by clicking on
the box at the top of the grid. Once the desired payments are marked for
clearing, click the Accept button. On the summary tab above the payments
labeled, “Selected for Reconciliation Summary,” the number of payments
marked for clearing will be shown, the total dollar amount of the payments
displayed, the total dollar amount of the payments marked for clearing, and
any differences between the payment amounts in the system and the
amount reconciled.

If multiple pages of payments are displayed in the available payments for
reconciliation screen, these pages can be scrolled through by selecting the
drop-down arrow at the bottom right hand corner of the screen, or by
clicking the arrow buttons.

The buttons displayed at the bottom of the screen are as follows:

Accept- This will enter all payments selected into the system to be
recognized on the Selected for Reconciliation Summary tab. Note that this
button must be clicked after selecting any payments for clearing.

Reset- This button will clear any payments or changes made to the screen up
to the last time the Accept button was clicked.

Transaction Inquiry- When a payment is highlighted, this button will take a
user to the payment inquiry screen where all payment information can be
viewed.




BANK RECONCILIATION PROCESSING

Reconciled Amount- Occasionally the bank will show a different reconciled
amount than what shows in the system. This button allows a user to mark a
payment as reconciled for an amount other than what the check was written
for.

Options- This button allows for user customization of the payment screen.
Fields can be removed and filters can also be put in place for the columns.

Once all payments have been marked for reconciliation, click Accept.

At this point, return to the Payment Reconciliation Batch list using the
breadcrumb link in the upper left hand corner of the screen.

T 1
lﬁ!ﬁ#@'%””‘w’“\_ L \ New World City Q000

myf avories | Financisl Management | Human Resources | Uity Mansgement | Community Development | Masienance

Payment Reconciliation Batch List
DAY & Y Payment Reconciliation Batch List

myTaaks Validated  Appiovals  Braponaible Department o B tassll Peevorscdmben Bale

M Oof1arl  O4Finance Deparment  Comedica Bank - Accourts Pagatie T2Ar2009

W New © Delete = Refresh A impont  Reconcle Payments § Expon B Options

To process the reconciliation payment batch, validate, approve, and post the
batch using the workflow icons at the top of the screen. Payments in the
system will then be shown as reconciled when they are inquired upon.

Receipt Deposit Batches

Receipt Deposit Batches are the next step in Bank Reconciliation processing.
There are two types of deposit batches that can be posted in the system:
Collection and Manual deposit batches.

Note: If credit card payments are accepted, please see Appendix A at the
end of this document. The process for taking in Credit Card Payments is
different than the process for creating deposit cash and check payments.
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Collection

Once revenue collection batches are posted in the Revenue Collections sub-
ledger, those receipts will show in the Receipt Deposit Batch list. These
batches are created automatically when posted in Revenue Collections and
are sorted by the bank account tied to the payment codes used in those
receipts. Batches are auto-created each time a Revenue Collection batch is
posted, so if multiple revenue batches are posted at the same time, one
deposit will be created. If Revenue Collection batches are posted one by
one, several Receipt Deposit Batches will be created.

[ SR ot ™
Do NN W] 0000
miytavorites | Hinancial Management | Human Resources | Utility Managament | Community Developmeant | Mamtenance @ ) lE‘ (483)
Recelpt Deposit Batches List
949 %@ List
Validated | Bank =| Bank Account ~| Deposit Date ~| Deposit Type | mmmn‘
Comerica Comerica Bank - Accounts Fayatls 05012 Callection S0.00 -
Cometica Camerica Bank - Accounts Payable DSMARD12 Collection £0.00
Comenca Comerica Bank - Accounts Payably VSMGR2012 Callection $0.00 |
Comerica Gamenca Hank - Accounts Payatin 1200712011 Callection 50.00
Cometica Comenca Bank - Accounts Payatie 102011 Callection £0.00
Comerica Comerica Bank - Accounts Payable 1mT2011 Calledion 20,00
Comenca Cometica Bank - Accounts Payabln 10MAZ01T Collection $0.00
Comsita Comurica Bank - Accounts Payable AT Callsction S0.00
Cometica Comenca Bank - ACCoUNts Payabis 08232011 Callaction £0.00
Comeica Gomerica Bank - Accounts Payabie 082272011 Gallection £0.00
Cometica Comerica Bank - Accounts Payable DA Calledion E000
Comenca Comerica Bank - Accounts Pagatn OTR011 Collection $0.00
Comerica Comenca Bank - ACCoUnts Payatle OTIOE2011 Coliection £0.00
Cometica Comenca Bank - Accounts Fayabie 07062011 Collection £0,00
Cometica Comerica Bank - Accounts Payable OTMAR011 Callection 000 -
Mems: 1 -50 0t 94 Page 1 - of2 NedPages |
(3 TS T AT

Financial Management > Bank Reconciliation > Receipt Deposit Batches

The purpose of the Deposit Batch receipts portion of Bank Reconciliation is a
two-fold process that validates the money deposited to the bank per day
versus what has been receipted into the system. This provides an additional
check and balance for the municipality when dealing with revenue and
cash. The second function is that once these deposits are posted, the cash
from these deposits will reflect against that month’s bank reconciliation.

Hovering over a value in the Bank Account column of thee List page opens a
tooltip that includes receipt deposit batch information, such as cash, check,
charge, wire transfer/ACH/EFT, and other transactions for the selected batch.

To reconcile the deposit against the day’s receipts, click on the bank account
name in the receipt deposit batch list. The following screen will appear.
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Deposit Date- This will be the date this deposit reflects in the Bank
Reconciliation. This field can be modified.

Override G/L Date- This field overrides the G/L date on the Receipt Deposit
Batch. When a value is entered in this field, the G/L date on the batch post
will pull from this field. The date specified overrides the G/L date on the
individual receipt transactions.

Deposit Type- Revenue batches posted in the revenue collections module
will always show as collection type deposits, this field cannot be modified
except in a Confirming deposit batch.

Bank Account- This is the bank account the deposit will be made to.
Description- Enter a brief description of the Receipt Deposit Batch.

Reference/Comments- Optional fields for additional information about the
transaction.

Cash Amount- Enter the total cash amount for the deposit into this field.
Clicking the “Apply” button will move the full amount of cash shown under
the Batch Totals area to this field if no adjustments need to be made.
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Check Amount- Enter the total check amount for the deposit into this field.
Clicking the “Apply” button will move the full amount of checks shown
under the Batch Totals area to this field if no adjustments need to be made.

Number of Checks- Enter the number of checks in the deposit.

Charge Amount- Enter the total charge amount for the deposit into this field.
Clicking the “Apply” button will move the full amount charged shown under
the Batch Totals area to this field if no adjustments need to be made.

Wire Transfer/ACH/EFT- Enter the total wire transfer, ACH, and/or EFT amount
for the deposit into this field. Clicking the “Apply” button will move the full
amount shown under the Batch Totals area to this field if no adjustments
need to be made.

Other Amount- Enter the total amount of other transactions for the deposit
into this field. Clicking the “Apply” button will move the full amount shown
under the Batch Totals area to this field if no adjustments need to be made.

Additional detail about the batches included in the transaction can be found
in the Revenue Collection Batch Information tab.

In the Revenue Collection Batch Information tab, the screen displays
information about all of the batches included in the transaction. Fields
displayed include the Revenue Collections batch number, the responsible
department, G/L date, number of transactions, total transaction amount,
and totals for cash, check, charge, wire transfer/ACH/EFT, and other
payments.

The columns can be filtered and sorted to find specific amounts or data. The
display is informational only and there are no links to click on for more
detail.
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All receipts in a given Deposit batch are able to be viewed using the Receipt
Transactions tab.

I

To inquire on any receipt within a batch, click on the receipt number and all
available information on the receipt can be viewed.

When the Charge Transactions Only box is checked, the grid will be
refreshed to display only charge transactions.

Bank Reconciliation Processing newworldsystems.com
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Variance Amount- This field is used if there is a variance between the cash
receipt totals in the batch, and the cash amount collected in the batch for
the deposit. Sometimes money will be taken out of the drawer for petty
cash, or to keep a balance in the drawer. If so, enter the dollar amount of the
variance here.

Debit Account- Enter the debit account for the variance here.
Credit Account- Enter the credit account for the variance here.

The standard process for knowing how much cash and how many checks
reside within a batch is to have the individual posting the receipt batch send
their Post Listing for their receipt batches to the user posting the deposits.
The Post Listing will have a detailed breakdown of total cash, checks, and
charges for their posting which will become a Deposit Receipt Batch in Bank
Reconciliation processing. The user making the deposit can then validate
the Post Listing against the total cash and checks collected against their
deposit slip at the bank.

If receipts need to be reassigned to a different Deposit Receipt Batch, use
the Receipt Transaction tab’s Reassign button to move them. Check the
boxes next to each receipt that needs to be reassigned and then click
“Reassign.” If this is attempted after changes have been made in the
Transaction Details page, the system will display a warning. Click OK to
continue.

Clicking OK will cause any deposit transactions created on the Transaction
Details page to be deleted and removed from the grid. All the user-entered
deposit groups information will be deleted and the Deposit Group Details
grid will be reset to the defaults. The Transaction Details page will be
refreshed and appear exactly as it did the first time the page was opened
after creating the Receipt Deposit Group.
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Select the receipt deposit batch that you want to transfer the receipt to from
the dropdown menu and click OK. The receipt deposit batch must already
be created before reassigning a receipt to it. After returning to the
Transaction Details page, it will display the updated information for cash,
check, charge, wire transfers, and other transaction amounts. The amounts
in the Batch Totals section of the General tab will display the updated
numbers. The updated numbers can be applied to the Batch Totals section
or manually entered in the Deposit Totals section.

The Transaction Details tab allows users to view and edit deposit
transactions. It is only available for collection deposit types in Edit mode. It is
not available for batches in New mode or for confirming batches in any
mode.

This tab’s Deposit Group Details grid will display a deposit group for each
type of transaction for which an amount was entered in the General tab.
These default groups can be modified to reflect how transactions were
deposited in the bank and how they will be seen in the reconciliation batch.

The default deposit groups displayed on this tab are automatically created
by the system when values are entered and saved in the Deposit Totals
section of the General tab. If values are entered for every deposit type, the
system will create a group for each transaction type. Cash and checks will be
combined into one group. The default groups can be modified to reflect
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how transactions were deposited in the bank so that they match the
reconciliation batch. Information for each transaction includes Group #,
Count, Deposit/Wire Information, Deposit Date, Amount, Description, and
Department. By default, groups are numbered starting at #999 for the Cash
and Check group, 1000 for Charge, 1001 for Wire Transfer/ACH/EFT, and
1002 for Other.

“» new world  NewWorldGity 00080
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Clicking the Group Details button at the bottom of the Transaction Details
tab opens the Deposit Transaction details grid (see below). This grid lists all
of the transactions associated with the selected receipt deposit batch
grouped by transaction type. Deposit groups and subgroups can be created
and managed here. Deposit subgroups allow transactions of the same type
to be split in the case that more than one deposit entry will be made for a
given deposit type. Splitting them into subgroups will allow them to appear
as separate deposits on the reconciliation statement so that it matches the
bank statement. For example: charge amounts can be split this way if
different types of credit cards need to be broken up differently on the
statement.

To edit the deposit group number for a transaction type, click the Group
Details button. A pop-up window will open. Click the transaction type’s
editable Group # field and type the appropriate number there. Do this for
every transaction type you would like grouped together, giving them all the
same number.
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On the General tab, after the total cash and check amounts have been
entered, click Save. The user will then want to return to the Receipt Deposit
Batch List using the breadcrumb in the upper left hand corner of the screen.

Deposit Batches can be merged if desired by clicking on the Merge button
at the bottom of the Deposit Receipt Batch list screen. This is used mainly to
merge multiple Deposit Batches for the same bank by deposit day.

To process that day’s deposit, click on the Validate, Approve, and Post
workflow icons to finalize the deposit for the day. That day’s deposit will
then be reflected in that month’s bank reconciliation.

Returned Checks

The returned check portion of Bank Reconciliation is for processing NSFs or
checks taken in on deposits that have bounced.

Bank Reconciliation Processing newworldsystems.com
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myFaveries | Financiol Mansgement | Human Rescurces | Utility Management | Community Developmant | Maintenance

Returned Check List

DA% % | @ Retumed Check List

Vohdated | Bank | Baik Accoimt | Retumed Date | Rewrned Reason | Payer Nome | Chack Mumber | Chieck Amouni

Thars are no BarE 10 Show In This Wew

T T T
Financial Management > Bank Reconciliation > Returned Checks

To create a returned check batch, click the New button on the Returned
Check List page. This will take the user to the returned check entry screen.
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myf avorites | Financial Management | Humaa Rescurces | Uility Masagemani | Communaty Development | Maintenance

Buhannd Chec

List
Returned Check - Receipt

Bank Account vl PayerName
ReumegDate 06222012 3 Chack Amount
CADate 0022012 79 Check Nusmber
Fisturn Reason - Receipt Humber
oty Liser =
save | soveriow ] isinie W iteser |

When creating a returned check batch, there are three options for how a
returned check can be processed. These options show as the green, yellow,
and red button on the upper left hand corner of the screen.

Receipt ]

This option will automatically pull a currently posted receipt from the
system, mark the receipt as returned, and adjusting journal entries from the
deposit automatically. Please note that this option cannot be used with
Deposit Receipt Batches in Revenue Collections unless a user wishes to
reverse all receipts within that deposit batch for the day.
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myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance 89
Returned Check List
Returned Check - Receipt

Bank Account |Accounts Payable - Comerica Bank - Accalv| Payer Name.
Retumed Date 0612212012 =) CheckAmount
GLDae 06222012 Check Number
Retun Reason  NSF - Non Sufficient Funds - Receipt Number 2012-00000017
Notify User | [v]

Receipt Summary
Received From  John Wayne
Receipt Amount  $666.00
Receipt Date  6/22/2012
Batch  2012-00000012
Cashier nws
Collection Station  Clerk01
Receipt Narrative

|Payment Code tion Narrative Detail | GILDist. | SubLedger Amoun{
Lidrary Fines 66600

All fields on the right side of the screen must be entered for the returned
check. However, the Receipt Number field is the criteria that will pull the
posted receipt from the system. The G/L Distribution button can be clicked
to review the journal that will generate when this returned check is posted.
To apply, click on the box to the left of the receipt and then click the Save
button.

No Receipt g

This option can be used to record a returned check to Bank Reconciliation
without pulling a previous receipt. This is typically used with a receipt that
has been taken in through a third party payment, or a deposit receipt batch.

i‘j’l‘f-’d 44:1.!4;::_:.'&:‘\ . \\ ‘ New World City 0006

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance @ (0) .E' (489)

Returned Check List
Returned Check - No Receipt

Bank Account |Accounts Payable - Comerica Bank - Accolv | Payer Name  bob wayne
RetumedDate 727017 [ CheckAmount  $50.00
cLpate ©222012 CheckNumber 333
Refum Reason  NSF -Non Sufficient Funds -
MNotify User | |vl

oo Losorcton ] osee R e

100 i 0612212012 50.00 55000 -550.00 0 &
101 General Fund 06/22/2012$50.00 50.00 550.00

GIL Account Due To Due From

100-004.000 - Petty Cash 550.00

101.000-444 000 - Tax-Prop Adj $50.00 @
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With this option, the adjusting journal must be manually entered to net out
the original posted receipt. After this returned check has been entered, click
the Save button.

Permit Payment ]

This option will only be available if the Community Development module is
being used and receipt payments are taken in through it.

Bank Account- Enter the bank account where the receipt was applied for the
bounced check payment.

Returned Date- This will be the date when the check shows as returned and
also the date which the cash is reduced out of Bank Reconciliation.

G/L Date- This will be the date when the returned check journal adjustments
hit the General Ledger.

Return Reason- This field is required. It describes the reason why the check
was returned and pulls from validation set #261.

Notify User-This option allows a notification to be sent to a user in Logos
with check detail so proper NSF billing to the payee can be applied if
necessary.

Payer Name- Enter the name of the payer in this field.
Check Amount- Enter the amount of the check in this field.
Check Number- Enter the check number in this field.

Receipt Number- Enter in the receipt number. This is the field which pulls the
posted receipt into the screen when using receipt and permit Payment
Options.

When all returned receipts have been entered, click the Save button, then
return to the Returned check list by clicking on the returned check list
breadcrumb in the upper left hand corner of the screen.
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To process the returned check batch, click on the Validate, Approve, and
Post workflow buttons.

The returned checks will then be applied to the Bank Reconciliation for the
month.

Bank Account Journals

The Bank Account Journals portion of Bank Reconciliation is used for making
expense and revenue adjustments as well as recording internal and external
wire transfers and internal cash transfers. Bank Account journals are used
the same as regular General Ledger manual journals, except Bank Account
Journals will reflect in the Bank Reconciliation module as well as the General
Ledger. General Ledger Journals reflect only in the G/L due to the fact there
is not a bank account to attach them to.

myFavarites | Minancial Management | Human Resources | Utiity Management | Community Develapment | Mainienance

Bank Account Journal List
DA b W| @ Bank Account Journal List

BT | e | B o | |nch s |

There are na |I|| s In show in this viow

O3 £ O
Financial Management > Bank Reconciliation > Bank Account Journals

All current bank journals not yet posted will show in this list. To create a
new journal, click the New button.

hq[*’[;‘?"m ot tb"\ \\\ New World Gity i

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance @ () |E| (512)

Bank Account Journal List

Bank Account Journal

9% DBDD| L S ceneral
i Defauits
Depatment 04101 -Finance Department Accounting - GLDate 07022012 EF
Fiscal Year 2012 x: Source

Reference b

Description  TestBank Journal

Retain Entries ||
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Department — Select the functional department creating the journal.
Fiscal Year — Input the fiscal year the journal is supposed to hit.

G/L Date - The date this journal shows in the General Ledger and the month
the adjustment shows up in when reconciling the bank account.

Source - This field is optional and is an informational field that can be
searched on in Journal inquiries.

Reference — This is also an optional field and is populated by validation set
#356.

Description - Enter a description for your journal. This will be the description
that shows in the Journal List.

Retain Entries — Currently this check box has no function.

Once the Bank Account Journal header has been filled out, click the Save
button and Logos will take you directly to the input screen.

myFavories | Financisl Management | Human Resources | Utiiity Mamagement | Community Development | Maimtenance

s T T ;
'ﬁf-’@f-’ﬂ st \\ New World City
|3 i

Bank / Emrnal

1D 9 D DB| S & Expense Entry
E GIL Date OTOXH2012 j

Descripion  TesBank Journal

Amount 5500.00
Bank Accound | Accounts Payatie - Comerica Bank - Accounts Fayi v |

[ sove | soretiow [ paisn [ Reset I oue Tom o

There are five different types of Bank Account Journals to choose from. They
are selected by clicking the buttons on the upper left hand side of the
screen.

Revenue and Expense Adjustments

Both Expense and Revenue entries utilize the same format for entering in
these types of journals.
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Expense Entry — Click on this button if an expense adjustment is to be made
to the Bank Reconciliation. A common example would be a bank fee for the
month.

Revenue Entry - Click on this button if a revenue adjustment is to be made
to the Bank Reconciliation.

BT 0000

New World City

urces | Utility Management | Community Development | Maintenance

Bank Account Journal List
Bank Account Journal

D9 Y BB B| S & Revenue Entry

oLpate 07022012

Source

Description  Test Bank Journal

Amount $500.00

Bank Account |Accounts Payable - Comerica Bank - Accounts Payiv|

oo ] sovion Y oose Porase L e e ron—

This portion of the journal is what pulls and transfers into your Bank
Reconciliation Statement.

G/L Date - This date will default and pull from the G/L date that was input on
the journal header. This can also be modified to a different date per journal
line if needed.

Source- Content defaults from your Journal Header.

Description- This will also default from the description input on your journal
header, but can be changed line by line.

Amount- Input the amount of your adjustment. Please note revenue
adjustments do not need to have a negative sign or credit sign input when
entering the number. Since a revenue adjustment is being made, Logos
automatically knows the number is a credit.

Bank Account- Select the Bank Account the user wishes the adjustment to
hit.

Once the journal information is entered, the journal lines that will hit the
General Ledger need to be entered next.
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Bank Account Journal List
Bank Account Journal

%8 @@l@ &) Expense Entry

GLpae 0700212012 G

Source

Description  Test Bank Journal

Amaount $500.00

Bank Account | Accounts Payable - Comerica Bank - Accounts Payiv|

| Fund Summary 3

»

Fund Description GIL Date Total Debits Total Credits Net Difference Count
101 General Fund 071022012 $500.00 $0.00 $500.00 1
100 Treasury Fund 07/02/2012  $0.00 $500.00 -$500.00

GIL Account Cregit | Due To Due From
Project / Project Revenue Operating Transfer

101.000-708.1000 - Tool Expense $500.00

m

100-004.000 - Petty Cash $500.00 @

Wire Transfer In and Out Adjustments

Wire Transfer In and Out adjustments can reflect EFT and ACH transfers
whether they are wired out, or being wired in. These adjustments are
categorized separately from regular Accounts Payable and Revenue
transactions on the Bank Reconciliation statement. These adjustments also
have one additional element in comparison to revenue and expense
adjustments when entering the transaction in the form of an “Originator”
field. This adds the additional inquiry element of seeing where the wire
came from or went to.

Wire Transfer In Entry — Click on this button if wire transfers of ACH’s in are
input through an adjustment. Please take note that wire transfers in can
also be reflected through a Revenue Collections payment code depending
on the municipality’s process.

Wire Transfer Out Entry - Click on this button if wire transfers or EFTs out are
input through an adjustment. Please take note that wire transfers out can
also be reflected through a confirming EFT invoice type in accounts payable
depending on the municipality’s process.
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vE%a |}ﬂ|§6 &b Wire Transfer In Entry

chpae 07022012 29

Source
Duosciglion  Test Bank Journal
Amatnt 360400

Bank Account  Accounts Payable - Comerica Bank - Accounts Payi~
Criginalor ”?E ‘ UNSIII-IFR‘% l—Nl—H‘ l’ K'\I!hﬂlnqr Y
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As with the revenue and expense adjustments, the Wire Transfer In entry
requires that the General Ledger journal lines be entered. Once the above
portion of the journal is completed, click the Save button and the journal
lines will appear to enter the debit and credit for this transaction.

h" ".cr.u wic!,f_,bwﬂb\ ‘\ New World City Q000

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance @ ()] @ (512)
Bank Account Journal List
Bank Account Journal

9% @) @@l@ @ Wire Transfer In Entry

GlLDate 07022012

Source

Description  TestBank Journal

Amount $300.00
BankAccount Accounts Payable - Comerica Bank - Accounts Payi,|
Originator 274 - CONSUMERS ENERGY Kaul Change vl
| runu sumimary 2 | =
Fund Description G/L Date Total Debits Total Credits Net Difference Coum E
101 General Fund 07/02/2012  $300.00 $300.00 $0.00
GIL Account Credit Due To Due From
Project / Project Revenue Operating Transfer =
101-001.110 - Cash P/R CB#2049-29001-4 $300.00
101.000-511.000 - License - Animal $300.00 od
~ B3 =) -

Wire Transfer Internal Entry — Click this button if cash is to be transferred
internally from one bank account to another. This type of adjustment has a
different format than the other adjustment types.

S AR il
hqf:!%?}fw‘::.’;xﬁ'swm\ New World City 00006

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance @ () 'EI (512)

Bank Account Joumal 2012-00000101 @ Prev @ Nex

bYA= @@LA & Wire Transfer Internal Entry
GlLDste 07022012 CF Source
Description  TestBank Journal Create Electronic Fund Transfer ||
Amount $800.00
From Bank Account To Bank Account
Bank Account Accounts Payable - Comerica Bank - Accounts Payiw| BankAccount |Investment - Investment Account vl
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G/L Date - This will be the date the adjustment hits the G/L and the Bank
Reconciliation.

Description — Type in a description for the journal.
Amount - Type in the amount of cash to be transferred.

Source - This is an optional field often used to designate which user entered
the source or the reason for the transfer.

Create Electronic Fund Transfer — This button can be selected if the
municipality wishes a .csv file to be created which can be uploaded to the
municipality’s bank to authorize transfer of funds from one bank account to
another.

From Bank Account — The bank the funds are leaving.
To Bank Account — The bank the funds are entering.

Once the bank reconciliation information has been added, click the Save
button. This will open the journal entry screen where the G/L journal lines
are entered to match your adjusting Bank Reconciliation entry with the
General Ledger.

There are two tabs to enter the General Ledger information:

=  From Bank Account
= To BankAccount

Ba d To Bank Accountv
Fund Description GIL Date Total Debits Total Credits Net Difference Count
10m General Fund 07/03/2012  $800.00 $800.00 $0.00

GIL Account Credit | Due To Due From
Project / Project Revenue Operating Transfer

101.000-001.110 - Cash P/R CB#2049-29001-4 $800.00

~ [ E‘ 2
8= & =

From Bank Account is used to enter a one sided credit to the cash account
the funds are being transferred from. The To Bank Account tab is also used
to enter a one sided entry debit to the account the funds are being
transferred to. The summary bar above the journal lines shows a fund by
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fund summary of total debits and credits and also shows whether the
journal is in balance by fund.

When the Wire Transfer Internal Entry is completed, click the Save button
again. At this point the Journal is ready to be validated, approved, and
posted.

To post a Bank Account Journal, click the breadcrumb link in the upper left
hand corner of the screen to return to the Bank Account Journal.

Ve L“'M.u._.,.r 'am::‘\ - S !
hi s New World City

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance
Bank Account Journal List
Bank Account Journal

bAENE] @|@ & Wire Transfer Internal Entry

GlLDate 07032012  FH Source
Description  Test Journal Create Electronic Fund Transfer ||
Amount 5800.00
From Bank Account To Bank Account
Bank Account | Accounts Payable - Comerica Bank - Accounts Payiv| Bank Account Investment - Investment Account [v

This will take the user to their list where the Validate, Edit Listing, Approve,
Create ACH Transmittal File, Post, and Execute All workflow icons will be
available.

Bank Account Journal List

945 LD @l @) Bank Account Journal List

Validate- This will review the journal to make sure there are no errors.

Print Edit & Error Listing- This is an optional button that can be used to print a
listing or report of the adjustment journals. Note that a Post listing report
will auto-generate upon posting the selected journals.

Approve- This will allow for an approver to review and approve the journal
so it can be posted.
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Create ACH Transmittal File- This is an optional icon.

Post- This will post the Bank Account Journal to the General Ledger and to
the Bank Reconciliation module.

Execute All- This will validate, print an edit listing, approve, and post selected
journals all at once. This button is a shortcut if a user wants to mass approve
and post multiple bank account journals without going through each step
individually.

Bank Reconciliation Processing newworldsystems.com

File: Bank Reconciliation Processing.doc Last Saved: 5/25/18 | 8:52 AM
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RECONCILE BANK ACCOUNTS

Once the Bank Reconciliation pre-work has been completed, it is time to
process Bank Reconciliation.

L r W T ST T [
hg }.r;v;wkf,u);hwm_\_ sk \ New World City Q000
¥
D498 Lis
Validaled | Bank =| pecount =| Priod | Bescription | Ending Batance
Thi are no fems 4o Show in this vew

Financial Management > Bank Reconciliation > Reconcile Bank Accounts

All bank accounts in Logos will need to be reconciled separately. Whether
reconciliation is done daily, weekly, or monthly, each bank account must be
started in this list. Multiple Bank Reconciliation batches can be created for
the same bank account to facilitate daily deposit reconciliation if desired.

To begin a Bank Reconciliation, click the New button.

TN e 0006

mytavorites | Fmancial Mankgement | Human Resources | Uity Management | Commundy Development | Mantenance @ (0 IE? &30

Recondbe Bank Account List
Reconcile Bank Account Ganeral

7] a&@ﬂ@@l@@@ﬁenera!

Bank Account | “
Inimal Reconciltation Diate
Inital Balance
Enfing Dralie
Ending Balance:
Diaacription

sove | paisis [ React |

Bank Account- Select the bank account that will be reconciled.

Initial Reconciliation Date- This will be the first day of the reconciling month.
This field will only be used the first time a bank reconciliation month is
started on this bank account. After the initial month’s reconciliation, the
ending date will become the initial Reconciliation Date automatically for the
next reconciliation.
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Initial Balance- Enter in the initial starting balance of the bank account.
Please note this field will only be used the first time reconciliation is started
for this bank account. Going forward, the ending balance will automatically
become the next reconciliation’s beginning balance.

Ending Date- This will be the ending date of the bank account’s
reconciliation and is most often the last day of the month.

Ending Balance - Enter an estimated ending balance. The system will
automatically calculate the ending balance once Bank Reconciliation
processing has been completed. The estimated balance will then be
overwritten by the system’s calculated ending balance.

Description- This will be the description to identify your bank reconciliation
in the bank reconciliation list. Most often the bank name and month are
used.

Once the initial information has been entered for the bank account, click the
Save button and the Bank Reconciliation processing screen will be
displayed.

JJQ;:'-'}%..\_ : \\ New World City 0006

| Hinanclal Management | Human Resources | Uity Management | Community Development | Mamtenance @ o @ 0

R

ount General

7 a&@ﬁ@@lﬂ!&ﬂﬁeneml

Blank Account
EnangDate  U7ROR0T2 e |
Ending Balancs £1,000,000.00

Bank ACCOURT ACThiTY

Beginning Dalance  §4,606,732.47
Date Degosits Chacks EFTs Returned Checks  Wire Tramster in \Wire Transfer Out Adjustments Datance

Thare are no items 10 show in this view.

The buttons at the top of the screen correspond to the Bank Reconciliation
steps that were completed as part of the pre-work.

Payment Reconciliation (- Cash Balance)
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Click this button to display all payments that were marked as cleared when
the Payment Reconciliation Batch was processed earlier in step one.

€ e NN LAY 0000

ontes | Financial Management | Human Hesources | Utity Management | Community Development | Mainlenance @ i {EI (538)
K

LECONCil List
Reconclle Bank Account Payments ® Frev @ nan

b 96D ©|DD B rayment Reconciliation

Bank Accound  Comerica Bank - Accounts Payabie Chocks 0 $0.00

Ending Date 0773012012 EFTs 0 $0.00

Reconciled Dale 077302072 75 Tipe  Checks ~ (B
[ s ST Lo | Py SN I
[7] Chock 101360 DAMOZA10 Accounts Pagable  Office Dupot £1,300.00
7] Check 101370 parE1 Accownts Fayable  Staples S100.00
] Check 101373 0432011 Accounts Payable  Universay of Michigan $40,000,00
| Chock 101374 qor2m2011 Accounts Pagable  Binstockes, Amy E £1,000,00
7] Check 101375 paEie1l Accounts Payable  1stof America 535884
7] Check 101378 01312011 Actounts Payatle  abc company $60.00
| Chock 101377 it Accounts Pagable  Apple Gonshucion £3,000.00
[ saiesn_

Select the check box next to each payment that has cleared for the
reconciliation month. To select all payments, select the top check box in the
upper left hand corner. The summary box also displays the number of
payments selected for clearing and the total dollar amount for both checks
and EFTs.

The Reconciled Date field will automatically default all payments reconciled
as the default date for those payments selected. Please note that if the Bank
Reconciliation import interface file is used, the reconciled date will default to
the date coded on the import file from the bank if that information is coded
in the file.

The Type drop-down field will toggle between Checks and EFTs that will
display on the screen to be selected as clearing the bank account for the
month.

Payments can be inquired on from the available payments to be cleared
screen by clicking on the check number.
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tes | Financiol Management | Hurman Resources | Utility Mjf;

| Payment Transaction Ingquiry

Reco Banl
Reconclie Ban Fayment Information
= = Rank Nescription  Comurica
e &1 S @ @)l laj (7] #) Payment Reconciliati Bank Account Description  Comenca Bank - Accounts Payabie
Source  Accounts Payatile
Bank Account  Comenca Bank - Accounts Fayatie Chetks 0 $0.00 CurrentStatus  Reconciled
EndngDale 070012 EFT: 0 Snan Chock Number 101370
Reconciled Dale D300tz 29 Tipe  Checks v (B Amiount  $100.00
- - Paymand Dl 08102010
]| Himer | late | sores | Payoe i Jale  UTZSGIOOH
71 Check 101368 00102010 Accounts Payaole  Ofice Roconciled Amound  $100.00
| Checx 101370 0a02010 Accounts Payable  Staples Fayes  Staples
| Chock 104373 aananont Accounls Pagabla . Uniiversl Remiftince Adtinss 288 Main Stioel
TROY, Wi 45084
Check 101374 1vpeman1 Acoounls Pagable  Binsiod)
| Check 101375 gimaen1 Accaunts Pagable  1starAl) Faman; Mas s = E
= e 101378 g0 AR Faying Fund |casn account | Aervoant ¥
- Gal 101001 - h 3125-05004- 1 ]
= enex 01377 grzvE01Y Pavable” Apglady]"01-enera Fune 1-001.210 - Cash AP CO#I185-05004-0 $100.0
|#] Dptions 1Rows
o o :
Vendor Name Inwoice Number ilnvou Date Net vosce Amount
- fstaples 12340081 0B10:2010 $100.00 =
hatp://172.16.196 36,1 g

This enables users to inquire on the invoice or invoices that created this
payment as well as inquire upon the Purchase Orders that created the
invoices. To inquire on the invoice or invoices paid on this check, click on
the Invoice Number hyperlink. This will open the Accounts Payable Invoice
Inquiry screen where all aspects of the invoice can be reviewed.

Accounts Payable Invoice Inquiry

| Invoice 12340981

Invoice Batch

Payment Information

Imy

Batch Department
Batch Date

Batch Number
Batch Description

04 - Finance Department
081012010
2010-00000051

Bank Account

Payment Type
Payment Mumber
Payment Date
Manual Check
Check Sort Code
Check Code

Comerica Bank - Accounts
Payable

Check
101370
081012010

Remittance Information

Created by User Gary Zepke
Invoice
Status  Paid
Invoice Department 04 - Finance Department
Invoice Mumber 12340981
Invoice Description  Supplies
Invoice Date  08M0/2010
Due Date  08M0/2010
G/L Date 08MO2010

Raraivad Mata

WVendor
Contact Name
Description
Address

Email Address

1018 - Staples
James Smith

8888 Main Street
TROY, MI 48084
BobAnybody@newworldsystems.com

When returned to the main Payment Reconciliation screen, clicking the
magnifying glass icon next to the Type field will give the user the option to
display payments with different statuses or check number ranges.
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Reconcile Bank Account List

Reconcile Bank Account Payments

E) B % @ ﬁ @ @| @| @) @ @ Payment Reconciliation

Bank Account Operating Fund - New Checks 1 $45441.00
Ending Date ~ 04/3012013 EFTs 0 $0.00

Reconciled Date  04/3012013 5 Type Checks -~

Mumber ~ |Date Payee Name Amouni Reconciled Amouni

The Search Payment Reconciliation pop-up will be displayed.

| Payment Reconciliation

Payee Type hd

From Check Mumber

Through Check Mumber
Through Date  07/30/2012 ]
| Reconciliation Status ~ Reconciled -

[ox canca.)

In the Reconciliation Status drop-down, selecting Reconciled will display
payments that have already been reconciled. Selecting Not Reconciled -
Displays payments that have yet to be reconciled.

Deposits (+ Cash Balance)

As deposits are processed in the Bank Deposit Receipts pre-work, those
deposits will then show on the Deposits workflow tab in the month’s Bank
Reconciliation. Users can update this portion of their Bank Reconciliation
daily, weekly, or monthly depending on how accurate a user would like to
keep the cash balances in the system.
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"5:' new world New Warld Gy

T avites | | L ] Lty b I ¥ |

LB S8 | D veposis

....... | Accounts Paysbie Fund Depouts 0 $0.00
Eschog Date  Q0/3L2017

Click on the check box(es) to select the deposit(s) for the current month’s
reconciliation. This will then add these deposits to the cash balance for the
bank account for this month. The summary section at the top of the grid
shows the total amount of the deposits selected.

All transaction amounts can be viewed in the Deposit Transaction inquiry

pop-up window, accessed by clicking the batch hyperlink in the Description
field.

Depasit Transaction knquiry

e Vvl 10000000
Amoure 118
Deccet Dwe SLPNI0NT

st Tt Collentian Dot Group nformason
Duricson Tawe hasch

700000434 1R« Frarsn Fraras aavEr 1 use oo e uss wE ]

The Deposit Transaction Inquiry window contains information about the
selected deposit batch. It includes information about the Deposit Group,
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originating Revenue Collection Batch(es), payment types, and fund-cash
information.

Returned Checks (- Cash Balance)

The returned checks, or NSF’s that were processed as part of the Bank
Reconciliation pre-work will appear in the Returned Checks portion of the
bank reconciliation as soon as the Returned Checks button is clicked.

X *@.‘D*“}fad{;ﬁm:m\‘\ New World City

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

e Bank Account List

econcile Bank Account Returned Checks

E) 5 % 8 ﬁ @ @l @) @J @ Returned Checks

Bank Account Comerica Bank - Accounts Payable Returned Checks 0 $0.00
Ending Date 0713012012
[] |pate +| payer | Number Amounf
[7] osr1/2010 Anderson 400 $400.00
[] 08M1/2010 anderson 300 $300.00
[7] 08M1/2010 Anderson I $300.00
] 08M2i2010 anderson 334455 $400.00

Select the check box to the left of the returned checks that need to be
applied to this month’s bank reconciliation. There is also a total field at the
top of the screen that will show the total number and amount of returned
checks that will be deducted from the month'’s cash balance.

Wire Transfer In (+ Cash Balance)

'-;i-. world New World City O_ooeﬁ
o B T PV Py PR p— Gurvigmsnt | bt Ha:pa=m

Lol él 2 B Wire Transler In

L L. s ® At

All Wire In bank journals that were processed earlier will appear when the
Wire Transfer In button is clicked. To apply the wire in to the current
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month’s bank reconciliation, select the box to the left of the transaction.
This will apply the wire to this month’s Bank Reconciliation.

@ new world ERP -- Webpage Dialog X

@ http://172.16.170.198/Logos/LogosSuite/Cor

Reconciled Amount

Bank | Accounts Payable Fund
Amount $100.00

Reconciled Date 03/18/2017 4:00 4]
Reconciled Amount 1m.ﬁd b4

Coove [ caner

If the Reconciled date or amount need to be changed, click on the hyperlink
in the Reconciled Amount field to open the Reconciled Amount pop-up
window. Make any changes needed and click Save.

Wire Transfer Out (- Cash Balance)

All Wire Transfers Out will appear when the Wire Transfer Out button is
clicked. To select the wires out that will be applied to the month’s bank
reconciliation, select the box to the left of the transaction. At the top of the
screen there is also a field that will total the amount of Wire Out transactions

that have been selected.
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New World City
myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance
Reconcile Bank Account List
Reconcile Bank Account Wire Transfer Out

E) @% @@ @ @l @) @@Wire Transfer Out

Bank Account Comerica Bank - Accounts Payable Wire Transfer Out 0 $0.00
Ending Date  07/30/2012
[] | pate - | Description | Ammm1
[ 07M12042 wire out $300.00

Adjustments (+ or — Cash Balance)

Expense or revenue adjustments done in the Bank Account Journal pre-
work will appear when the Adjustments button is clicked. Expense
Adjustments will automatically reduce the cash balance for the month while
Revenue Adjustments will automatically increase the cash balance for the

month.
\ R e LT TR 11, RO
’?M e JM}M\-”""")\ New World City

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Reconcile Bank Account | ist

Reconcile Bank Account Adjustments

E) @%@@ @ @l| @) @@Adjustments

Bank Account  Comerica Bank - Accounts Payable Adjustment 1 ($700.00)
Ending Date  07/30/2012
|Date | Description | Amoun
0712012 expense adjustment (5700.00)

To select the adjustment to increase or decrease the current month’s cash
balance, select the box to the left of the transaction. There is also an
Adjustment field that will net out the total of all adjustments to be applied
to the month.
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BN TR 0000

s | Financial Mamagement | Human Resources | Utiity Management | Community Development | Maintenance

Reconclle Bank Account General

7] a&&ﬁ@@l&@ﬂseneml

Eank Aceount
Enangoae 7902012 T
Ending Balance $1,000,000/00

duty

Bank Account ACtivity

Beginning Balance  $1.828,732.57

Date Deposits Checks EFTs Retwmed Chacks  Wire Transfer in Wire Transfer Out Adjustments Mncq'
12202008 280424 5000 5000 .00 5000 000 00 ll.ﬂ?.i!?z!E
021142007 £5195.00 $0.00 000 £0.00 £0.00 50.00 £0.00 $1,802 712 23]
202007 §37 788 62 3000 5000 $0.00 3000 50.00 $0.00 31,820,020 85|
& tzo0r 525,000 00 s0.00 50,00 s0.00 s0.00 50,00 5000 am:ﬂa'.loah!
0722008 .00 $1.480.00 .00 $0.00 $0.00 .00 $0.00 5154358085 |
0012000 £20.000.00 0,00 000 £0.00 s000 .00 000
OEZ000 $50,000 00 s0.00 $0.00 5000 s0.00 50,00 5000 L
1002000 £59.300.00 5000 000 50,00 s000 00 50,00 52072880 85|
08112010 $0.00 $0.00 oo $400.00 $0.00 s0.00 $0.00 $2.072.450085
0THA2012 00 F0.00 00 H0.00 20000 5300.00 “ST00.00 $2.071,660.85(
Ending Balence: $107.507.80 $1.460.00 $0.00 $400.00 $200.00 $300.00 -$700.00 !MH.m.l_‘-j
| e |

Attaching Documents

Documents such as bank reports or other scanned files can be attached to
the Reconciliation Batch. To attach a scanned document to the batch, click
on the Documents workflow icon.

Microsoft Word and Excel, PDF, images and other types of documents can
be attached as references. To attach a document, click the documenticon in
the grid and the following screen will appear:

) Logos NET -~ Webpage Diskg ]
Documents - 710.000 Education Premium
Stats  Description File Type Created By  Date Created Changed By  Date Changed Checked Out By  Date Checked Out 1

The Document pop-up screen.

To add a new document, click the New button.

In the Upload Document pop-up screen, select the file type from the File
Type drop-down menu. The most common files types are .doc for Microsoft
Word documents, .xIs for Microsoft Excel, and .pdf for Adobe documents.
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Type afile description under the Description field. This description will be
the document’s name in Logos but does not have to be the same as the file
name of the document that is being uploaded. Finally, under the File drop-
down menu, click Browse and select the file then click OK to attach.

Upload document

File Type XI5 - Excel v
Description  Paper spending

El-BEkiop\Paper Projection. xisxilE Gl ==

@ _ Cancel

Attaching a New document.

Once the document is attached, it should be Checked In to upload the
document to the server to make it available to other users. With the
document highlighted, click on the Check-In button then click the OK
button on the screen prompt to complete the process.

Once completed, close out of the document pop-up by clicking on the red X
on the top right corner of the pop-up.

The attached document will now appear in the document menu. Click View
to open the document and the system will prompt for opening the actual
document.
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Documents - 728.000 Office Supplies

Status Description File Type Created By Date Created Changed By Date Changed
Paper spending xls nws 4/9/2012 4:17:08 PM nws 4/9/2012 4:17:25 PM
( File Download u‘
Do you want to open or save this file?
% Name: 45X00G73 xls
Exl Type: Microsoft Excel 97-2003 Waorksheet

From: localhost

Cpen ][ Save ][ Cancel ]

@ @ @ I l-’ While files from the Intemet can be useful. some files can potentially I
e — harm your computer. f you do not trust the source. do not open or

save this file. What's the risk?

Remote Documents

Remote documents can be used in place of uploaded ocuments when a web
based document imaging system is in place. To add a remote document,
click on the Remote Document Icon, then click the New button.

£ Logos.NET - Webpage Dialog |t
Remote Document

>

Description |

URL

o [omea ]

m

<

Adding a Remote Document

I 1

Enter a name for the document in the Description field along with the URL of
the file on the document server and click OK.

Adding Notes

Notes can also be added to your reconciliation batch. To add a new Note,

click on the “+ Add” icon. A pop-up will appear that will reflect any notes
that have been added.
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New Note

Subject Available Users: Selected Users:

Check Reconciled? Adam Johnson =« ADepartment User
Message Andrew Renz

Has Payment# 101368 been reconciled? - Charles W. Hallick
Community Dev

Demaoi

Demo10 >
Demo2 ~
Demo3 »)
Demod

Demuo5 _{J
Demob

Demo7 @
Demod

Demod

DericJones

esuite

- Tan | imitnd L lear

Activity Date (Optional

m =

Notes can be sent to a User's homepage, or just added for tracking at a later
date on reconciliation inquiries.

Subject line - Enter a title that broadly explains the content of the note.
Message — Enter in the body of the note.

Users - If you would like to forward the note to others, select the user(s) from
the select box on the right side of the screen. The users you select will then
receive the note in their “myNotifications” window on the Home Screen as

seen below.
' myNotifications New - <Source> ~  <Priority> ~  Received - % £3
New Source Priority Date Message Not...

«# MNotes 04/09/2012 We are anticipating an increase from the US Postal ser._. @

A Note notification on the Home Page
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BANK RECONCILIATION REPORTS AND
INQUIRIES

Payment Register

The Payment Register is the most frequently used report used for running
reports on the status of payments. This report can be utilized to run reports
on payments by a date range, by bank account, and by whether they have
been reconciled or not.

Load Saved Report - Distribution Group i -
Override Report Title ) Email Group 2
FromDate 07A32011 G G Cash GIL Account ~3
ToDate 07122012 Payee Type .
Date Type ~ Payment Date ¥ Check/EFT From Number
TiansactionType  Checks Check/ EFT To Number
Transaction Source S
Report Include
Reconciliation Status Detail Transactions [
Open Voided Cash GiL Distributions ||
Reconciled Stopped  Include - Print Cash GIL Account Distribution Report Exclude -
Available Bank Account(s): 10 Selected Bank Account(s): 0
Accounts Payable - Comerica Bank - Accounts Payable
AP Clearing - Accounts Payable Clearing _)J

Investment - Investment Account

Misc. Receipts - Comerica Bank - Misc. Revenues

MMA - Money Market Account )_))
Payroll - Comerica Bank - Payroll

PR Clearing - Payroll Clearing Account

PR EFT Clearing - Payroll EFT Clearing Account 9
Tax Receipts - Comerica Bank - Taxes

Water Receipts - Comerica Bank - Water

[print | _save J_savers J pelete
Financial Management > Reports > Bank Reconciliation > Payment Register

From-To Date - Enter the date range of the payments that should be
reported on

Date Type - This will define the above date range

Transaction Type — Include checks only, eft’s only, or both in the report

Reconciliation Status

Open - A posted payment that has not been reconciled

Reconciled - These payments have been reconciled
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Voided - This payment was voided

Check boxes are also available to include G/L Account information in the
report as well as transactional information such as check and invoice
numbers associated with the payment.

4 4 [t JoFt b B 100% = Fird | Next  [Selectaformat  [w] Bxport =
New World City
Payment Register
From Payment Date: 7/13/2011 - To Payment Date: 7/12/2012
Reconciled/ Transaction Reconciled
Number Date Status Void Reason Voided Date Source Payee Name Amount Amount Difference
Accounts Payable - Comerica Bank - Accounts Payable
Check
101388 02/0%2012 Open Accounts Payable Best Buy $1,799.99
101389 02/09/2012 Open Accounts Payable Office Depot $1,290.42
101390 06/08/2012 Open Accounts Payable Office Depot 525000
101391 06122012 Open Accounts Payable Miler's Office Supptly, $45,000.00
101392 081272012 Open Accounts Payable Paint "N’ Stuff, Inc. $30.00
101393 0641312012 Open Accounts Payable United Way $37,500.00
101394 0641312012 Open Accounts Payable United Way $443,750.00
101395 0641312012 Open Accounts Payable United Way 51,800.00
101396 0641312012 Open Accounts Payable United Way 520000
101397 0611312012 Open Accounts Payable United Way 53,600.00
101398 061182012 Open Accounts Payable Morten Salt 340.00
Type Check Totals: 11 Transactions £535,260.41
Accounts Payable - Comerica Bank - Accounts Payable Totals
Checks Status Count Transaction Amount Reconciled Amount
Open " $535,260 41 30.00
Stopped ] $0.00 30.00
Total " $535,260 41 30.00
Al Status. Count Transaction Amount Reconciled Amount
Open " $535,260.41 0.00
Stopped ] S0.00 30.00
Total " $535,260.41 0.00
Grand Totals:
Checks Status Count T ion Amount iled Amount
Open 1 $535,260.41 $0.00
Stopped o $0.00 $0.00
Total 1 $535,260.41 $0.00
T

The report will list out all payments along with their numbers, dates, status
of the payment, as well as payee and transaction amounts.

Bank Account Activity Report

The Bank Account Activity Report is used to show a summary or detailed
view of transactions for a selected bank account.

'-gs-. new world [p——— 00020
i | il et i s | ity Mot ity et | Mo Fiop=m
g [ = L — - |
Drmade et T i e — =
fomtae  mavae  DRE Tiarviation Types
Dae  d0 v o ety
— e o 2
r—_rTy
Riuptadig o
——— 2
— 2

4 (8 (% (»

[reme oo § o s e ounes |
Bank Reconciliation Processing newworldsystems.com

File: Bank Reconciliation Processing.doc Last Saved: 5/25/18 | 8:52 AM




BANK RECONCILIATION PROCESSING

Set a date range and choose reconciled, unreconciled, or both from the
Status dropdown menu. Transaction types can be selected or unselected
under the Transaction Types section to limit the report output. At least one
must be chosen. Select one or more of the Available Bank Accounts and use
the arrows to move it/them to the Selected Bank Account(s) box. Click Print.

New Warld Ciry
Bank Account Activity Report
Recoacded

From Duse: A3617007 . Te Dute: 0322017

Ftmgananca Bk | B Pt
Dupom:  Dele T wrend b Semsryir ] At
[ e Trarame AT ]
=R
[ ittt Pyt Bt ] S et At
una EFTbar Pyt Do Facancies Eourca Parsa s Amert
Babned Chsthy:  min P Chask Amacrt
==
W Traasters:  Fre o — [ [ At
==
Apasarerren. [ Daacrton, Amert

Bank Account Reconciliation Report

The Bank Account Reconciliation report is widely used to show a summary
or detailed view of all areas involved with Bank Reconciliation.

This report will show all balances and transactions, by date, for deposits,
cleared checks, wires in and out, and adjustments.

Hewe World Gty 0000

| Financial Management | Human Rescurces | Uity Management | Community Developmunt | Maintenancs @ o @ =00

Bank Account Reconclliation Report

Load Sawved Rupod ¥ Distriousion Group -3
Crveridde Report Tie Emai Group |

Fompua T0V2012 2 )
ToDale 07312012 =
Report Typs  Bummary -

Avnisble Dark Accourtfsk § Selacted flark Accourtisk |
AF Claafing - Accounls Fayabie Cleanng | Accourts Pagatie - Comenca Hank - Accounts Payatis
estment - bvestmin Account 20

Misc. Recelpts - Comenica Dank - Wisc. Revenues

M - Money Market Account

Payrall - Camanca Hank - Pagrall )_))
PR Cliating - Payroll Cleiring Accoun

PR EFT Clearing - Payroll EFT Cleaning Account

Tax Recelpts - Comerica Dank - Taxes S)
Water Receipts - Comerica Bank - Water

[ bont ) keset B save §savnca _J g |

Financial Management > Reports > Bank Reconciliation > Bank Account Reconciliation
Report
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The Report Type drop-down can be selected to show summary or detailed
transactional information and breaks down the transactions into their
separate areas such as deposits and checks.

New Warld City 00006

New World Clry
Bank Account Reconciliation Report

s Iank Actsunt Dewerpaas Hlank Seatemant s

Comesim Camenas Bant - Anocurm Fayatie Juty Camarioa Bank Asconailiation oTREN

e Amnt ate amaunt Dats amauss o amoum
122012008 80420 142007 £.186.00 03202007 ar2seda 0B2TI2007 28.000.90
|||||| 00 20,000 00 Az 0,000 00 Wz 0300 00

uuuuu

EFT Humser Amgant EFT Humber Amaunt EFT Humber Ampu EFT Numier Amaumi

30.00

Basirt Fhads

Bank Reconciliation Audit Report

Financial Management > Reports > Bank Reconciliation > Bank Reconciliation Audit
Report

The Bank Reconciliation Audit Report identifies transactions with
discrepancies between the date process and date reconciled. The report
output is based on user-selected report criteria including date range,
transaction types, report type, and bank accounts. The chosen report type
dictates the report’s output format. Depending on which type is chosen,
listings can be generated showing:

1. Transactions with different general ledger and reconciled dates

2. Transactions with different transaction and reconciled amounts

3. Transactions from G/L accounts that are not associated with a bank
account

4. Adjustment journal entry (non-reconcilable) transactions

If a zero balance account with no associated cash G/L account is selected,
the system will pull all of the transactions associated with the ZBA, look at
the G/L account associated with those transactions, and determine whether
or not the G/L account is a cash account. If the G/L account is a cash account,
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the system looks for the bank account associated with the cash G/L account
if it is the same as the main bank account with which the ZBA is associated.

Bank Account — General Ledger Cash Balance Report

Financial Management > Reports> Bank Reconciliation > Bank Account — General Ledger
Cash Balance Report

This report allows users to compare a bank account balance to its associated
general ledger cash account(s) and, in the case of a discrepancy between
them, display the transactions that account for the difference. The report
also displays the adjusted cash balance on the general ledger based on the
reconciliation status of the transactions.

Bank Account Inquiry

Financial Management > Inquiries > Bank Accounts

To see reconciliation information for a selected bank account, use the search
feature or select a bank account from the list on the left sidebar. The General
screen for the selected bank account will display basic information about
the account. Select the Reconciliation icon k2 to see detailed reconciliation
information.

The Reconciliation section shows information about the most recent
reconciliation period. The beginning balance and Ending Reconciled
Balance are displayed, as well as totals for each type of transaction and low,
high, and average daily balances. Select a different Period using the
dropdown menu on the right hand side.
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Bank Reconciliation Processing

Reconciliation «

Period
From Date  03/01/2017
To Date  03/30/2017

Reconciled Balances
Beginning $1.00
Deposits $200.00
Checks/EFTs $0.00
Returned Checks $0.00
Wire Transfer In $0.00
Wire Transfer Out $0.00
Adjustments $0.00

Ending $201.00

Low $101.00

High  $201.00

Average Daily Balance $10.41

(03/29/2017)
(03/20/2017)

Unreconciled Balances
Ending Reconciled Balance  $201.00
Deposits ~ $10.00
Checks/EFTs $0.00
Returned Checks $0.00
Wire Transfer In ~ $100.00
Wire Transfer Out £0.00
Adjustments $0.00
Ending $311.00
Cash Account Ending Balance $0.00
Difference  $311.00

The Reconciliation Transactions section shows reconciled and unreconciled
transactions broken down by category. In order to see details for a
transaction type, click the + next to the type. A detailed window will open
showing the date, deposit information, description, department, reference,
amount, and reconciled date for transactions in the account. Use the radio
buttons on the right hand side to choose from Reconciled and Unreconciled
deposits.

]
A= ——.
W Tombers Ot

newworldsystems.com
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APPENDIX A

Deposit Batches with Credit Card Payments

If a municipality accepts credit card payments, the time between when the
credit slips are applied to the deposit, and when that money is ACH'd into
the bank account often differs by a few days.

To accommodate this, manual confirming deposit batches are created.

When a deposit batch comes into the Receipt Deposit Batches screen, the
payments will often be checks, cash, and credit card payments.

e SN R 0000

iges | Imancial Managermes! | Human Resosices | Uiy Managensest | Community Developmes! | Maimlenance

hes General

L&Jld General

Genural
Depssitome 08032007 [

Depaatt Totsls Vertunce

Cagh Amount 400 00 Vanance Amsent

Chick Amourt 5100.00 Dait Accoent ~@&
Humber of Chscis. Creat Accoust I |

Since there is no Credit Card Payment field to enter the total amount of
credit payments, only put the Cash and check totals in the Check Amount
and Cash Amount fields. Do not include the credit card payment totals on
this screen. The user will get an expected warning that the total of the
transactions does not equal the amounts entered.

The user will then want to create a manual confirming deposit batch to
reflect the amount of the credit card payments.




BANK RECONCILIATION PROCESSING
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Deposit Date- This date can be set to today and posted, or changed to the
date when the ACH wire comes in and then changed, and posted
depending on the municipality’s processes.

Deposit Type- Confirming will be used for credit card payments. Confirming
will only hit the Bank Reconciliation sub-ledger and not the G/L.

Bank Account-Select the bank account the ACH wire will go into.

Wire Amount- Input the total amount of credit card payments for that day’s
receipts.

Click the Save button. Once clicked, a Wire Transactions button will appear
in the upper left hand corner.
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Click on the Wire Transactions button and the above screen will display.




BANK RECONCILIATION PROCESSING

To enter transactions, click on the Add Wire Transfer button. As many lines
as needed can be added.

Transfer Type - Options are credit card receipt, bank draft, or other type
receipt. Credit card payments can be entered in one by one here, orin
summary.

Transfer Amount — Enter in the amount of the credit card payment if
entering in detail, or the total of the payments if using one summary line.

When finished, click the OK button and the confirming batch will be saved.

The confirming batch will then be saved in the Deposit Receipt Batch list
until the user decides to post the batch for the day or the user can wait until
the funds come in and change the deposit date to the date the money is
received.

Once the deposit is posted, the confirming deposit will show as a “Wire
Transfer In” transaction on the Bank Reconciliation.
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This also helps differentiate Wire In deposits versus normal daily cash and
check transactions on the Bank Reconciliation.




