How to Post Miscellaneous Check

Posting a transaction means recording the transaction to GL Account Details. This also locks up the transaction from being changed.
Under certain circumstances you may not be able to post a transaction due to a variety of reasons listed below.

® There is no Fiscal Year created for the date you are trying to post the transaction.

® You have closed your periods in the Fiscal Year screen for the date you are trying to post the transaction

® The transaction you are to post is not originally created by you and Allow User to only Post Transactions they created checkbox is checked
in the User Security screen.
blocked URL

The following will guide you on how to post a miscellaneous check.

1. Open the miscellaneous check you want to post.

llaneous Checks - MC|

[Details | Audit Log(1)
Bank Account | 07072017 | Balance | 37,598.50000  Currency<[Usp | Record No [mcHica
Date 7/19/2017 [ Payee  TestPayee Amount 50.00000
Description Test Misc Check Recur [ | Check No To be printed
SearchAddress  Enter address o search...
Address ®| Ciy Stete
TiptPostal Country v
% Remove  Filter a
GL Account™ Description Name Amount
55000-0000-000 Purchases Discounts - Home office - Admin 50.00000
Toral: §50.00
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2. Post the transaction. There are 2 ways to post a miscellaneous check.
a. On Miscellaneous Check screen, click Post toolbar button.
Miscellaneous Checks - MCHK-3

Mew 5Save Search Delete Undo Print Post PostPreview Recurring Close

b.
[Deis | auditLog(1)
Bank Account  # 07072017 ~ | Balance | 137,508.50000 Currency«|USD | RecordNo |MCHK-3
Date 7192017 || Payee frescPayee Amount 50.00000
Description Test Misc Check Recur Check No To be printed
Search Address  Enter address to sealh..
Add s S o
Post Preview Transaction A 0 x
= "
Details nc
Dete 711972017 Description  Test Mise Check Currency |UsD  Rete 1.00] (|90
Filter
Batch ID Record No. | Account D Description Account Group | Debit Credit De
1 BATCH.3460 MCHK3  14140.0000-000 Test Misc Check Asset 0.00 5000
2 BATCH3460 MCHK3  55000-0000-000 Purchases Discounts - Home office.. Purchases Disc.. 50.00 0.00
4 »
h.00
? Poge 7 oft
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3. The miscellaneous check is posted. These changes are then automatically applied to the miscellaneous check.

Miscellaneous Checks - MCHK-3

= Search Print Unpost UnpostPreview Recurring Close
Details | Audit Log(2)
Benk Account = Balance | 37,548.50000 [Currency=|usD | RecordNo | mcHic2
Date Payes  Test Payee Amount 50.00000
Description Test Misc Check Recur [ CheckNo To be printed
Search Address | Encer address to search...
Address City State
ZipiPastal Country
% Remove  Filer Q
GL Account™ Description Name Amount
55000-0000-000 Purchases Discounts - Home office - Admin 50.00000
Total 55000
7 ) [ Posted Page 7/ oft

. Posted is shown at the left part of the Status bar.
. The previously Posted toolbar button is now labeled as Unpost.
. The Balance field is now updated by the amount of check.
. The entire screen is disabled preventing the user from changing anything to the posted transaction.
4. The miscellaneous check transaction is then recorded to the following areas in i21.
a. Inthe GL Account Detail. You may open any account used from the miscellaneous check, then select the miscellaneous
check transaction by clicking the checkbox before the Date field and click Transaction Detail toolbar button. That will open the GL
Transaction Detail screen, where accounts affected by the miscellaneous check are shown.

GL Aczount Detail - 14140-0000-000 A0 X

o0o®

Print Search Transaction Detail Journal Report - Close

Deis
Account I 14140-0000-000 Description | Test Cash Account Home office-Admin Currency [UsD | Date Range v
Account Grou GL Transaction Detail A~ O x il
open §
@ A o
enaing
Deis
Qopen BView [Fiker (3)
Date Betcn Number | AccourcID Descripton Record No Deoit crear | e
92017 BATCH-3460 Test Cosn s 000 5000
92017 BATCH-3460 s 000 000
‘ »
? @ O K Ready
neno7  soe BATCH34S2  BDEP43 ireyacimin 3754359 500 000
Elomscor o swoisso  wows epadrin Tes e cece 5739858 o2 50
‘ »
5487500 1732641
Ending Balance 37,5485
Budger 0.0,
Variance 37,5485
Budget Code v
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If you open the Account assigned for the bank account used in the bank deposit, the Ending Balance field at the bottom will show the
same amount shown in the posted bank deposit.

Print Unpost  Unpost Preview Recurring  Close:

Clear Al Fiters | "Decais | AudicLog @)

Date Payee | Test Payee Amount 5000000 |v Comments
Erm————— w o x
Account ld: 14140-0000-000 Description  Test Cash Account-Home office-Admin Currency |USD Date Range v
Qopen BVew |Fier(F3) s

772017 VoD BATCH.3429  MCHK2V ireyyacmin Test Casn AccountHo. 5457500 5000 000 :
; >
7 ® Q 5 Ready Page 1 on




b. Bank Accounts screen > Balance field for the selected bank account will be updated with the Miscellaneous Check amount. That
same amount matches that of the posted Miscellaneous Check > Balance field.
Bank Accounts - US BANK NA

New Sawe Search Delete Undo Bank CheckAudit Reconcliation Register Close

Details Check Layout Audit Log (4)

Bank Name *| S

GL Accounts

Account Holder GL Account +| 14140-0000-000 Q

Account No

Currency=*| UsD

Check Number Range

Balance 37,548.59000 k:cive v

c. Miscellaneous Check is recorded in the Bank Account Register for the Bank Account used. Balance field matches that of the posted
Miscellaneous Check > Balance field.

Bank Account Register

Print Reconciliation ExportTo Excel Close

Details
Bank Account | 07072017 ~ | Bank Name | US BANK NA Balance 37,548.59000 ‘
Filter (F3) £2 |
Check Date | Lacation Number Record No | Psyee or Payor Payment Deposit Balance Clear | ClearDate | Transaction Type | Memo
72017 0001 - Fort Wa... BDEP-40 54,500.00 54,500.00 Bank Depasit
727 0001 - Fort Wa... BTRN-32 23000 54,730.00 v 710/2017  Bank Transaction
72017 0001 - Fort Wa.. BwD-3 65.00 54,665.00 v 710/2017 Bank Withdrawal
72017 Voided-00000001 MCHK-2 50.00 54,665.00 ) 712017 Misc Checks void
72017 Voided-00000001  MCHK-2V 90.00 54,665.00 ¥ 712017 Void Misc Check vioid Tra.
7712017 00000002 PAY-295  FortWayne Offic 45.00 54,620.00 AP Payment
7712017 PAY-296  FortWayne Offic 65.00 54555.00 v 7H02017  ACH
77 PAY-297  Salmon Creek Offi.. 14,250.00 40,305.00 AP Payment
717 PAY.293  Office 2,761.41 5754359 AR Bayment
7M8/2017 0001 -FortWa... BDEP-43 55.00 5759655 Bank Deposic
71912017 MCHK3  TestPayee 50.00 37,548.59 Misc Checks Test Mis...
7 @ U Ready

d. Miscellaneous Check is recorded in the Bank Reconciliation > Deposits and Credits panel for the Bank Account used. Bank
Account Balance field matches that of the posted Miscellaneous Check > Balance field.

Bank Reco o

le Print Search Clear Range Impart

Toetais | Aachments(0)

Bank Account Statement Date  Bank Name G/L Account GfL Balance Bank & G/L Balance Difference
07072017 v [7019/2017  |E] USBANKNA 14140-0000-000 37,548.50000 0.00000
4 Payments and Debits 2 Deposits and Credits
CearAll [ ClearNone + Add BB View | Filter (F3) pid Clear Al [ ClearNone + Add BB View | Filter (F3) 2

Clear | Date Numser Payee Description Transaction Type payment Clear | Date Number Payor Deseription Transaction Type Deposit

Q 77702017 00000002 Fort Wayne Offic 4P Payment 4500 || Q 72017 Bank Deposic 5450000
Q 7017 Salmon Creek AP payment 1425000 || Q 718017 Bank Deposic 500
Q 702017 office 4P Payment 276141
Q 7nem017 Test Payee Test Misc Check  Misc Checks 5000

0 Payments Cleared 0.00000 0 Deposits Clearsd 0.00000
Prior Recondiliation Ending Balance. Cleared Payments + Clearsd Deposits = Ending Balance Per Recanciliztion
100.00000 0.00000 0.00000 100.00000
Bank Statement Ending Balance Uncleared Payments - Undieared Deposis IW Difference
0 17,106.41000 '54,555.00000 37,548.59000 -100.00000
2 @ O B Ready

Posting a transaction means recording the transaction to GL Account Details. This also locks up the transaction from being changed.
Under certain circumstances you may not be able to post a transaction due to a variety of reasons listed below.

® There is no Fiscal Year created for the date you are trying to post the transaction.
® You have closed your periods in the Fiscal Year screen for the date you are trying to post the transaction .



® The transaction you are to post is not originally created by you and Allow User to only Post Transactions they created checkbox is checked
in the User Security screen.

Entity - IRELY ADMIN

MNew Save 5Search Refresh Delete Undo Additional ~  Archived Reports APl Key

Entity User Comments (0} Arcachments (0) Custom Audit Log (3)
Detail | UserRoles | External Module | Registered Computers
Username: irelyadmin
Title: Add Photo
Contact Method: w
Department:
User Options
Maximum Number of Origin Screens Allowed 3
| Allow User to only Post Transactions they created
The following will guide you on how to post a miscellaneous check.
1. Open the miscellaneous check you want to post.
Miscellaneous Checks - MCHK-3 A O x
New Save Search Deltw Undo Prin Post Recsp Close
Detais | AudicLog (1)
Sank Accouns 12152015 <] Boarce: [ 12439.66] Currency: [UsD] | Record Mo [wcrics
Date: 10/32016 | Payee: Amount: 852.50
Description: Check No: To be printed
Address: ) Zip/Postal Code; v | Gy
State/Province: Country: v
X Remove Filter: Q
GLAccount Descripton Nome Amount
15000.0001.003 Beginning nventory ss250
Total 5250
rage 1o

2. Post the transaction. There are 2 ways to post a miscellaneous check.
a. On Miscellaneous Check screen, click Post toolbar button.

Miscellaneous Checks - MCHK-3

New Save Search Delete Undo Print Post Recap Close




b. On Miscellaneous Check screen, click Recap toolbar button to open Recap Transaction screen. Click Post toolbar button.

Miscellaneous Checks - MCHK-3

A B %
New Save Search Delete Undo Print Post Recop Close
Details | AudicLog 1)
Bank Accoun: | 12152015 ~|Balance: | 12,4306 Currency: [uso| v | Record No: [mckk3
Date 10/2/2016 |3 Payee: Amount: 85250
Descriptian: Check No: o be printe:
Address: @) Zip/Postal Code: v | Gity:
State/Provinces Country: v

X Remove  Filter:

6L Account | Descripten Neme Amount

15000-0001-003 Beginning Inventory 85250

Recap Transaction

Post Close
Detls
Date: [10/312016 Description: Currency: [Usp | Rate: 1.00
Filter:
Batch ID Record No. Account ID Description Account Group Debit Credit Deb
1 BATCH-1351 MCHK3 10718-0000-000 Payroll Checking  Cash Accounts 000 852.50
2 BATCHAZS! MCHKS 15000-0001-003 Beginning Inventory  Inventories 5250 000

3. The miscellaneous check is posted. These changes are then automatically applied to the miscellaneous check.

Miscellaneous Checks - MCHK-2

P=1EY
New Search Princ Unpost Recap Close
Details | AudicLog (2)
EankAc:nun:'I IBatance: 11,587.16 |Currency: [Usp | Record Nex [mcHK-3
Date Payee: Amount: 852.50
Description: Check No: To be printed
Address:  © Zip/Postal Code: City:
State/Province Country:
X Remove  Fiter: Q
GL Account Description Neme Amount
150000001003 Begnning Inventory 85250
Totat 85250
@ 6 0 E Posed Page 1]or1

a. Posted is shown at the left part of the Status bar.
b. The previously Posted toolbar button is now labeled as Unpost.
¢. The Balance field is now updated by the amount of check.
d. The entire screen is disabled preventing the user from changing anything to the posted transaction.
4. The miscellaneous check transaction is then recorded to the following areas in i21.
a. In the GL Account Detail. You may open any account used from the miscellaneous check, then select the miscellaneous

check transaction by clicking the checkbox before the Date field and click Transaction Detail toolbar button. That will open the GL
Transaction Detail screen, where accounts affected by the miscellaneous check are shown.

GL Account Detail - 10718-0000-000

Print Search TransactionDetail Journal Export Close

Details

Account Id 10718-0000-000 Description: Payroll Checking Currency: |USD Date Range: .

Account Cash Accounts Opening Balance: -10,880.34| From 10/1/2016 [ To Date: 12312006 E
a operfl B ayour Q. [Ficer Recolgs ()

3 Source System | Batch Record No Transaction Description Debic Credit Debic Units Credit Units

EDER EDEP4 Payroll Checking 1582000 0o 00000 0.0001

T05/2016  BDEP BATCH.135)  BDEP-5 Payroll Checking 7.500.00 LY 00000 0.0001

\0az0s  McHK MeHKs Peyrol Checking 000 es250 00000 0000

Details

Qopen BLlayout Q [Fikter Reco
Date Betch Number | Account ID Description Record No Debic Credit DebitUr
10/312016 BATCH-1351 10718-0000-000 Payroll Checking MCHK-3 0.00 852.50 o
10372016 BATCHA351  15000.0001-003 Beginning Inventory MCHK3 85250 000 of

i@ @ O E Resdy




If you open the Account assigned for the bank account used in the bank deposit, the Ending Balance field at the bottom will show the
same amount shown in the posted bank deposit.

Miscellaneous Checks - MCHK-2

New

Print Unpost Recap Close

Detais

AuditLog @)

Bank Account: [1 Balance: 16/ [Currency: [usD | Record No: [mcta

Account Detail - 10718-0000-000 o x

Print Search TransactionDetail Journal Export Close

Detais

Accountld:  |10718-0000-000 Description: Payroll Checking Currengy: [UsD Date Range: v

Account Cash Accounts Opening Balance: | -10,880.34 | From 107172016 [ To Date: 12312016 |3

Qopen BBlayowr Q | ds
Date Source System | Batch Number | Record No Transaction Description Debit Creait Debit Units Credit Units
0016 BDEP BATCHA243  EDEPS Payroll Checking 1582000 000 00000 0.000(
1032016 BDEP BATCHA350  EDEPS Payroll Checking 750000 000 00000 0000(
062016 MCHK BATCH1351  MCHK3 Payroll Checking 000 85250 00000 0.000(

“ ,

2332000

b. Bank Accounts screen > Balance field for the selected bank account will be updated with the Miscellaneous Check amount. That
same amount matches that of the posted Miscellaneous Check > Balance field.

Bank Accounts - Commerce Bank

New Save Search Delete Undo Bank MICR Check Audit Recondiliation Register Close
m Check Layout | Audit Log (1)
Bank Name: IC-JmmEl ce Bank GL Accounts
Account No:_ [ 12152015 Currency: [0 [+] | 61 pccouns 10718-0000-000 -
Balance: | 11,587.16 |Accive: v
| — S

c. Miscellaneous Check is recorded in the Bank Account Register for the Bank Account used. Balance field matches that of the posted
Miscellaneous Check > Balance field.

Bank Account Register

Print Reconciliation  ExportTo Excel Close.

Details

6/9/2016

6/9/2016
6/9/2016
6/9/2016
6/9/2016
6/9/2016
6/9/2016
7/8/2016
10342016
105342016

10/3/2016

ORIy

Bank Account:

212152015

00000086

Ready

PCH)

BCHK-123

PCHK124

PCHK-125

PCHK-126

PCHK127
PCHK-128
PCHK-179

BDEP-4

BDEP-5

MCHK-3

~ | Bank Name:

Lucy D Turman

Travis G Lee
Linda ] Obrien

Juiia D Patrick
Mary € Morales
Ramona H Ortiz
Rebecca K Berends

Mary € Morales

Commerce Bank

631.09
£31.09
931.20
s91.23
89111

104538
87118

825.23

852.50

Deposit

1582000

7,500.00

485392

552501
645621
744748
813855
918393

1005511

1088034

493966
1243066

1156716

Clear.

|Ea¥ance: | 11,587.16 ”
|
Clear Date T Mema
Paycheck
Paycheck
Paycheck

Direct Deposit

Paycheck
Paycheck
Paycneck
Paycheck
Bank Deposit
Bank Deposit

Misc Checks




d. Miscellaneous Check is recorded in the Bank Reconciliation > Deposits and Credits panel for the Bank Account used. Bank
Account Balance field matches that of the posted Miscellaneous Check > Balance field.

Bank Reconci n ~ 0O x

Reconcile  Print  Search  ClearRange  Import Close
Details | Attachments (0)

Bank Account: Statement Date:  Bank Name GIL Account: G/L Balance Bank & G/L Balance Difference:
12152015 ~| 1073172016 B Commerce Bank | 11,587.16| | 0.00
125 Payments and Debits 3 Deposits and Credits
[l Clear All [] ClearNone  + Add 53 Layout Q| Fifee [ Clear All [ ClearNone  + Add 89 Layour O, Filter 3

Clear | Date Number Payes Transaction Type Payment Clear | Date Number Payor Transactian Type Deposic

Q 92016 Linda Obrien  Paycheck iz T Q 4n92016 Bank Transfer (D... 110,000.00
Q €/9/2016 Julia D Patrick Direct Deposit 991.23 Q losizote Bank Deposit 15,82000

Q €/9/2016 Mary C Morales  Paycheck 89111 Q losizote Bank Deposit 7,500.00

Q 6/9/2016 Ramona HOriz  Paycheck 1,045.38

Q 6/9/2016 Rebecce K Bere..  Paycheck 7118

Q 7182016 00000086 Mary CMorales  Paycheck 82523

Q 10312016 Misc Checks 85250

1 Payments Cleared: 901.19 0 Deposits Cleared: 0.00
Prior Recondiliation Ending Balance - Cleared Payments . Cleared Deposits = Ending Balance Per Recanciliztion
0.00 so1.19] | 0.00
Bank Statement Ending Balance - Uncleared Payments + Uncleared Deposits Difference
| of | 12083165 | 133,320.00 901.19
@ 7 B Ready

Posting a transaction means recording the transaction to GL Account Details. This also locks up the transaction from being changed.
Under certain circumstances you may not be able to post a transaction due to a variety of reasons listed below.

® There is no Fiscal Year created for the date you are trying to post the transaction.

® You have closed your periods in the Fiscal Year screen for the date you are trying to post the transaction .

® The transaction you are to post is not originally created by you and Allow User to only Post Transactions they created checkbox is checked
in the User Security screen.

Entity - IRELY ADMIN

MNew Save 5Search Refresh Delete Undo Additional ~  Archived Reports APl Key

Entity | User | Comments(0) Attachments{0) = Custom Audit Log (3)
Detail | UserRoles | External Module | Registered Computers

Username: imin

Title: Add Photo

Cantact Method: v

Department:

User Options

Maximum Number of Origin Screens Allowed 3

| Allow User to only Post Transactions they created

The following will guide you on how to post a miscellaneous check.



1. Open the miscellaneous check you want to post.

Miscellaneous Checks - MCHK-20

New Save Search Delete Undo

Print Post Recap Close

Details | AuditLog (1)
Bank Account: | 113322 ~ | Balance: 2,548.67 Currency: |USD ~ | Record No: |MCHK-20
Date: 05/05/2016 E| Payee: | payee101 Amount: 100.00
Description: Check No: To be printed
Address: & 2 Zip/Postal Code: | 00501 ~ | City: Holtsville
State/Province: | NY Country: | United States ~
X Remove Filter: a
GL Account Description Name Amount
40000-0001-004 Sales 100.00
Select a GL Account
Total $100
[ Ready Page 1 of1

2. Post the transaction. There are 2 ways to post a miscellaneous check.
a. On Miscellaneous Check screen, click Post toolbar button.
Miscellaneous Checks - MCHK-20

New Save Search Delete Undo Print Post Recap Close

Miscellaneous Checks - MCHK-20

New Save Search Delete Undo Print Post Recap Close

Details | AuditLog(1)

Bank Account: | 113322 | Balance: 2,548.67 | Currency: |USD| v | Record No: | MCHK-20

Date: 05/05/2016 |5 Paypdl | payeet0l Amount:

Details

100.00

Date: | 05/05/2016 Description: Currency: |USD Rare: 1.00
Filter:
Batch ID Record No. Account ID Description Account Group Debit Credit
1 BATCH-561 MCHK-20 10001-0001-000 Wells Fargo - Payroll Asset 0.00 100,
2 BATCH.-561 MCHK-20 40000-0001-004 Sales Sales 100.00 o
4 3
@ © 9 Ready

3. The miscellaneous check is posted. These changes are then automatically applied to the miscellaneous check.
Miscellaneous Checks - MCHK-20

New Search Print Unpost Recap Close
Details | AuditLog(2)
Bank Account: | 113322 Balance: 2,448.67 [urrency: |USD | Record No: | MCHK-20
Date: 05/05/2016 Payee: |payeel0i Amount: 100.00
Description: Check No: To be printed
Address: @ |2 Zip/Postal Code: 00501 City: Holtsville
State/Province: | NY Country: United States
% Remove Filter: a
GL Account Description Name Amount
40000-0001-004 Sales 100.00
Select a GL Account
Total 5100
Page 1) of

a. Posted is shown at the left part of the Status bar.
b. The previously Posted toolbar button is now labeled as Unpost.
c. The Balance field is now updated by the amount of check.

d. The entire screen is disabled preventing the user from changing anything to the posted transaction.

4. The miscellaneous check transaction is then recorded to the following areas in i21.



a. Inthe GL Account Detail. You may open any account used from the miscellaneous check, then select the miscellaneous
check transaction by clicking the checkbox before the Date field and click Transaction Detail toolbar button. That will open the GL

Transaction Detail screen, where accounts affected by the miscellaneous check are shown.
10001-0001-000

GL Account Def

Print Search Transaction Detail Journal Expo

Details

Account Id: 0001-000° -000) Description: ‘Wells Fargo - Payroll Date Range: -
Account Grouflé | Asset Opening Balance: 2548.67| From Date: |05/01/2016 || ToDawe:  [05/3172016 |8
Q open  fArayour G [Fi s (F3)
Date Source §ystem | Batch Number = Record No Transaction Description Debit. Credit Debit Units. Credit Units
05/0p2016 BTFR BATCH-556 BTFR-9 ‘Wells Fargo - Payroll 115.00 0.00 0.0000 0.0000 *
05408/2016 BTFR BATCH-556 BTFR-9 ‘Wells Fargo - Payroll 0.00 115.00 0.0000 0.0000
Qpf05/2016 BTFR BATCH-557 BTFR-11 ‘Wells Fargo - Payroll 10.00 0.00 0.0000 0.0000
05/05/2016 BTFR BATCH-557 BTFR-11 ‘Wells Fargo - Payroll 0.00 10.00 0.0000 0.0000
05/05/2016 MCHK BATCH-561 MCHK-20 ‘Wells Fargo - Payroll 0.00 100.00 0.0000 00000 _
GL Transaction Detail
Close
Details
Q Open 88 leyout Q@ File
Date Batch Number Account ID Description Record No Debit Credit Debit U
05/05/2016 BATCH-561 10001-0001-000 Wells Fargo - Payroll MCHK-20 0.00 100.00 g
05/05/2016 BATCH-561 40000-0001-004 Sales MCHK-20 100.00 0.00 Q
‘ ,
@ € ) [4 Ready

If you open the Account assigned for the bank account used in the bank deposit, the Ending Balance field at the bottom will show the
same amount shown in the posted bank deposit.

Miscellaneous Checks - MCHK-20

New Search Print Unpost Recap Close

Details | AuditlLog(2)

Bank Account: | 113322 Currency: |USD | Record No: | MCHK-20

GL Account Detail - 10001-0001-000 A~ O X
Print Search Transaction Detail journal  Ex; Close
Details
Accountld: | 10001-0001-000 Description: Wells Fargo - Payroll Date Range: -
Account Group: | Asset ‘Opening Balance: 2,548.67 | From Date: |05/01/2016 || To Date: 05/31/2016 ]
Q open BfLayowr QA Fil
Date Source System | Batch Number | Record No Transaction Description Debit Credit Debit Units Credit Units
05/02/2016  BTRN BATCH.551 BTRN-35 Wells Fargo - Payroll 20000 000 00000 00000 *
05/02/2016  BTRN BATCH-551 BTRN-35 Wells Farga - Payrall 000 20000 00000 0.0000
05/02/2016  BTRN BATCH.553  BTRN-35 Wells Fargo - Payroll 20000 000 00000 00000
05/02/2016  BTRN BATCHS53  BTRN3S Wells Fargo - Payrall 000 200.00 00000 0.0000
05/03/2016  BTFR BATCH.SS6  BTFR9 Wells Fargo - Payroll 11500 000 0.0000 0.0000 +
« »
000 100.00 0.000 0.000
I
Ending Balance: 2,44867
@ © O B Reayy Page 1] or1

Bank Accounts screen > Balance field for the selected bank account will be updated with the Miscellaneous Check amount. That
same amount matches that of the posted Miscellaneous Check > Balance field.

Bank Accounts - Wells Fargo Indiana

New Save Search Delete Undo Bank MICR CheckAudit Reconciligtion Register Close

m Audit Log (5)

Bank Name: Wells Fargo Indiana GL Accounts

AccountNe: | 113322 Currency: [USD [~ | | G| account: 10001-0001-000 v

Balance: v

2,448.67 | Active:




c. Miscellaneous Check is recorded in the Bank Account Register for the Bank Account used. Balance field matches that of the posted
Miscellaneous Check > Balance field.
Bank Account Register

Print Reconciliation ExportToExcel Close

Details
Bank Account | 113322 ~ | Bank Name: | Wells Farge Indiana Balance: 2,448.67
Q [Fire . -
Check Date | Number Record No Payee or Payor Payment Deposit Balance Clear Clear Date Transaction Type Memo
04/13/2016 00000003 MCHE-17 100.00 1,367.21 Misc Checks -
04/13/2016 ‘00000005 PCHK-47 Jacob B Costa 246774 -1,100.53 Paycheck

04/13/2016 PCHEA4S Carolyn R Frahm 1,162.30 -2,262.83 Paycheck

04/15/2016 00000002 MCHE-18 10.00 -2,272.83 v 04/21/2016 Misc Checks

04/28/2016 /00000004 PAY.93 Apple Spice Sales 25.00 -2,297.83 AP Payment

04/29/2016 BDEP-67 5,000.00 2,702.17 Bank Deposit

04/29/2016 BTRN-26 50.00 2752147 Bank Transaction

04/29/2016 ‘00000006 MCHE-19 payee 101 55.00 269717 Misc Checks

04/28/2016 Voided-000000. PAY-94 Brown Brother Far... 19.00 2,678.17 v 04/30/2016 AP Payment Void
04/29/2016 00000008 PAY-97 Northern Propane 148.50 2,529.67 AP Payment

04/30/2016 Voided-000000. PAY-94v Brown Brother Far. 19.00 254867 v 04/30/2016 Void Check Void Tran.
05/05/2016 MCHE-20 payeel01 100.00 244867 Misc Checks .

@ @ U Ready

d. Miscellaneous Check is recorded in the Bank Reconciliation > Deposits and Credits panel for the Bank Account used. Bank
Account Balance field matches that of the posted Miscellaneous Check > Balance field.

‘ Bank Reconcili

ion A~ O x
| Reconcile  Print  Search Import ~  Close ‘

Details | Attachments (0) ‘

Bank Account: Statement Date:  Bank Name: G/L Account: G/L Balance: Bank & G/L Balance Difference:
113322 ~ | 05/05/2016 Wells Fargo Indiana 10001-0001-000 2,44867 0.00
8 Payments and Debits 3 Deposits and Credits

I Clear Al [] Clear None  + Add 8§ Layout Q |[Filter R

I Clear Al [] Clear Nome  + Add 8 Layout Q |F

Clear | Date Number Payee Transaction Type Payment Clear | Date Number Payor Transaction Type Deposit
Q 03314201 Misc Checks 4799 *| Q 04113201 Bank Deposit 151520
Q 04/13/201... 00000003 Misc Checks 10000 [ Q 04120/201 Bank Deposit 5,000.00
Q 04/13/201... 0000DOOS JacobBCosta  Paycheck 246774 || Q 04128/201 Bank Transaction 50.00
Q 04/13/201... Caralyn R Frahm  Paycheck 1,16230
Q 04/28/201... 00000004 Apple Spice Sal.. AP Payment 2500
Q 04/29/201... 0000000 payee 101 Misc Checks 55.00
Q 04/29/201... D000DO0E Northern Propa.. AP Payment 148.50
Q 05/05/201 paveelD! Misc Checks 10000 7

0 Payments Cleared 0.00 0 Deposits Cleared 0.00

Prior Recanciliation Ending Balance Cleared Payments + Cleared Deposits = Ending Balance Per Reconciliation
0.00 0.00 0.00 0.00

Bank Statement Ending Balance Uncleared Payments + Uncleared Deposits - Bank Account Balance Difference
0 4,106.53 6,565.20 [ 2,448.67 10.00

Posting a transaction means recording the transaction to GL Account Details. This also locks up the transaction from being changed.
Under certain circumstances you may not be able to post a transaction due to a variety of reasons listed below.

® There is no Fiscal Year created for the date you are trying to post the transaction.

® You have closed your periods in the Fiscal Year screen for the date you are trying to post the transaction

® The transaction you are to post is not originally created by you and Allow User to only Post Transactions they created checkbox is checked
in the User Security screen.

Entity - IRELY ADMIN

Mew Save Search Refresh Delete Undo Additonal -~ Archived Reports APl Key

Entity | User | Comments(0) Attachments({0) = Custom Audit Log (3]

Detail | UserRoles | External Module | Registered Computers

Username: irelyadmin

Title: Add Photo
Contact Method: ~

Department:

User Options

Maximum Number of Qrigin Screens Allowed 3

| Allow User to only Post Transactions they created

The following will guide you on how to post a miscellaneous check.



1. Open the miscellaneous check you want to post.

llaneous Checks - MCHK-3

A O x
New Save Search Delete Undo Print Post Recap Close
[oetais |
Bank Account: | 253624539656 ~ | Balance: 2,965.31| Currency: USD | v | Record No: | MCHK-3
Date: 02/09/2016 [ Payee: |Payeet Amount: 65.00
Description:  Allowance Check No: o be printed
Address:  © Zip/Postal Code: v | Cityr
State/Province: Cauntry: -
X Remove  Filter: x/Q
GL Account Description Name Amount
40000.0000-004 Sales 65.00
Select a GL Account
Total 365
@ € ) [ Ready Page 1 of1

2. Post the transaction. There are 2 ways to post a miscellaneous check.

a. On Miscellaneous Check screen, click Post toolbar button.
Miscellaneous Checks - MCHK-3

New Save Search Delete Undo Print Post Recap Close

b. On Miscellaneous Check screen, click Recap toolbar button to open Recap Transaction screen. Click Post toolbar button.
Miscellaneous Checks - MCHK-2 g

A O x
New Save Search Delete Undo Print Post Recap Close

Details
Bank Account: | 253624539656

~ | Balance:

2,965.31 Currengy: |USD v Record Not |MCHK-3

Date 02/09/2016 | Payee: Amount:
Description: | Allowance Check No
Address: @ Zip/Postal Cade: ~ | Cityr
State/Province: Country:
X Remove  Filter: x/Q
GL Account Description Amount
Reeap Transaction
Post  Clase
Details
Date: | 02/09/2016 Description: | Allowance Currency: |USD | Rate: 00!
Filter:
Betch ID Record No. Account ID Description Account Group Debic Credit
1 BATCHETO MCHKE 10004.0000-000 Three Rivers - Operating - Gr Cash Accounts 000 65.00
2 BATCH-370 MCHK-3 40000-0000-004 Sales Sales 65.00 0.00
<1 »
@ O Ready
ue

eous Checks - MCHK-

3. The miscellaneous check is posted. These changes are then automatically applied to the miscellaneous check.

A 0O %
New Search Print Unpost Recap Close
Details
Bank Account: | 253624530656 Balance: 31 [Currency: |USD Record No: | MCHK-3
Date: 02/09/2016 | Payee: |Payeet Amount 65.00/
Description: | Allowance Check Na: o be printe
Address: @ Zip/Postal Code: City:
State/Province: Country:
Filter: x Q]
GL Account Description Name Amount
40000-0000-004 Sales 65.00
Total: $65
Page 1 of1

a. Posted is shown at the left part of the Status bar.
b. The previously Posted toolbar button is now labeled as Unpost.
c. The Balance field is now updated by the amount of check.

d. The entire screen is disabled preventing the user from changing anything to the posted transaction.
4. The miscellaneous check transaction is then recorded to the following areas in i21.



a. Inthe GL Account Detail. You may open any account used from the miscellaneous check, then select the miscellaneous
check transaction by clicking the checkbox before the Date field and click Transaction Detail toolbar button. That will open the GL
Transaction Detail screen, where accounts affected by the miscellaneous check are shown.

Print Search TransactionDetail Journal Export + Close

Details

Account 1D 10004000000 Description: Three Rivers - Operating - Gr Date Range: ~
Account Groflp: | Cash Accoun Opening Balance: 0.00| From Date: |02/01/2016 | ToDate: 02/29/2016 [E]
Q Open JBE Layour Q

Source Syst..|| Batch Number | Record No Transaction Description Debi Credic Debit Units Credic Uni Audit Record

BTFR BATCH-361 BTFR3 ‘Three Rivers - Operatin. 000 15.00 0.0000 0.0000 v -

BTFR BATCH-362 BTFR-2 Three Rivers - Operatin. 100.00 000 0.0000 0.0000

BTFR BATCH-361 BTFR-3 Thres Rivers - Operatin 1500 000 0.0000 0.0000 =

BTFR BATCH364  BTFR:3 Three Rivers - Operatin. 000 15.00 0.0000 0.0000 v

BTFR BATCH364  EBTFR3 ‘Three Rivers - Operatin. 15.00 000 0.0000 0.0000 v

BTFR BATCH-366 BTFR-3 Three Rivers - Operatin. 000 15.00 0.0000 0.0000 v
ozosaos  BTRR BATCH 365 BTRR3 Three Rivers - Operatin 1500 000 00000 00000 El |
02/09/2016  MCHK TCH-370 MCHK3 Three Rivers - Operatin... 000 £5.00 0.0000 0.0000 -

Details

Q Open B8 layour Q@ |F

Date Batch Number Account ID Description Record No Debit Credit Debit Units. c
3

02/09/2016  BATCH-370 10004.0000-000 Three Rivers - Operating - Gr MCHK3 0.00 65.00 00000 ~
S

02/09/2016 BATCH-370 -40000-0000-004 Sales MCHK-3 65.00 0.00 0.0000 T
b 3
B Ready N

If you open the Account assigned for the bank account used in the bank deposit, the Ending Balance field at the bottom will show the
same amount shown in the posted bank deposit.

iscellaneous Checks - MCHK-3

p B =y

New Search Print Unpost Recap Close

Details

Bank Account: | 253624539656 Balance: 2,900.31 |Currency: USD | Record No: | MCHK-3

GL Account Detail - 10004-0000-000
Print Search Transaction Detail Journal Export - Clase

Details

Account ID: 10004-0000-000 Description: Three Rivers - Operating - Gr Date Range: ~
Account Group: | Cash Accounts Opening Balance: 0.00| From Date: |02/01/2016 | To Date: 02/29/2016

Q Open Bglayout Q |Fi

Date Source Syst.. | Batch Number | Record No Transaction Description Debit Credit Debit Units Credit Units Audit Record

e B = e e e

02/05/2016 BTFR BATCH-361 BTFR-3 Three Rivers - Operatin... 0.00 15.00 0.0000 0.0000 v -

02/05/2016 BTFR BATCH-362 BTFR-2 Three Rivers - Operatin 100.00 0.00 0.0000 0.0000

02/05/2016 BTFR BATCH-361 BTFR-3 Three Rivers - Operatin... 15.00 0.00 0.0000 0.0000 v

02/05/2016 BTFR BATCH-364 BTFR-3 Three Rivers - Operatin 0.00 15.00 0.0000 0.0000 v

02/05/2016 BTFR BATCH-364 BTFR-3 Three Rivers - Operatin 15.00 0.00 0.0000 0.0000 v

02/05/2016 BTFR BATCH-366 BTFR-3 Three Rivers - Operatin... 0.00 15.00 0.0000 0.0000 v

02/05/2016 BTFR BATCH-366 BTFR-3 Three Rivers - Operatin 15.00 0.00 0.0000 0.0000 v |:|

02/05/2016 MCHK BATCH-370 MCHK-3 Three Rivers - Operatin... 0.00 65.00 0.0000 0.0000 -
< | »

15,000.00 12,009.69 0.000 0.000
| Ending Balance: 290031 I

Q B Ready Page 1) of1

b. Bank Accounts screen > Balance field for the selected bank account will be updated with the Miscellaneous Check amount. That
same amount matches that of the posted Miscellaneous Check > Balance field.
Bank Accounts - Three Rivers Federal Credit Union

New Save Search Delete Undo Bank MICR Check Audit Reconciliation Register Close
Details

Bank Name: Three Rivers Federal Credit Union GL Accounts

Account No:

Currency: |USD |~ | | g account: 10004-0000-000 v

Balance: 2,900.31 |Active: [




c. Miscellaneous Check is recorded in the Bank Account Register for the Bank Account used. Balance field matches that of the posted
Miscellaneous Check > Balance field.

Bank Account Register

A~ O X

Print Reconciliation Export ToExcel Close

Details
Bank Account: [ 253624539656 [~ | Bank Name: | Three Rivers Federal Credit Union Balance: 290031 |
Q |Filter R (F3) I

Check Date Number Record No Payee or Payor Payment Deposit Balance Clear Clear Date Transaction Type Memo
0z/01/2016 BDEP-1 4,900.00 4,900.00 Bank Deposit

02/01/2016 00000001 MCHK-1 350.00 4,550.00 Misc Checks

02/01/2016 PCHK-24 Brian ] Quam 301248 1,537.52 Direct Deposit

0z/01/2016 00001000 PAY-& Frito-Lay 150.00 1,387.52 AP Payment

02/02/2016 00001001 PCHK-27 Carolyn R Frahm 1,162.30 22522 Paycheck

0z/02/12016 00001002 PCHK-28 Elizabeth | Keeler 1,162.30 937.08 Paycheck

02/02/2016 BDEP-3 10,000.00 9,062.92 Bank Deposit

02/02/2016 00001003 PCHK-29 Amy C Johnson 988.22 8,074.70 Paycheck

0z/02/12016 PCHK-30 Arica C Skow 333913 4,735.57 Direct Deposit

02/02/2016 BTRN-8 35.00 4,700.57 Bank Transaction interest
02/02/2016 00001004 MCHK-2 10.00 4,69057 Misc Checks

0z/02/2016 10000000 PAY-8 Apple Spice Sales 250.00 4,440.57 AP Payment

02/02/2016 PCHK-31 Donna E Parker 1,075.26 3,365.31 Paycheck

02/03/2016 BIRN-12 500.00 2,865.31 Bank Transaction

02/05/2016 BTFR-2-DEP 100.00 2,965.31 Bank Transfer (DEP) 2

02/08/2016 MCHK-3 Payee 1 65.00 2,900.31 Misc Checks Allowance

@ O Ready

d. Miscellaneous Check is recorded in the Bank Reconciliation > Deposits and Credits panel for the Bank Account used. Bank
Account Balance field matches that of the posted Miscellaneous Check > Balance field.

Bank Reconciliation

A~ O x
Reconcile  Print  Search Import - Ciose
Details | Attachments
Bank Account Statement Date Bank Name GIL Account GIL Balance Bank & G/L Balance Difference
253624530656 02/09/2016 | | Three Rivers Federal Credit Union 2,900.31 0.00
13 Payments and Debits 3 Deposits and Credits
W Clear Al [] ClearNone  + Add B Layout Q. |Filu Clear All [] ClearNone + Add BB Layout ~ Q |Filter Records (F3
Clear | Date Number Payee TransactionType | Payment Clear | Date Number Payor Transaction Type Deposit
Qs 02/02/20.. 00001001 Carolyn RFrahm  Paycheck 116230 4| X 0zmr2018 Bank Deposit 4,900.00
Qs 02/02/20.. 00001002 Elizabeth | Keeler Paycheck 1,162.30 « 020272018 Bank Deposit 10,000.00
Qs 02/02/20.. 00001003 AmyCJohnson  Paycheck 988.22 = 0z/0sr2018 2 Bank Transfer (DE 1o0.00
% 02/02/20. Arica C Skow Direct Deposit 333913
sl 02/02/20 interest Bank Transaction 3500
L 02/02/20... 00001004 Misc Checks 10.00
Qg 02/02/20.. 0000000 Apple Spice Sal.. AP Payment 250.00
QL 02/02/20... DonnaEParker  Paycheck 1,075.26
QAL 02/03/20. Bank Transaction 500.00
Qg 02/09/20... Payee 1 Misc Checks 6500 ~
0 Payments Cleared 0.00 0 Deposits Cleared: 0.00
Prior Reconcilistion Ending Balance - Cleared Payments + Cleared Deposits = Ending Balance Per Reconciliation
0.00 0.00 0.00 0.00
Bank Statement Ending Balance - Uncleared Payments + Uncleared Deposits - Bank Account Balance Difference
] 5,748.08 15,000.00f 2,900.31 6,351.61
e 2 Ready

Posting a transaction means recording the transaction to GL Account Details. This also locks up the transaction from being changed.

Under certain circumstances you may not be able to post a transaction due to a variety of reasons listed below.

® There is no Fiscal Year created for the date you are trying to post the transaction.
® You have closed your periods in the Fiscal Year screen for the date you are trying to post the transaction .
L]

The transaction you are to post is not originally created by you and Allow User to only Post Transactions they created checkbox is checked
in the User Security screen.

% User Security

e & &

Save Search Undo Change Password Owerride Password

Settings | BExternal Module

Usermname: | AGADMIN Full Mame: | AGADMIN

User Options

Maximum Mumber of Origin Screens Allowsd 5

Allow User to only Post Transactions they created

The following will guide you on how to post a miscellaneous check.



1. Open the miscellaneous check you want to post

& Miscellaneous Checks

CRER A= el ol

%

-
New Save Search Delete Undo Print Post. Recap Close
Bank Account: |08 ~  Balance: 907.000000 | Currency: |USD | ¥ | Record No: | MCHK-6
Date: 06/18/2015 [& Payes:  Cash Amount:
Description: | for representation Check No:
Address: [ Zip/Postal Code: ¥ | Gity:
State/Province: Country: >
@ Remove | Filter: x|
[ 6L Account: Description Name Amount:
D 74901-1004 T-1 TURF DELIVERY TRUCK+FL BED-Cedar Rapids Grain 400.00
[F] | Select a GL Account 0.00
Total: 400.00
@ 2 | Ready Page 1|of1

2. Post the transaction. There are 2 ways to post a miscellaneous check.
a. On Miscellaneous Check screen, click Post toolbar button.

{5 Miscellaneous Checks

=

Print

3 & 1 5 ¥

New Save Search Delete Undo

m &

Post | Recap Close

b. On Miscellaneous Check screen, click Recap toolbar button to open Recap Transaction screen

{3 Miscellaneous Checks

o & 7

% ==

olx

2|3

0
New Save Search Delete Undo Print  Post [Recap | Close
Bank Account: |08 lance: 90’ 0| Currency: |USD | Record No: | MCHK-6
Date: 06/18/2015 Payes: Amount: 40
Description: for representation Check No:
Address: || Zip/Postal Code: ¥ | City:
State/Province: Country: >
@ Remowe | Filter: i
[F] 6L Account Description Name Amount
[ | 74001-1004 T-1 TURF DELIVERY TRUCK+FL BED-Cedar Rapids Grain 00.00
£ Recap Transaction BEIIES
Closa
Date:  06/18/2015 Description: | for representation CQurrency: |USD | Rate: 1
Filter:
Batch ID Record No. Account ID Description Account Group Credit
1| BATCH-455 MCHK-6 101221002 Sample Cash Account A-Warsaw Grain | Cash Accounts
2 | BATCH-455 MCHK-6 74301-1004 T-1 TURF DELIVERY TRUCK+FL BED-.. | Expense

ps

»

. Click Post toolbar button.

3. The miscellaneous check is posted. These changes are then automatically applied to the miscellaneous check.

5 Miscellansous Checks

~ { Al
@ N >
New Search Print
Bank Account: |08
Date: 06/18/2015 Payes: |Cash
Description: | for representation
Address: | Zip/Postal Code:
State/Province:
Filter: %9y
[0 GLAccount Description
[[] 74s01-1004 T-1 TURF DELIVERY TRUCK#FL BED-Cedar Rapids Grain

QD Posted /

. The previously Posted toolbar button

oo o

=IE3

Record No: | MCHK-6

Amount:

Check No:

Gity:

Country:

Name Amount

400.00

Total: 400.00
Page 1| of1

Posted is shown at the left part of the Status bar.

is now labeled as Unpost.

. The Balance field is now updated by the amount of check.
. The entire screen is disabled preventing the user from changing anything to the posted transaction.



4. The miscellaneous check transaction is then recorded to the

following areas in i21.

a. Inthe GL Account Detail. You may open any account used from the miscellaneous check, then select the miscellaneous
check transaction by clicking the checkbox before the Date field and click Transaction Detail toolbar button. That will open the GL

Transaction Detail screen, where accounts affected by the miscellaneous check are shown.

3 6L Account Detail

BEIR
Joumal | Close
Description: Sample Cash Account A-Warsaw Grain Date Range: >
Opening Balance: 0. 0| From Date: |12/31/1899 To Date: 12/31/2099 2
= Layout - T
Source Systen] | Batch Number  Record No Transaction Description Debit Credit Debit Units Credit Units  Audit Record
K BAICHASS | MOHKS sample Cash Account A. o 200 SR
BaTCH-439 MeHS Sample Cash Account A o. =]
BATCH-440 MCHKS Sample Cash Account A, ]
BaTCH442 e0EP-2 Sample Cash Account A. B
BaTCH-4