How to Post Bank Deposit

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 Sawve 5Search Refresh Delete Undo Additional ~  Archived Reports  APlKey 25

Entity User General Messages Activities (0) | Attachments (D) Audit Log (9) Qrigin

Detail | UserRoles | External Module | Registered Computers | Login History

Username *|irelyadmin

User Role ADMIN v Add Photo
Security Policy | Default User Policy v

User Options

Maximum Crigin Screens Allowed 3

| Administrator User

v Only Allow User to Post Transactions they created

Disable User Store Manager

The following will guide you on how to post a bank deposit.

1. Open the bank deposit you want to post.

Bank Deposit - BDEP-98

New Save Search Delete Undo Print Post Duplicate Info PostPreview Undeposited Recurring Close

Detais | Audit Log (1)
Bank Account + 02531030 ~ | Balance 54,50 | Currency = USD  Record No | BDEP-98
Date 12/27/2017 [ Payor: | Google Q| Amount 6,500.00000
Location * 0001 - Fort Wayne ~ | Short GL Account Q, Short Amount 0.00000
Description Test Deposic Recur
X Remove Report B8 View | Filter (F3) 22
Date GL Account® Description Record No Payment Method | Card Type Name Amount
127272017 76000-0002-004 Contract Sales Gain/Less - Indianapolis - Petro £,500.00000
Total $6,500.00
? @ O [ Ready Fage 1 of1

2. Post the transaction. There are 2 ways to post a bank deposit.
a. On Bank Deposit screen, click Post toolbar button.
Bank Deposit - BDEP-98

New 5Save Search Delete Undo Print Post Duplicate Info PostPreview Undeposited Recurring Close

b. On Bank Deposit screen, click Post Preview toolbar button to open Recap Transaction screen. Click Post toolbar button.

Post Preview Transaction

Post Close



3. The bank deposit is posted. These changes are then automatically applied to the bank deposit.

Bank Deposit - BDEP-98
New Search Print Unpost Duplicate Info  Unpast Preview Recurring  Close
Detzils | AuditLog(2)
Bank Account +| 02531030 Balance 6,554.50 |Currency * USD Record No | BDEP-92
Date 12/27/2017 Payor: | Google Amount 6,500.00000
Location +{0001 - Fort Wayne Short GL Account Shert Amount 0.00000
Description | Test Deposic Recur
Report Fileer (F3) el
Date GL Account™ Description Record No Payment Method | Card Type HName Amount
12272017 76000-0002-004 Contract Sales Gair/Loss - Indianapalis - Petro £,500.00000
Total $6,500.00
? Q B Posted ( Page 1) of1

. 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 bank deposit.
. The entire screen is disabled preventing the user from changing anything to the posted transaction.
4. The bank deposit transaction is then recorded to the following areas in i21.
a. Inthe GL Account Detail. You may open any account used from the bank deposit, then select the bank deposit 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 bank deposit are shown.

o0 o

GL Account Det 1206116

t Search Transaction Dete

Currency [USD Date Range

Description | CM Smoke GL Account-CM Smoke -CM Smoke Test
From Date: |12/1/2017 0 ToDate |12/31/2017 El

BVew Filer (F:

Source System | Batch Nunger | Record No Entiry Transaction Description | Beginning Balance Desit Credit Ending

T2z a0 TeseDegast 2% esom )

GL Transaction Detail
Close

Details

QOpen Report  H3View |[Filter (F3)

Account ID Record No

Batch Number Description

Date

122772017 BATCH.S125 c soEros 000

122772017 BATCH.S125 141521206115 €M Smoke GL Account-CM Smoke -CM...  BDEP-98 550000 000

000
Beginning Balance 5450
Net Change 650000/
Ending Balance 655450
Budger 000
Variznce 655450
Budget Code <

? == Page 1] ort

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.

it Unpost Duplcate Info UnpostPreview

550000000

Short GL Account 000000

RecorsNo | Payment Vetros | Cord Type Name smount

| M Smoke GLAcsounc CM Smoke Cl Smake Tezz  Currency USD | Dacefange -

12172017 5 ToDate 12312017 5
Due Source Sytem | Baten Numoer | Record No ency Transacion Description | Begnning saence. Dese st | ending
v v woe sz poeess TestDepost ses0 50000 0%

650000 000




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

Bank Accounts - Fifth Third Bank

New Save Search Delete Undo Bank CheckAudit Recondliation Register Close

Detsils | Audit Log (1)

Bank Name *| Fifth Third Bank Electronic Bank File Information Check Number Range

‘Account Holder Company ID Starting Check No 1
AccountNe 0 Currenay<|UsD Bank Name Ending Check No 2
[Botorce 655450000 Joctve [ Transit No Next Check No 1
Contact I B Next EFT/ACH No 0 Check No. Length 8
Search Address | Enter address to search Number of Checks 2| Create

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

Print Reconciliation ExportToExcel Close

Details

Bank Account | 02531020 ~ | Bank Name | Fifch Third Bank Balance 6,554.50000
Report | Filrer (F3) 34
Check Date| Location Number Record No PayeeorPayor | OpeningBalance Paymen:t | Deposic | EndingBalance | Clear | Clear Date | Transaction Type Memo
10/30/2.. BTFR-10-WD 0.00 9550 -95.50 Bank Transfer... testsmoke 4.
10/30/2.. 0001 - Fort Wayne BDEP-73 8550 100.00 450 Bank Deposit
10/30/2.. 0001 - Fort Wayne BETRN-48 430 100.00 9550 Bank Transact.. Test Payment
10/30/2.. 0001 - Fort Wayne BETRN-49 9550 150.00 5450 Bank Transact.. Test Deposit
12/27/2.. 0001 - Fort Wayne EDEP98 Google 5450 6,500.00 6,554.50 Bank Deposit Test Deposit

7 @& O B4 Ready

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

Bank Recan:

onclle Print Search Clear Range Import

Details | Attachments (0)

Bank Account StatementDate  Bank Name GIL Account GlL Balance Bank & G/L Balance Difference

02531030 « (12272017 |5 [Ffen Third Bank 655450000, 000000

2 Payments and Debits 3 Deposits and Credits

@ Clesr Al [ Undear Al + Add Report 88 View | Ficer (F3) 50 || @ CearAl [JUndesrdl + Add Report BBView | Fiter (F3)

Clear | Date~ | RecoraNo | Number Payee Descripion | TransacionType | Payment | | Clear |Date~ | RecordNo | Number Payor Descripton | Transacton Type Deposic
103000... ErRNAS TestPayment  BankTransacion 10000 105020.. BTRNA TestDeposit  BankTransaction 15000
103020.. ETER10WD testsmoke 4/ .. BankTranster W. 9550 105020.. oERT Bank Deposic 10000

12027720.. BDER.98 Google TestDeposit  BankDeposit 50000
0 Payments Cleared 000000 0 Deposis Cleared 000000
Prior Reconcilation Ending Balance Cleared Payments + Cleared Deposits - Ending Balance Per Reconclation
000000 000000 000000/ 000000/
Bank Statement Ending Balance Undleared Payments + Uncleared Deposits Bank Accouns Balance Difference
0 19550000 6,750.00000 6,54.50000 000000
? 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

Mew Save 5Search Refresh Delete Undo Additional ~

Archived Reports APl Key 2-59

Entity | User | General Messages | Activities (0)  Attachments{0) = Audit Log (9] Qrigin

Detail | UserRoles | External Module | Registered Computers | Login History
Username * irelyadmin

User Role ADMIN w Add Photo
Security Policy

* Default User Policy
User Options

Maximum Crigin Screens Allowed 3

| Administrator User

|w| Only Allow User to Post Transactions they created

Disable User Store Manager

The following will guide you on how to post a bank deposit.

1. Open the bank deposit you want to post.

Bank Deposit - BDEP-157

New Save Search Delete Undo Print Post Dupl

te Info  PostPreview

Undeposited Recurring  Close
Dewils | Audit Log (1)
Bank Account = 001122 + | Balance 0.00| Currency # USD Record No | BDEP-157
Date 71562017 Payori |NYK Q| Amount 4500.00
Location 0001 - For Wayne ~ | Shert GL Accaun: ~ | Short Amoun: 0.00
Description Deposit Test Recur
X Remove 8 View  Fiker (F3) 4
Date GL Account™ Description Record No Name Amount
7i512017 17000-0001-006 Ending Inventory - Fort Wayne - Gas 4,500.00
Total: $4,500.00
7 & U 4 Ready Page 1] of1

2. Post the transaction. There are 2 ways to post a bank deposit.
a. On Bank Deposit screen, click Post toolbar button.
Bank Deposit - BDEP-157

New Save Search Delete Undo Print Post Duplicate Info PostPreview Undeposited Recurring Close

Post Preview Transaction

b. On Bank Deposit screen, click Post Preview toolbar button to open Recap Transaction screen. Click Post toolbar button.

Past Close



3. The bank deposit is posted. These changes are then automatically applied to the bank deposit.
Bank Deposit - BDEP-157

New Search Print Unpost Duplicate Info  Unpost Preview Recurring  Close

Details | Audit Log (2)
— e TN
Date 7 Payor: | NYK Amount 4,500.00
Location +[0001 - Fort Wayne Short GL Account Short Amount 0.00
Description Deposit Test Recur
Filter (F3) 52
Date GL Account™ Description Record No Name Amount
7i5/2017  17000-0001-006 Ending Inventary - Fort Wayne - Gas 450000
Tatsl: §4,500.00
? & O 54 Posed / 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 bank deposit.

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

4. The bank deposit transaction is then recorded to the following areas in i21.

a. Inthe GL Account Detail. You may open any account used from the bank deposit, then select the bank deposit 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 bank deposit are shown.

GL Account Detail - 10718-0004-003

Print Search Transaction Detail journal Report = Close

[Detais |
Account Id: 10718-0004-003 Description | Payroll Checking - South Bend - Fertilizer Currency | USD Date Range v
Account gffoup: | Cash Accounts Opening Bzlance 0.00| From Date: | 7/1/2017 [ ToDat= 73172017 B
Qogfn B8 view Filzer (F3) b
ate Source System | Bawch Num¥er | Record No Entity Transaction Description | Beginning Balance Debit Credit Ending
7/512017 BDEP BATCH-2203 BDEP-157 irelyadmin Deposit Test 0.00 4,500.00 0.00

GL Transaction Detail ~ 0O X

Close
Details
QoOpen BAView | Filer(F3) b
Date Batch Number Account ID Description Record No Debit Credit
7/512017 BATCH-2203 10718-0004-003 Payroll Checking - South Bend - Fertilizer  BDEP-157 4,500.00 0.00
J 7/512017 BATCH-2203 17000-0001-006 Ending Inventory - Fort Wayne - Gas BDEP-157 0.00 4,500.00 >
0.00
4,500.00
0.00
‘ »
4500.00
?
? 0 B4 Ready Page 1) of1

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.

Bank Deposit - BDEP-157

New Search Print Unpost  Duplicate Info  Unpost Preview Recurring  Close

e [
Dewats | AudiLog @)
Posied
Bank Accouns 001122 P T asmaneumeney us> | recnae [goprs7
v
Daze e Amount 450000
v
Short GL Account Short Amount 000
v
Recur
Fiker ()
e |GLacoun® | Descrpoon Recorato | Neme amauns
v

71572017 17000-0001-006  Ending Inventory - Fort Wayne - Gas 450000
GL Account Detail - 10718-0004-003

Print Search Transaction Detail Journal Report - Close

Detaits

AccounId: 10718-0004-003 Description | Payroll Checking - South Bend - Fersiizer Currency |USD | Date Range v
Account Group: | Cash Accounts Opening Balance. 0.00| From Date: |7/1/2017 (9| To Date | 7/3112017 ]

Qopen BView | Fiker (F3)

owe [ soucesyse | soentimoer | necaravo | ey Torsacion Desrpton | segning e e o
Commn mw ewoum  saw repaamin P om o o
‘ ,
430000 ox

ring saarce w0000

Budget I 000/

Voronce 450000

SudgerCose .

? @ Q B Ready page 1 of1



b. Bank Accounts screen > Balance field for the selected bank account will be updated with the Bank Deposit amount. That same

amount matches that of the posted Bank Deposit > Balance field.
Bank Accounts - Midwest America FCU

New Sawe Search Delete Undo Bank CheckAudit Reconcliation Register Close

Details Audit Log (2)

Bank Name  *|Midwest America FCU

GL Accounts
Account Helder GL Account = 10718-0004-003
Account Na %/ (001122 Currency = [J5D
T 7 Check Number Range
Balance 4,500.00 |Ac:ive v

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

4,500.00

Bank Account Register
Print  Reconci Export To Excel Close
Details
Bank Account | 001122 | Bank Name | Midwest America FCU Balance
Filter (F3)
Check Date | Location Number Record No Payes or Fayor Peyment | Deposit Balance Clesr | Clear Date
7/5/2017 0001 - Fort Wa. BDEP-157 NYE 4,500.00 4,500.00 Bank Deposit
7 @ U Ready

Transaction Type | Memo

T

Deposi..

d. Bank Deposit is recorded in the Bank Reconciliation > Deposits and Credits panel for the Bank Account used. Bank

Account Balance field matches that of the posted Bank Deposit > Balance field.

Bank Reco:

fle Print Search ClearRange Import

Detalls | Attzcnments (0)
Bank Account StatementDate  Bank Name GIL Account G/l Balance
001122 v||7r5r2017 | E| | Micwest America FCU 10718-0004-003 4,500.00
0 Payments and Debits 1 Deposits and Credits
ClearAll [] ClearNone + Add BRView  Filter (F3) 22 ClearAll [] ClearNone + Add 83 View  Filter (F3)
Clear | Date Number Pajee Description TransactionType | Faymer | Clesr | Date Number | Payor Description Transaction Type
Q 74502017 NYK DepositTest  Bank Deposit
0 Payments Cleared 0.00 0 Deposits Cleared
Prior Reconciliztion Ending Balance Cleared Payments B Cleared Deposits = Ending Balance Per Reconciliation
0.00 0.00 0.00
Bank Statement Ending Balence Uncleared Paymerts B Uncleared Deposits Difference
o 0.00 4,500.00
? @ O 4 Ready

Bank & G/L Balance Difference

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 .

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



® 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 Search Refresh Delete Undo Additonal ~

Archived Reports  APIKey E

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 Origin Screens Allowed 3

Allow User o only Post Transactions they created

v Administraror User
Disable User

User cannot change password

User must change password on next login

The following will guide you on how to post a bank deposit.

1. Open the bank deposit you want to post.

Bank Deposit - BDEP-13

New Save Search Delete Undo

Print Post Duplicate Info Recap Undeposted Close

[Detais | Audit Log (1)

Bank Account: Iumuaau ~ | Balance: 0.00| Currency: |USD| ~ | Record No: | BDEP-13

Date: 6/30/2016 [ Payor: Joe Ag ~ | Amount: | 15,800.00

Location: [ 001 - Fart Wayne «| Short GL Account: v Short Amount: | 0.00

Description: | Description

X Remove B8 Llayout Q | Filte F3) b4
Date GL Account Description Record No Name Amount
6/30/2016 17000-0004-003  Ending Inventory 15,800.00

Total $15,300
@G O &= Saved Page | 1 oft

2. Post the transaction. There are 2 ways to post a bank deposit.
a. On Bank Deposit screen, click Post toolbar button.
Bank Deposit - BDEP-13

Mew Save Search Delete Undo Print Post Duplicate Info Recap Undeposited Close

b. On Bank Deposit screen, click Recap toolbar button to open Recap Transaction screen. Click Post toolbar button.
Recap Transaction

Post Close



Bank Deposit - BDEP-13

3. The bank deposit is posted. These changes are then automatically applied to the bank deposit.

New Search

Print Unpost Duplicate Info Recap

Details | Audit Log (2)

Bank Account: | 0

Balance: | 15,300_00' Currency: Iusj

Record No: | BDEP-13
Date: 6/ Payor: | Jos Ag Amount: I 15,800.00
Location: I 0001 - Fort Wayne Short GL Account: Short Amount: I 0.00
Description: | Description
a’
Date GL Account Description Record No Name Amount
6/30/2016 17000-0004-003 Ending Inventary 15,800.00

Total: $15,800
@ 8 0 1 Posted /

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 bank deposit.

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

4. The bank deposit transaction is then recorded to the following areas in i21.

a. Inthe GL Account Detail. You may open any account used from the bank deposit, then select the bank deposit 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 bank deposit are shown.

GL Account Detail - 10718-0004-003

Print Search Transaction Detail Journal Export

Close

Details

Account Id 10718-0004-003 Description: Payrell Checking

Currency: |USD Date Range: ~
Account Gfoup: | Cash Accounts Opening Balance: 0.00 | From Date: |6/1/2016 To Date: 6/30/2016
Q. og 88 Layout  Q |Filter

te Source System | Batch NurNger | Record No Transaction Description Debit Credit Deit Units Credit Units | Audit Record

-
€/30/2016  BDEP BATCH-969 BDEP-13 Payroll Checking 15,800.00

0.00

0.0000 0.0000
‘GL Transaction Detail

Close
Details
Q Open 88 Layout Q |[F
Date Batch Number Account 1D Description Record No Debit Credit
6/30/2016 BATCH-269 10718-0004-003 Payroll Checking BDEP-13 15,800.00 0.00
N 6/30/2016 BATCH-963 17000-0004-003 Ending Inventory BDEP-13 0.00 15,800.00
4 »
—— Read:
® 8 0 =089 Y H fey

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.

Primt Unpost Duplicate Info  Recap

Details | Audit Log(2)

Bank Account: | 05112680 Balance: | ,800.00 [Currency: [usp | Record No: | gpep-13
Date: .

Payor: |joe ag

Amount: | 15,800.00
Location, Short GL Account: snort Amounc: | 0.00
Description: | pe
Q [Fie
| Date GL Account Description Record No Name Amount
| 63072016 17000.0004003  Ending Inventory 15,800.00
GL Account Detail - 10718-0004-003 A~ 0O x
Print Search Transaction Detail Journal Bxport Close
Decails
Account Id 10718-0004-003 Description: Payroll Checking. Currency: Usp Date Range:
Account Group: | Cash Accounts Opening Balance: 0.00| From Date: |6/1/2016 = ToDate: 6/30/2016 =
Q open B Layowt Q |Fiis F3
Daie Source System | Batch Number | Record Na Transaction Description Denit Creaic Denit Units Credituniis | Audit Record
| s302006  BDER BATCH95S  BDEP13 Payroll Checking 15.800.00 oo o000 00000 E
“ »
1530000 000 00000 0.0000
Ending Balance: | 15,800.00
@ © 9 B reany Page | 1] ot




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

Bank Accounts - EFG Bank

Mew 5Save Search Delete Undo Bank MICR Check Audit Reconciliation Register Close

Details Check Layout Audit Log (4)

Bank Name: | EFG Bank GL Accounts

Account No: |3r51 12680 Currency: |U5D -

Balance: | 15,800.00 l&::ive: ~

GL Account: | 10718-0004-003 -

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

Bank Account Register

Print Reconciliation ExportTo Excel Close

Details

Bank Account | 08112680 | Bank Name: | EFG Bank Balance: | 15,800.00
s =
Q [Fifter Records (3]
Check Date | Number Record No Payee or Payor Payment Deposit Balance Clear | ClearDate | Transaction Type Memo
6/30/2016 BDEP-13 Joe Ag 15,800.00 15,800.00 Bank Deposit Descriptio...

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

Bank Recon n P=1
Reconcile Print Search Clear Range Imj
Details | Attachments (0)
Bank Account: Statement Date:  Bank Name: G/L Account: G/L Balance: Bank & G/L Balance Difference:
08112680 ~ | &/30/2016 |0 |EFG Bank 15,800.00 0.00
0 Payments and Debits 1 Deposits and Credits
[ ClearAll [] ClearNone + Add 88 Layour Q |Fife [ Clear All [ Clear None + Add 83 Layout Q. | Filter Records (F3)
Clear | Date Number Payee Transaction Type Payment Clear | Date Number Payor Transaction Type Deposit
Q 6/30/2016 JoeAg Bank Deposit 15,800.00
0 Payments Cleared: 0.00 0 Deposits Cleared: | 0.00
Prior Reconciliation Ending Balance - Cleared Payments + Cleared Deposits = Ending Balance Per Reconciliation
| 000/ | 000] | o.00] | 0.00
Bank Statement Ending Balance - Uncleared Payments + Uncleared Deposits : Bank Account Balance Difference
| 0 | 0.00 I 15,800.00 15,800.00 I 0.00
@ © O 4 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 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

Tite: Add Photo

Contact Method:

Department:

User Options

Maziimum Mumber of Origin Screens Allowed 3

Allow User o only Post Transactions they created

v Administraror User
Disable User

User cannot change password

User must change password on next login

The following will guide you on how to post a bank deposit.



1. Open the bank deposit you want to post.

Bank Deposit - BDEP-59 A 0O %X

New Save Search Delete Undo Print Post Duplicate Info Recap Undeposited Close

Details | AuditLog{1)
Bank Account: | 113322 ~ | Balance: -1,062.54| Currency: |USD ~  Record No: |BDEP-59
Date: 04/26/2016 Payor: | ABC Trucking ~ | Amount: 6,000.00
Location: 0001 - Fort Wayne ~ | Short GL Account: ~ | Short Amount: 0.00
Description: | ABC test
X Remove BS Layout  Q  Filter
Date GL Account Description Record No Name Amount
04/26/20.. 400000001004  Sales < Add New > 5,000.00
04/26/20.. 420000000000  Interestincome < Add New > 1,000.00
Select a GL Accou < Add New >
Total $6,000
@ © O B Ready Page 1 af1

2. Post the transaction. There are 2 ways to post a bank deposit.
a. On Bank Deposit screen, click Post toolbar button.

Bank Deposit - BDEP-50

New Save Search Delete Undo Print Post Duplicate Info Recap Undeposited Close

b. On Bank Deposit screen, click Recap toolbar button to open Recap Transaction screen. Click Post toolbar button.
Recap Transaction

Post Close

3. The bank deposit is posted. These changes are then automatically applied to the bank deposit.
Bank Deposit - BDEP-59

New Search Print Unpost Duplicate Info Recap

Detsils | AuditLog(2)

Bank Account: | 113322 Cur-rency: USD | Record No: |BDEP-59

Date: 04/26/2016 Payor: | ABC Trucking . Amount: 6,000.00
Location: 0001 - Fort Wayne Short GL Account: Short Amount: 0.00

Description: | ABC test

Date GL Account Description Record No Name Amount

04/26/20.. 400000001004  Sales < Add New > 5,000.00

04/26/20.. 420000000-000  Interestincome < Add New > 1,000.00
Total 36,000

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 bank deposit.

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

4. The bank deposit transaction is then recorded to the following areas in i21.

a. Inthe GL Account Detail. You may open any account used from the bank deposit, then select the bank deposit 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 bank deposit are shown.



GL Account Detail - 10001-0001-000

Print Search Transaction Detail Journal Export = Close

Details
Account Id [f G Transaction detail .
Account Grow =
Details
Q, open B Layout Q |F 3]
Date Batch Number Account ID Description Record No Debit. Credit
04/26/2016 BATCH-515 10001-0001-000 Wells Fargo - Payroll BDEP-59 6,000.00 0.00
04/26/2016 BATCH-515 42000-0000-000 Interest Income BDEP-59 0.00 1,000.00
04/26/2016 BATCH-515 40000-0001-004 Sales BDEP-59 0.00 53,000.00
3
Q B Ready
BATCH-515  BDEP-53 Wells Fargo - Payroll 600000 0.00 0.0000 00000 -
5
7,515.20 2,577.74 0.0000 0.0000
Ending Balance: 4937.46
@ B Ready Page 1) of1

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 Duplicate Info  Recap

Details | Augit Log(2)

Bank Account: | 113322 Balance: Currervty usD Record No: | BDEP-59

Date: 042672016 | Payor: |ABC Trucking Amount 6,000.00
Location: 0001 - Fort Wayne Short GL Account: Short Amount: 0.00

Description: | ABC test

a [
e count scription cord No ame mourt
o. GLAc o= Record N e A

| ouzez0. 00000001004  Sales < Add New> 500000

ezt ncorms < Add New> 900,
O426720.. 420000000000  Inserestl A 100000

Print Search TransactionDetal journal Export +  Close

Deraits

Account Id: 42000-0000-000 Description: Interest Income Date Range: -
Account Group: | Other Income Gpening Balance: 223.00| fromDate: 04012016 || ToDate: (043012016 E

Qopen B Llayowr  Q |Filte

Dace Sourca System)| Batch Number | Record No Transaction Description Debic Cracic Debic Unics Cradic Units | Audic Record | UON
| oanacoie  eoep BATCH47E  BOEPSO Interezt Incsme 00 1500 00000 0.0000 l
4| oansnois  soE BATCHSIS  BOEPSS Interest Income 000 1.000.00 0.0000 0.0000 ]
‘. v
000 101500 00000 00000

Ending Balance is different from posted amount

since the GL Account has a -223 opening balance Ending Balance:

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

Bank Accounts - Wells Fargo Indiana

New Save Search Delete Undo Bank MICR CheckAudit Reconciliation Register Close

Details Audit Log (2)

Bank Name: Wells Fargo Indiana GL Accounts
AccountNo:  [113322 Currency: (USD [~ | G| Account: 10001-0001-000 v
Balance: 4,937.46 |Active: "

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

Bank Account Register

Print  Reconciliation Export ToExcel  Close

[+] Bank Name: | Wells Fargo Indiana Bolance: 4,937.46 ”
Q. |[Fier Records (F3)
Check Date Number Record No Payee or Payar Payment Deposit Balance Clear | Clear Date Transaction Type Memo
04/13/2076 BDEP-50 1,515.20 1515.20 Bank Deposit
04/13/2076 00000001 PCHK-47 Jacob B Cesta 2467.74 -952.54 Paycheck
04/13/2076 MCHK17 100.00 -1,052.54 Misc Checks
04/15/2016 00000002 MCHK-18 10.00 -1,062.54 v 04/21/2016 Misc Checks

04/26/2016 BDEP-53 ABC Trucking 6,000.00 453745 Bank Deposit ABC test




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

Bank Recon

on

A 0O X
Reconcile  Print  Search Import - Close
Details = Attachments (0}
Bank Account StatementDate:  Bank Name: G/L Account: GIL Balance Bank & G/L Balance Difference:
113322 v | 04/26/2016 @ ‘\'VEHS Fargo Indiana ‘ 10001-0001-000 4937.46 0.00
2 Payments and Debits 2 Deposits and Credits
Clear All [ Clear None  + Add B8 Layout Q. |[Filter Clear All [ Clear None  + Add 83 Layout Q |Filt
Clear | Date Number Payee Transaction Type | Payme Clear | Date Number Payor Transaction Type | Depos
Q 04/13/201... 00000D0OT Jacob B Costa Paycheck 246 Q 04/13/201 Bank Deposit 1,51
Q 0413201 Misc Checks 100.. Q 04/26/201 ABC Trucking Bank Deposit 6,00.
“ I 5
0 Payments Cleared: 0.00 0 Deposits Cleared: 0.00
Prior Recondiliation 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 2,567.74 7,515.20 4,937.46 | 10.00
[ ) [ 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

Mew Save Search Refresh Delete Undo Additonal = Archived Reports APIKey E
Entity | User | Comments (0} = Attachments{0) = Custom Audit Log (3)
Detail | UserRoles | External Module | Registered Computers

Username: irelya

Tidle: Add Photg

Contact Method: -
Department:

User Options

Maximum Number of Origin Screens Allowed 3

Allow User to only Post Transactions they created

v Administraror User
Disable User

User cannot change password

User must change password on next login

The following will guide you on how to post a bank deposit.



1. Open the bank deposit you want to post.
Bank Deposit - BDEP-1

New Save Search Delete Undo Print Post Duplicate Info Recap Undeposited Close

Details

Bank Account: | 253624539656 ~ | Balance: 0.00 Currency: |USD | v | Record No: | BDEP-1

Date: 01/28/2016 | Payor: OPIS Index ~ | Amount: 4,900.00

Location: 0001 - Fort Wayne ~ | Short GL Account: ~ | Short Amount: 0.00

Description: | Deposit

% Remove 53 Layout Q |File x
Date GL Account Description Record No Name Amount
01/28/20.. 10003-0000-000  Fifth Third - Petro Operation 4,500.00
01/28/20.. 42000-0000-000  Interestincome 400.00

Select a GL Accou.
Total: 54,900
@ @ U K saved Page 1 of1

2. Post the transaction. There are 2 ways to post a bank deposit.
a. On Bank Deposit screen, click Post toolbar button.
Bank Deposit - BDEP-1

MNew Save Search Delet