New World ERP
Payment Reconciliation Processing

Payment Reconciliation Processing

1. Navigate to Financial Management>Payment Processing>Payment Reconciliation Batches

2. Click New

Payment Reconciliation Batch List
94% b @ Payment Reconciliation Batch List

myTasks Validated Approvals Responsible Department  Bank Account

#@ New © Delete 22 Refresh £ Import Reconcile Payments & Export E Options

Default Reconciliation Date |

3. Select the Department, Bank Account and Reconciliation Date
4. Click Save then click Reconcile Payments

Payment Reconciliation Batch Entry

Approyals

Batch Information

Responsible Department
Bank Account

Default Reconciliation
Date

Create ZBA Wire
Transfers

Create Journal

[ J et

1020 - Auditor v

1 General - General Operating Account v

00/30/2013  |v]

No v
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5. Check the box next to each cleared check/EFT
6. Once all cleared checks/EFTs have been checked off, click Accept

Fiayment Reconciliation - General Operating Account

Reconcilation Date  09/17/2013 :] Find Payment m

Search Criteria

Payment Type Checks hd From Number -
Payment Source v To Number

ovor W veset

Selected for Reconciliation Summary

[~} Number Date Source Amount| Reconciled Amount

[¥] Check 101 09/06/2013  Accounts Payable US Postmaster $164.68 $164.68 &l
[¥] Check 102 09/06/2013  Accounts Payable George Zimmerman $372.00 $372.00 |--E—
[¥] Check 103 09/06/2013  Accounts Payable Kidd, James M 5444.00 $444.00

[l Check 106 09/11/2013  Accounts Payable Sanofi Pasteur Inc. $38.03

[F] Check 107 09/11/2013  Accounts Payable McKesson-Allantic Health Care $2,251.67

[[] Check 108 09/11/2013  Accounts Payable Sanofi Pasteur Inc. $1,893.10

[[] Check 109 09/11/2013  Accounts Payable Ohio Judicial Conference $350.00

[¥] Check 110 09/11/2013  Accounts Payable Dorothy K. Peppel, Treasurer $1,374.01 $1,374.01

7] Check 11109/11/2013  Accounts Payable Gulley, Gerald R $108.35

[¥] Check 11209/11/2013  Accounts Payable Hydes Brothers Printing $308.00 $308.00 -

Previd] 2 Net 1~

@ Accept ® Reset Q) Reverse Reconciled Payments 7 Transaction Inquiry #2* Reconciled Amount &l Options

7. Once you’re done reconciling the checks click on the navigation button on the top left of the
screen to go back to the payment batch list

lation - General Operating Account

Reccnalaton Date  Hov172012

Search Criteria

Payment Type Cheoc s From Nurte
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8. Click the Validate button shown below
9. Check the box next to the batch
10. Then click Submit

Payment Reconciliation Batch

@@ & % Validation

[l Responsible Department Bank Account Default Reconciliation Date

[¥] BOD Building Depariment Accounts Payable 09/30/2013

Submit @ Reset § Exportt Ll Opfions

11. Click the Print Edit & Error Listing button shown below
12. Check the box next to the payment batch
13. Then click Submit

Payment Reconciliation Batch

S J Y & % Print Edit & Error Listing
[l |Responsible Department Bank Account Default Reconciliation Date
[¥] BD Building Department Accounts Payable 09/30/2013

Submit ® Reset B Export Kl Options
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14. Click on the myReports icon on the top right of the screen

myFavorites | Financial Management | Human Resources | Community Development | Maintenance @ 27 °177rv D
Payment Reconciliation Batch ® snow Output Preferences
S 2 & B Print Edit & Error Listing
[l Responsible Department Bank Account Default Reconciliation Date
_BD Building Department Accounts Payable 003012013

15. Double Click on the report title on the left side of the screen and review the listing

Eayment Reconciliation Balch
myReports
O (& 3= kd T} - | | 1 o A Fl
)"i’ﬁtlx!i‘?w'-,_@a@acﬁm vz =g(»]-] | BHE|Z L3 |
I4/ 4| Report1-50 - (][] (177¢
& [ Reponts for NWS
Payment Recondiliation Batch Edit Listing
= L Curent | - o Resctalas  sstie Mosendien
T[4 PaymentReconclliation B| o =S = =
L [T Joumal Fund Summary R e —— . e . .
| o gy
L [ Joumnal Edit Listing
= | [T s s T ss e s zn mw e
gr Revenue Collection Post 1| o L wnenats e
- | waar
ﬁ. _| Revenue Collection Paym|
- s et Lt e P zm ue  om
% Revenue Collection Edit L B R T wrrne
2 [ Joumal Fund Summary R
3 o SN COLNTY L LB RO COMNTY LR LB oo e e
'5: || Joumal Edit Listing o AT semonoe
[ Journal Eait Listing oo
L [T Joumal Fund Summary R o e m s et o e s oo
L [T Joumnal Edit Listing ot gt
L [7) Accounts Payable EditLis ol e e ey we we o
. Scest v
i | Accounts Payable Edit Lis
T.t |1 Accounts Payable EditLis Fraoy B ——. S —— oy ™ - -
frrreptreti
ﬁ- ! Joumal Fund Summary R
< s e Lhh SR cwcmiren wa s o
ﬁ- || Joumal Edit Listing s Mianm prreyseny

16. When finished reviewing the edit listing go back to the Payment Reconciliation Batch list by
clicking on the navigation button shown below

Payment Reconciliation Batch

Myrepors
PERE|XS4S| QB Z;
144 Report1-50 v [o](pd] (177¢

L [ Reports for NWS 4
& [T current
(V] Payment Reconciliation B

= — s
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17. Click the Approvals button shown below
18. Check the box next to the payment batch
19. Then click Submit

Payment Reconciliation Batch

‘E’)@Approvals _
Default Reconciliation Date |

B Responsible Department Bank Account
V| BD Building Department 09/30/2013

Accounts Payable

Submit ® Reset E Export K Options

20. Click the Post button shown below
21. Check the box next to the payment batch
22. Then click Submit

Payment Reconciliation Batch

9P Post

Bank Account Default Reconcilistion Date

[l Responsible Department

|¥] BD Building Department Accounts Payable 08/30/2013

Submit @ Reset § Export [ Options
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