How to Add new Bank Account

1. From Cash Management module click Bank Accounts.

2. It will open the Search Bank Accounts screen where existing bank accounts are displayed. Click the New toolbar button to open the new Bank
Accounts screen.

Bank Accounts A0 x

resh Excel PDF Text CSV Close

Bven  Q Fiker(3) 10 record(s)
BaniNsme scve Bk Account Holger 6L accountia 6L account Descripron
Chase Bank-IN v 10005.0000.000 Chase. Cash i Bank.- Home ofic.
Three Rivers Federal Credt Union v 10004.0000.000 Thres Rivers - Operating - Gran -
Chase Bank-IN v 10000.0000:000 WellsFargo - Disbursement - Ho.
Pt Thira v Fith
Commerce Bank v 10712.0000.000 Payrall Checiing - Home sffce -
Pt Thira v Ry 10011-0000:000 Cash on hand-Home ffice.Admin
it Thira v ey 10013.0000.000 Cash on hand-Home affice Admin
Royel B2ni of Cancz v 10000.9002.006 WellsFargo - DisbursementAust
Fift Thira Bank v 14140.0001-001 Cash Smake.Fort Wayne-Grains
Fiftn Third Bank v 14140.0001.000 Cash Smoke.Fort Wayne-Admin

? ® O B Ready

3. Inthe Bank Accounts screen > Bank Name field, select the Bank where the new bank account has been opened.

Bank Accounts - A O X

New Save Search Delete Undo Bank CheckAudit Recondliation Register Close

Details | Audit Log (0)
BankName = [+] ' Electronic Bank File Information Check Number Range
‘Account Holder | Bank Name "Contect | Address Zip/Postal C¢ City State/Provin| Country | Check No 1
AccountNe  + USBANKNA EP-MN-WN1A 55107-14. ST.PAUL  MN United States o | Check No B
Balance Royal Bank of Canada Canada's Wonderiand .. Vaugnan  ON Canada heck No 1
Contact Commerce Bank Keith Mor_.. 538 Lucy Ln 47274 Seymour  IN United States No. Length 8
Search Address | por Thira Bob Smith 720 East Dupont Rd 46225 FortWeyne  IN United States +r of Checks 0 Creze
Address i
Midwest America FCU JaneDos 1234 Medics| Park Dr 46825 FortWayne IN United States MICR Princing
ENC Bank Jane Smith 6275 E State Bvd 46815 Fort Wayne IN United States o P e
X Starting Check No 0
Ciy Siere ACH/NACHA AP -
Ending Check No 0
Zip/Postal Country | | ACH/NACHA AR -
Number of Checks 1| | appy
Phone Fax Cleared Credit Card -
o Comments
Website (| | Positve Pay -
Email = [ 6L Accounts
1BAN
GL Account - a
SWIFT
7 0] Ready Page 1] of1

4. Once Bank had been selected, other bank related fields are automatically filled in by information entered in the Banks screen for the selected
bank. The Transit No here is the Routing No entered in the selected Bank record.

Bank Accounts - US BANK NA A O Xx

New Save Search Delete Undo Bank CheckAudit Recondliation Register Close

Details | Audit Log (0)
Bank Name  + US BANK NA ~ | | Electronic Bank File Information Check Number Range
Account Holder Company ID Starting Check No 1
AccountNo = Currency USD | v | | Bank Name Ending Check No 5
Balance 0.00000 Active v/ Transic No | | Next Check No 1
Contact Next EFT/ACH No 0/ | CheckNo. Length 8
Search Address | Ener address to search Number of Checks 0|/ Create
— || EFT Formars
Address EP-MN-WN1A @ Enable MICR Printing
Bank Statement -
Backup Check Number Range
ACH/NACHA Payroll -
Starting Check No 0
@ ST. PAUL See  |MN ACHINACHA AR e
v R Ending Check No 0
Zip/Postal 55107-1419 Country |United States « || ACH/NACHA AR v
Number of Checks 1| | appy
Phone Fax Cleared Credit Card -
R Comments
Website www.yahoo.com P||| osmve Pay e
Emall | | 6L Accounts
1BAN
GL Account N Q
SWIFT
? ) 4 Edited Page 1] of1

5. Enter the Account No and then assign Currency for that bank account.
AccountNo 04521030 Currency= USD | ~

6. The Balance field will show the current balance for the selected back account. At this point, it will show zero as this is the new bank account
setup. This is a good way to track how much is the current bank account balance.

Balance: 0.00



12.

13.

14.

15.

16.

3.

. The Active checkbox is used to activate or deactivate the bank account. See How to Deactivate a Bank Account.

Active: o

. Enter EFT Information.

. Assign GL Account for the Bank Account. See How to Assign GL Account for Bank Accounts.
10.
11.

Generate Check Numbers for the bank account. See How to Generate Check Numbers.

If you would want MICR line printed in your checks, check the Enable MICR Printing checkbox in the Check Number Range panel. See How to
Configure and Show MICR line on checks.
Setup Back up Check Number Range. See How to Setup and Apply Backup Check Number Range

@ You may or may not setup this at this point but this comes in very handy when you have used up all the checks configured in the
Check Number Range panel as you will not anymore configure the check numbers. It just needs to click the Apply button and you will
have those checks configured automatically.

The Comments field is used to add any information related to the Bank Account. Use this field if you need to. This field allows maximum of 30
alphanumeric characters.

Click the Origin tab and enter the Checkbook ID. This is used to match the origin key field for the selected bank account. This accepts up to two
alphanumeric characters.

Click Save toolbar button to save the record.

Bank Accounts - US BANK NA A O X

New Save Search Delere Undo Bank CheckAudit Recondliation Register Close

Click Close toolbar button to close the screen.

Bank Accounts - US BANK NA ~ O x

New Save Search Delete Undo Bank CheckAudit Recondliation Register Close

. From Cash Management module click Bank Accounts.
. If this is the first record you are to create, it will open directly on new Bank Accounts screen where you can then add the bank account

information. Otherwise, it will open the Search Bank Accounts screen where existing bank accounts are displayed. Click the New toolbar
button to open the new Bank Accounts screen.

Bank Accounts
New Open Refresh Report -

Bank Accounts

gview  Q |Filer (F3) 7 record(s)

Bank Name Active Bank Account Holder GL Account Id GL Account Description

Chase Bank - Indiana v 10005-0000-000 Chase- Cash in Bank - Home office - Ad..
Three Rivers Federal Credit Union v 10004-0000-000 Three Rivers - Operating - Grain - Home
Chase Bank - Indiana v 10000-0000-000 Wells Fargo - Disbursement - Home offic.
Fifth Third v 10002-0000-000 Fifth Third - AG Operations - Home offic..
Commerce Bank v 10718-0000-000 Payroll Checking - Home office - Admin
PNC Bank Test Account Holder 10001-8001-002 Wells Fargo - Payroll-Boston Tech Hub-C.
Fifth Third Bank v 10718-0004-003 Payroll Checking - South Bend - Fertilizer

In the Bank Accounts screen > Bank Name field, select the Bank where the new bank account has been opened.

Bank Accounts - A0 x

New Save Search Deete Undo Bank CheckAudi Reconcliation Register Close l
Dmai | Aucit Log(0)
BankName 4 [“]! 6L Accounts
Aecount Holder | BankName TContac: | Address Zprpostal ¢ City StaterProvin| Country
P Midwes: America FCU JneDos 1234 MedicalPerkOrive 46825 FortWayne IN United States o
BC Bank Jore Smith €279 EStste Bl M5 FerWayne IN United Ststes
Balance
Contact Fifth Third Bark 122 N Brosdwey 4505 Lessnon O United States
Search Address | Three Rivers Federsl Credit Union  Anthony . 5600 Main Street M5 FerWayne IN United Ststes
Address Chase Benk- Indizna JonSmitn 531 CommerceWay 46204 Indianep.. N [EE——
Wels Fargo Indians StmveJones 1234 Msin Stnghg 2 ForWayne IN United Ststes =
el Seate Ensble MICR Princing 101
Zip/Poztal Courtry -
Backup Check Number Range
Phone Fax v &
I ) | SermB CheckNo 0
Ending Chack No
Email E : °
Number of Checks 1
Jean Appy
SwiFr Comments

Electronic Bank File Information

Formars Company D
Bank Stmt || Bank Name
ACH/NACHA v TrensitNo
Positive Pay || Next No o
T O 0 Ready Poge 1] oft
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4. Once Bank had been selected, other bank related fields are automatically filled in by information entered in the Banks screen for the selected

13.

14.

bank. The Transit No here is the Routing No entered in the selected Bank record.

Bank Accounts - Wells Fargo Indiana

New Save Search Delete Undo Bank CheckAudic Reconciliation Register

Details | Audit Log(0)

Account Holder GL Account | a
B Check Number Range

Balance 0.00| Active v

e S Starting Check No

Search Address | Enter addre:

1
Ending Check No 2

search
1
]

Address 1234 Main Sthghg 51| Nex CheckNo
Check No. Lengeh

Number of Checks o[ creare
Ciey Fort Weyne State [N Enable MICR Printing
Zp/osial 45835 Courtry | United States -

Backup Check Number Range
Phone. 800

Website 2| Starting Check No 0
Email || Encimg creckno o
IBAN T 7| Number of Checks 1| | Apply
SWIFT. Comments

Electronic Bank File Information

Formats

Bank Stmt ~

ACH/NACHA .

Positive Pay v
T ® 0 Edited Page 1ot

. Enter the Account No and then assign Currency for that bank account.

Account Mo = 0705170 Currency=| JsD |~

. The Balance field will show the current balance for the selected back account. At this point, it will show zero as this is the new bank account

setup. This is a good way to track how much is the current bank account balance.

Balance: 0.00

. The Active checkbox is used to activate or deactivate the bank account. See How to Deactivate a Bank Account.

Active: o

. Enter EFT Information.

. Assign GL Account for the Bank Account. See How to Assign GL Account for Bank Accounts.

. Generate Check Numbers for the bank account. See How to Generate Check Numbers.

. If you would want MICR line printed in your checks, check the Enable MICR Printing checkbox in the Check Number Range panel. See How to

Configure and Show MICR line on checks.

. Setup Back up Check Number Range. See How to Setup and Apply Backup Check Number Range

G} You may or may not setup this at this point but this comes in very handy when you have used up all the checks configured in the
Check Number Range panel as you will not anymore configure the check numbers. It just needs to click the Apply button and you will
have those checks configured automatically.

The Comments field is used to add any information related to the Bank Account. Use this field if you need to. This field allows maximum of 30
alphanumeric characters.

Click the Origin tab and enter the Checkbook ID. This is used to match the origin key field for the selected bank account. This accepts up to two
alphanumeric characters.

Bank Accounts - Fifth Third Bank

MNew Save Search Delete Undo Bank MICR CheckAudit Reconciligtion Register Close

Details Origin Audit Log (7)

Checkbook: 02

15. Click Save toolbar button to save the record.

Bank Accounts - Fifth Third Bank

New Save Search Delete Undo Bank MICR CheckAudit Reconciliation Register Close

16. Click Close toolbar button to close the screen.

Bank Accounts - Fifth Third Bank

New Save Search Delete Undo Bank MICR CheckAudit Reconciliation Register Close

1. From Cash Management module click Bank Accounts.
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2. If this is the first record you are to create, it will open directly on new Bank Accounts screen where you can then add the bank account
information. Otherwise, it will open the Search Bank Accounts screen where existing bank accounts are displayed. Click the New toolbar
button to open the new Bank Accounts screen.

Bank Accounts

New Open Refresh Export

BE Layout Q4 Fileer

10 record(s)

Bank Name Active GL Account Id

Chase Bank - Indiana v 10005-0000-000
Three Rivers Federal Credit Union v 10004-0000-000
Chase Bank - Indiana 4 10000-0000-D00
Fifth Third 10002-0000-000
Commerce Bank 4 10718-0000-000
PNC Bank v 10718-0004-100
Midwest America FCU v 10000-0007-000
Wells Fargo Indiana v 10000-0005-000
ABC Bank 4 10005-0101-000
EFG Bank v 10718-0004-003

. Inthe Bank Accounts screen > Bank Name field, select the Bank where the new
Bank Accounts -

bank account has been opened.
I 9

New Save Search Delete Undo Bank MICR CheckAudit Reconciliation Register Close

Detils

Audit Log (0)

Bark Name: || [~/ 6L Accounts
Account No: | Bank Name ["Contact | Address Zip/Postal C¢ City State/Provin| Country
Balance: ABC Bank 123-456-7... 00502 Aguada PR United States =
Contact: American Bank Yel Santos 00544 Holtsville  NY United States
Address: @ | Chase Bank - Indiana John Smith 5131 CommerceWay 46204 Ingiznapo... IN United States
Commerce Bank Keith Mor... 538 Lucy Lane 47274 Seymour  IN United States
Zip/Postal EFG Bank Keith Mar... Main Road 00544 Holsville  NY United States
Fifth Third BobSmith 720 East Dupont Roa 46825 FortWayne  IN United States =
State/Province: S
Number of Checks: 0| | Create
Phone: Fax:
Enable MICR Printing:
Website:  of
Ermail: = Backup Check Number Range
Electronic Bank File Information Starting Check No: | 4]
Formats Ending CheckNo: | 0
Campany ID:

- . Number of Checks: Appl
Bank Stme v | Bank Name: [ PRy
ACH/NACHA ~ ||| Transit No: Comments:

Positive Pay “ et e B

4. Once Bank had been selected, other bank related fields are automatically filled in by information entered in the Banks screen for the selected
bank. The Transit No here is the Routing No entered in the selected Bank record.

Bank Accounts - American Bank A~ O X

New Save Search Delete Undo Bank MICR CheckAudit Reconciliation

Register Close

Detils | AuditLog(0)

BankName: | American Bank v | GLAccounts
AccountNo: | Currency: [USD v | g1 pccount | -
Balance | 0.00 Acive: [
Contac: YelSantos Check Number Range
Address: Q Starting Check No: | 1
Ending CheckNo: | 2
Zip/Postal 00544 o Ciy: Holtsville Next Check Ne: | 1
Code:
Check No. Lengdh: | 8
State/Province: | NY Country: | United Scates ~
Number of Checks: | 0| create
Phone: 80826543 Fax
Enable MICR Printing;
Website: o
Email = Backup Check Number Range
Electronic Bank File Information | Starting CheckNo: | 0
Formats Ending CheckNo: | 0
Company ID:
ank Seme || Bark Neme. Number of Checks: | 1| Appiy

ACHINACHA > | [TransitNo: 071255468 ‘ Comments:

Positive Pay ~ 1| Next Ne: o
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5. Enter the Account No and then assign Currency for that bank account.

Account No: 06202016 Currency: |USD |~

6. The Balance field will show the current balance for the selected back account. At this point, it will show zero as this is the new bank account
setup. This is a good way to track how much is the current bank account balance.

Balance: 0.00



12.

13.

14.

15.

16.

. The Active checkbox is used to activate or deactivate the bank account. See How to Deactivate a Bank Account.

Active: o

. Enter EFT Information.

. Assign GL Account for the Bank Account. See How to Assign GL Account for Bank Accounts.
10.
11.

Generate Check Numbers for the bank account. See How to Generate Check Numbers.

If you would want MICR line printed in your checks, check the Enable MICR Printing checkbox in the Check Number Range panel. See How to
Configure and Show MICR line on checks.

Setup Back up Check Number Range. See How to Setup and Apply Backup Check Number Range

@ You may or may not setup this at this point but this comes in very handy when you have used up all the checks configured in the
Check Number Range panel as you will not anymore configure the check numbers. It just needs to click the Apply button and you will
have those checks configured automatically.

The Comments field is used to add any information related to the Bank Account. Use this field if you need to. This field allows maximum of 30
alphanumeric characters.
Click the Origin tab and enter the Checkbook ID. This is used to match the origin key field for the selected bank account. This accepts up to two
alphanumeric characters.

Bank Accounts - Fifth Third Bank

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

Details | Origin | Audit Log(7)

Checkbook: 02

Click Save toolbar button to save the record.
Bank Accounts - Fifth Third Bank

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

Click Close toolbar button to close the screen.
Bank Accounts - Fifth Third Bank

Mew Save Search Delete Undo Bank MICR Check Audit Reconciliation Register Close

. From Cash Management module click Bank Accounts.
. If this is the first record you are to create, it will open directly on new Bank Accounts screen where you can then add the bank account

information. Otherwise, it will open the Search Bank Accounts screen where existing bank accounts are displayed. Click the New toolbar
button to open the new Bank Accounts screen.
Bank Accounts

MNew Open Refresh Export ~ Close

B9 Layout q, ‘: t 8 record(s)

Bank Name Active GL Account Id

Chase Bank - Indiana ' 10005-0000-000
Three Rivers Federal Credit Union ' 10001-0004-000
Chase Bank - Indiana ' 10000-0000-000
Fifth Third ' 10002-0000-000
Commerce Bank 'l 10718-0000-000
PNC Bank 'l 10001-0003-000
Fifth Third Bank 'l 10001-0000-000
Wells Fargo Indiana 'l 10001 -0001-000
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In the Bank Accounts screen > Bank Name field, select the Bank where the new bank account has been opened.

Bank Accounts - = @
New Save Search Delete Undo Bank MICR CheckAudic Reconciiation Register Close -
Details | Audit Log (0)
Bank Name [~]| st Accounts
T Bank Name TContact | Address Zip/Postal Cq City State/Provin{ Country
Balance ABC Bank test railroad 00601 Adjuntas PR United States
Contact: Chase Bank - Indiana John'Smith 5131 Commerce Way 46204 Indianapo... IN United States
Address: @) Commerce Bank Keith Mor... 538 Lucy Lane 47274 Seymour  IN United States
Fifth Third BobSmith 720 East Dupent Roa 46825 FortWayne IN United States
Fiftn Third Bank 122 N Brozaway 45036 Lebanon  OH United states
ZiplPostal
PNC Bank Jane Smith 6279 E State Biv 48815 FortWayne IN United States
State/Province: | 1p,ree Rivers Federal Credit Union Anthony W... 5600 Main Street 46825 Fort Wayne N United States
Phone: Wells Fargo Indiana Steve jones 1234 Main St 46835 FortWayne IN United States
Website: &
Email: = Backup Check Number Range
Electronic Bank File Information Starting Check No: 0
Eormats Company 1D Ending Chack No: 0
Sk St ]| —— Number of Checks: 1| apply
ACHINACHA * ||| Transic No: Commens
Positive Pay ||| Next No 5

4. Once Bank had been selected, other bank related fields are automatically filled in by information entered in the Banks screen for the selected

13.

bank. The Transit No here is the Routing No entered in the selected Bank record.
Bank Accounts - ABC Bank A~ O X

New Save Search Delete Undo Bank MICR CheckAudic Reconciliation Register Close

Details Audit Log (0)
Bork Name: | [TEIERD [+] | 6L Accounts
Account No: Curreney: USD ¥ G| accouns: v
Balance: 0.00 | Active: v
Conact test | Check Number Range
Address: @ | railroad Starting Check No 1
Ending Check No 2
Zip/Postsl 00601 LlCry  [Adjuntes Next Check No: 1
Code
Check No. Lengih E
State/Province: | PR Country:  United States v
Number of Checks: 0| [ create
Phone: Fax:
Enable MICR Printing
Website: &
Ermall: = Backup Check Number Range
"Electronic Bank File Information Starting Check No: 0
Formats . Ending Check No 0
smpsny 1D
P || Beark Narme: Number of Checks: 1| [ apply
ACH/NACHA || [FransicNo: (321654087 | Commenss:
Positive Pay Blli== ST

. Enter the Account No and then assign Currency for that bank account.

Account Na: 828-6308-12 Currency: |USD |~

. The Balance field will show the current balance for the selected back account. At this point, it will show zero as this is the new bank account

setup. This is a good way to track how much is the current bank account balance.

Balance: 0.00

. The Active checkbox is used to activate or deactivate the bank account. See How to Deactivate a Bank Account.

Active: o

. Enter EFT Information.
. Assign GL Account for the Bank Account. See How to Assign GL Account for Bank Accounts.
. Generate Check Numbers for the bank account. See How to Generate Check Numbers.

If you would want MICR line printed in your checks, check the Enable MICR Printing checkbox in the Check Number Range panel. See How to
Configure and Show MICR line on checks.

. Setup Back up Check Number Range. See How to Setup and Apply Backup Check Number Range

@ You may or may not setup this at this point but this comes in very handy when you have used up all the checks configured in the
Check Number Range panel as you will not anymore configure the check numbers. It just needs to click the Apply button and you will
have those checks configured automatically.

The Comments field is used to add any information related to the Bank Account. Use this field if you need to. This field allows maximum of 30
alphanumeric characters.
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14. Click the Origin tab and enter the Checkbook ID. This is used to match the origin key field for the selected bank account. This accepts up to two
alphanumeric characters.

Bank Accounts - Fifth Third Bank

New Save Search Delete Undo Bank MICR CheckAudit Reconciligtion Register Close

Details Qrigin Audit Log (7)

Checkbook: 02

15. Click Save toolbar button to save the record.

Bank Accounts - Fifth Third Bank

MNew Save Search Delete Undo Bank MICR Check Audit Reconciliation Register Close

16. Click Close toolbar button to close the screen.
Bank Accounts - Fifth Third Bank

New Save Search Delete Undo Bank MICR CheckAudit Reconciliation Register Close

1. From Cash Management module click Bank Accounts.
2. If this is the first record you are to create, it will open directly on new Bank Accounts screen where you can then add the bank account
information. Otherwise, it will open the Search Bank Accounts screen where existing bank accounts are displayed. Click the New toolbar

button to open the new Bank Accounts screen.
Bank Accounts

New Open Refresh Expo

8 tayour  Q |Filter R 9 records
Bank Name Active GL Account Id
Chase Bank - Indiana v 10005-0000-000
Three Rivers Federal Credit Union v 10004-0000-000
Chase Bank - Indiana 10000-0000-000
Fifth Third v 10002-0000-000
Commerce Bank v 10718-0000-000
Wells Fargo Indiana v 10001-0000-000
BPI Bank v 10001-0001-000
3. In the Bank Accounts screen > Bank Name field, select the Bank where the new bank account has been opened.
Bank Accounts -

A~ O X8

Search,

New Save Search Delete Undo Bank MICR CheckAudit Reconciliation Register Close
Details

BankName:  [| [“]|| 6LAccounts
AccountNo. | BenkNeme [Contser | Address | ZpfPosta.. | Ciry | State/Pro... | Country
— Bank Automation 09151234.. Main Street 99950 Ketchikan  AK. United States
BPI Bank 895784  Main Road Ayala 00501 Holtsville  NY United States
Contact: Chase Bank - Indiana JohnSmith 5131 Commerce Way 48204 Indianap... IN United States
Address: )| commerce Bank Keith Mor... 538 Lucy Lane 47274 seymour N United States
Fifth Third BobSmith 720 East Dupont Roa 46825 FortWayne  IN United States
Fifth Third Bank 122 N Broadway 45036 Lebanon  OH United States
Zip/Postal Midwest America FCU JaneDoe 1234 Medical Park Drive 46825 FortWayne  IN United States
Code:

o0 PNC Bank Jane Smith 6279 E State Blv 48315 FortWayne  IN United States
State/Provine: | pp e ivers Federal Credit Union Anthony 5600 Main Street 46825 FortWayne IN United States
Phone: Wells Fargo Indiana SteveJones 1234 Main St 46835 FortWayne  IN United States
Website: ~ f Backup Check Number Range
Email: o= Starting Check No: 0

Electronic Bank File Information Ending Check No 0

Formats Company ID: Number of Checks: 1|| Apply
Bank Stmt ~ .
Bank Name Comments:
ACH/NACHA ¥ ||| Transit No:
Pasitive Pey 1| Wext No: N
@ @ O & Ready Page 1] of1




13.

14,

. Once Bank had been selected, other bank related fields are automatically filled in by information entered in the Banks screen for the selected

bank. The Transit No here is the Routing No entered in the selected Bank record.

Bank Accounts - Bank Automation

A0 x
New Save Search Delete Undo Bank MICR CheckAudit Reconciliation Register Close
Details
BankName: [Bank Automatior] [~] | 6L Accounts
Account No: Currency: |USD |~ | | ) Account: hd
Balance: 0.00 | Active: v
Contact: |0915123456 | check Number Range
© | Main St
Address: (| Viain Street Starting Check No: 1
Ending Check No: 2
Zip/Postal | Ciy: Ketchikan Next Check No: 1
Number of Checks: 0| | create
State/Province: | AK Country:  United States ~
Enable MICR Printing:
Phone: 835425 Fax: 1223
Website: | www.yahoo.com Backup Check Number Range
Email: [ email@yahoo.com Starting Check No o
" Electronic Bank File Information Ending Check No: 0
Formats Company ID: Number of Checks: Apply
Bank Stme ~ ||| Bank Name: Comments:
ACH/NACHA ¥ | TransitNo: 321654 ‘
Positive Pay v Neehe | o
@ © H Edied Page 1) of1

. Enter the Account No and then assign Currency for that bank account.

N

Account No: 253624530656 Currency: |USD |~

%

. The Balance field will show the current balance for the selected back account. At this point, it will show zero as this is the new bank account

setup. This is a good way to track how much is the current bank account balance.

Balance: 15150007

. The Active checkbox is used to activate or deactivate the bank account. See How to Deactivate a Bank Account.

Active: v

. Enter EFT Information.

. Assign GL Account for the Bank Account. See How to Assign GL Account for Bank Accounts.

. Generate Check Numbers for the bank account. See How to Generate Check Numbers.

. If you would want MICR line printed in your checks, check the Enable MICR Printing checkbox in the Check Number Range panel. See How to

Configure and Show MICR line on checks.

. Setup Back up Check Number Range. See How to Setup and Apply Backup Check Number Range

(D You may or may not setup this at this point but this comes in very handy when you have used up all the checks configured in the
Check Number Range panel as you will not anymore configure the check numbers. It just needs to click the Apply button and you will
have those checks configured automatically.

The Comments field is used to add any information related to the Bank Account. Use this field if you need to. This field allows maximum of 30
alphanumeric characters.

Click the Origin tab and enter the Checkbook ID. This is used to match the origin key field for the selected bank account. This accepts up to two
alphanumeric characters.

Bank Accounts - Fifth Third Bank

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

Details | Origin

Checkbook: lo1

15. Click Save toolbar button to save the record.

Bank Accounts - Fifth Third Bank

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

16. Click Close toolbar button to close the screen.

Bank Accounts - Fifth Third Bank

Mew Save Search Delete Undo Bank MICR Check Audit Reconciliation Register Close

1. From Cash Management module click Bank Accounts.
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2.

If this is the first record you are to create, it will open directly on new Bank Accounts screen where you can then add the bank account
information. Otherwise, it will open the Search Bank Accounts screen where existing bank accounts are displayed. Click the New toolbar
button to open the new Bank Accounts screen.

Bank Accounts
1 &3
|
ew View Refresh  Close
Elayout- T 7 records
Checkbook. Bank Name GLAccount Id
SIS BANK OF WACHOVIA
B0 Bank of Windsor
G CROSSROADS WABASH
Bl o NATIONAL CITY BANK
B av Australian Bank Account
Bl s Australian Bank Account
B r Sample Bank

In the Bank Accounts screen > Bank Name field, select the Bank where the new bank account has been opened.

£ Bank Accounts E=IE

8w Q=W Ak 2 &s g < E

New Save Search Delete Undo  Bank  MICR CheckAudit Reconciliation Register Close

Details Origin
Bank Name: || [ ot accounts
ACCoLnT No: Bank Name Contact  Address Zip/Postal.. City State/Pro..  Country
Balance: ABC Bank James Bro.. 4242 Flagstaff Cove 46815 Fort Wayne 1IN United States.
. Australian Bank Account
e BANK OF WACHOVIA
Address: (B Bankof windsor
CROSSROADS-WABASH
NATIONAL CITY BANK
Zip/Postal Code: | Old National Bank Dan 6815 FortWayne 1IN United States
StatefProvince: | SamPle Bank
Phone: Fax: Enable MICR Printing: [
Webste: @
Backup Check tumber Range
Email: [iE}
Starting Check No: 0
Electronic Bank File Information
Ending Check No: 0
Formats Company ID: Number of Checks: Apply
Bank Stmt: Q| || Bank Name:
= Comments:
ACH/NACHA: x| || Transit No:
Positive Pay: U | || NextNo: 0
@ | Ready Page 1 of1

. Once Bank had been selected, other bank related fields are automatically filled in by information entered in the Banks screen for the selected

bank. The Transit No here is the Routing No entered in the selected Bank record.

3 Bank Accounts =1
== » L ” =
% w O 5 W)k X & 1w @
New Save Search Delete Undo Bank MICR  Check Audit Recenciliation Register Close
Details | Origin
Bank Name: ABC Bank ¥ | GLAccounts
Account No: cumency: [USD | | o nccoune: -
Balance: 0.000000 | Active:
Contact: James Brown Chack Number Range
. 8| | 4242 Flagstaff Col
Address: B o e Starting Check No: 1
Ending Check No: 2
Zip/Postal Code: 46815 v | City: Fort Wayne Mext Check No: 1
StatefProvince: | IN Country: | United States v | Number of Checks: Cets
Phone: (123)555-8964 Fax: (123)222-5879 Enable MICR Printing: (]
Website: D | www.irely.
- irely.com Backup Check Number Range
Email: 1| info@iRely.com
Starting Check No: 0
Electronic Bank File Information
Ending Check No: o
foma Company ID: Number of Checks: Apply
Bark Stmt: A || Bank Name:
Comments:
Positive Pay: X || Next No: 0
@ O )| Edited Page 1] ef1

. Enter the Account No and then assign Currency for that bank account.

Account No: 1500326210 Currency: (USD |»

. The Balance field will show the current balance for the selected back account. At this point, it will show zero as this is the new bank account

setup. This is a good way to track how much is the current bank account balance.

Balance: 0.000000

. The Active checkbox is used to activate or deactivate the bank account. See How to Deactivate a Bank Account.

Active:

. Enter EFT Information.
. Assign GL Account for the Bank Account. See How to Assign GL Account for Bank Accounts.
. Generate Check Numbers for the bank account. See How to Generate Check Numbers.

If you would want MICR line printed in your checks, check the Enable MICR Printing checkbox in the Check Number Range panel. See How to
Configure and Show MICR line on checks.

. Setup Back up Check Number Range. See How to Setup and Apply Backup Check Number Range

®
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You may or may not setup this at this point but this comes in very handy when you have used up all the checks configured in the
Check Number Range panel as you will not anymore configure the check numbers. It just needs to click the Apply button and you will
have those checks configured automatically.

13. The Comments field is used to add any information related to the Bank Account. Use this field if you need to. This field allows maximum of 30
alphanumeric characters.

14. Click the Origin tab and enter the Checkbook ID. This is used to match the origin key field for the selected bank account. This accepts up to two
alphanumeric characters.

{5 Bank Accounts RIEIE

o & Q 5 ¥ il &2 & ¢y A

New Save Search Delsts  Undo Bank MICR  Check Audit Reconciliation Register Close

Details || Origin

| Checkbook: 08 |

15. Click Save toolbar button to save the record.
£} Bank Accounts BI=IES

ol = ) 52 Q y |3

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

16. Click Close toolbar button to close the screen.
% Bank Accounts RIEIES

o o K = ) Wk Sz E ¢ |ICA

New Save  Search Delste  Undo Bank MICR  Check Audit Reconciliation Register | Close

1. From Cash Management module > Maintenance folder > double-click Bank Accounts.

2. If this is the first record you are to create, it will open directly on new Bank Accounts screen where you can then add the bank account
information. Otherwise, it will open the Search Bank Accounts screen where existing bank accounts are displayed. Click the New toolbar
button to open the new Bank Accounts screen.
| Search Bank Accounts |(=]E3

s o &3

Mew |OpenSelected Refresh  Close

\? 4records
eckbool ank Name ccoun
Checkbook Bank N GL A t1d
2
i ABC Bank 106040-00
) =
a5 ABC Bank 106040-10
an -
[ 140 Bank 106040-30
B o7 Test Bank 106040-20

3. Inthe Bank Accounts screen > Bank Name field, select the Bank where the new bank account has been opened.
|t Bank Accounts E(=1IES

ow G B2 & e

New Save Search Delete  Undo Bank MICR  Check Audit Reconciiaton Register  Close

Details || Crigin

| Bank Name: ~ | GL Accounts
Account N * | 4records
Baknce: Bank Mame Contact Address Zip/Postal Code City StatefProvince Country
Contact: | 1® Bank kaye colins 1234 main st. second drive 00604 Aguadila PR United States
ABC Bank James Brown 4242 Flagstaff Cove 46815 Fort Wayne bivl United States
Address:
New Bank

Test Bank Anne Way 123 Main St. Star Avenue 00610 Anasco PR United States



4.

13.

14.

Once Bank had been selected, other bank related fields are automatically filled in by information entered in the Banks screen for the selected
bank. The Transit No here is the Routing No entered in the selected Bank record.
|al| Bank Accounts z|=|[x
l S ’. ‘-’f_‘ it
o w 5 W ik 52 & ty

New Save Search Delete Undo Bank MICR  Check Audit Reconcliation Register Close

Details | Origin

Bank Mame: ABC Bank] > | | GL Accounts
Account No: Currency: |(USD |v 6L Account: -
Balance: 0.00 | Active:
Contact: James Brown Chedk Mumber Range
- 5 /i
Address: E| 4242 Flagstaff Cove Starting Check No: 1]
Ending Check Mo: 0
Zip/Postal Code: 46815 v | City: Fort Wayne MNext Check No: 0
State/Province: M Country: |United States ~ || Number of Checks: 1|| Create
Phone: (123)555-8964 Fax: (123)222-5879 Enable MICR Printing: [
Website: @ www.irely.com
Backup Check Number Range
Ermail: (i info@iRely.com
- Starting Check No: 0
EFT Information
Ending Check Mo: 0
Bank Stmt Format: v
MNumber of Checks: 1| Apply
EFT/ACH File Format: v
Next EFT/ACH No: 0 || Transic Mo: | BO0S126751B Comments:
EFT/ACH Company ID:
EFT Bank Name:
@ 0 )| Edited Page |1 of 1 =

. Enter the Account No and then assign Currency for that bank account.

Account Mo: 1500326210 Currency: USD |w

. The Balance field will show the current balance for the selected back account. At this point, it will show zero as this is the new bank account

setup. This is a good way to track how much is the current bank account balance.

Balance: 0.0o

. The Active checkbox is used to activate or deactivate the bank account. See How to Deactivate a Bank Account.

Active:

. Enter EFT Information.

. Assign GL Account for the Bank Account. See How to Assign GL Account for Bank Accounts.
. Generate Check Numbers for the bank account. See How to Generate Check Numbers.

. If you would want MICR line printed in your checks, check the Enable MICR Printing checkbox in the Check Number Range panel. See How to

Configure and Show MICR line on checks.

. Setup Back up Check Number Range. See How to Setup and Apply Backup Check Number Range

G) You may or may not setup this at this point but this comes in very handy when you have used up all the checks configured in the
Check Number Range panel as you will not anymore configure the check numbers. It just needs to click the Apply button and you will
have those checks configured automatically.

The Comments field is used to add any information related to the Bank Account. Use this field if you need to. This field allows maximum of 30
alphanumeric characters.

Click the Origin tab and enter the Checkbook ID. This is used to match the origin key field for the selected bank account. This accepts up to two

alphanumeric characters.
i J Bank Accounts

" . i
= Y . ~
& = » LUy O BT NG
New Save Search Delete Unaoo Bank MICR CF

Details Cirigin

Checkbook: 08



https://help.irelyserver.com/display/DOC/How+to+Deactivate+a+Bank+Account
https://help.irelyserver.com/display/DOC/How+to+Assign+GL+Account+for+Bank+Accounts
https://help.irelyserver.com/display/DOC/How+to+Generate+Check+Numbers
https://help.irelyserver.com/display/DOC/How+to+Configure+and+Show+MICR+line+on+checks
https://help.irelyserver.com/display/DOC/How+to+Configure+and+Show+MICR+line+on+checks

15. Click Save toolbar button to save the record.

| Bank Accounts

Save |Search Delete  Undo Bank MICR.  Check Audit Reconcliation Register Close

16. Click Close toolbar button to close the screen.

[ Bank Accounts

e R e

e Save Search Delete  Undo Bank MICR  Check Audit Reconcliation Register | Close
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