How to Add Undeposited Fund

Undeposited Payments are payments received from customers awaiting deposit. These payments received are from Origin and the actual deposit is to be

done on i21. It is through i21 Bank Deposit where undeposited payments can be added. Follow the steps below on how to add undeposited payments to
Bank Deposit.

1.
2.

4.

From Cash Management module click Bank Deposits.

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

Bank Deposits ~ B8 x

New Open Refresh Excel PDF Tex CSV Close

Bank Deposits

88 View Q| Filter (F3) 83 record(s)
Record No Date: Payor Amount Posted
BDEP-1 8/10/2016 40.00 v e
BDEP-2 1272017 82458 v
BDEP-3 121232016 2342300
BDEP4 1232017 30274
BDEP-S 17232017 30274 v
BDEP-6 1/26/2017 13341.10 v
BDEP-7 173172017 667540 v
BDEP-8 20222017 10000

. In the Bank Account field, click the dropdown combo box button to open the combo box list and select the bank account you want to make a

deposit to.

Bank Account = 02531030 bl

Make sure that the bank account you want to make a deposit to had been added in the Bank Accounts screen. If not, see How to Add
new Bank Account to guide you on how to add it.

Fill in Bank Deposit header information.
Bank Deposit -

MNew Save Search Delete Undo Print Post Info PostPreview Undeposited Recurring Close

Detzils | AuditLog (0)

Bank Account =| 02531030 ~ | Balance 54,50 Currency # USD Record No | Created on Save

Date 12/27/2017 [ Payor: |Google Q. Amount 0.00000
Location = 0001 - Fort Wayne v | Short GL Account Q| Short Amount 0.00000
Description | Undeposited Test Recur

a. The Balance field will show the current balance for the selected back account. This is a good way to track how much is the current bank
account balance.

b. The Currency field by default will show the Currency setup from the selected Bank Account.

c. The Record No field will only be filled with the deposit transaction number as soon as the Bank Deposit is saved. This will be based in

the Starting Numbers setup from the Starting Numbers screen > Bank Deposit. That screen can be opened from System Manager >
Starting Numbers.

Starting Numbers A X
Save Close

Details
Modules Starting Numbers
a ~ Report H3View  Fiker(F3) b
Accounts Payable Transaction Type Prefix Number Use Location Preview
Accounts Receivable Bank Deposit BDEP- 95 EDEP-9%
Card Fueiing Bank Withdrawsl BWD- 3 BWD-3
T Bank Transfer BTFR- 13 BTFR-13
Contract Management Bank Transaction BTRN- 55 BTRN-55
Credic Card Recan Mise Checks MeRIC o MCHK-10

Bank Stmt Import BSI- 15 BSI-15

Energy Trac

Entity Management
Fixed Assets
General Ledger
Help Desk
Inventory

Logistics

7 @ O & Ready

This number will also be used to track the transaction later on.

d. The Date field by default will show today's date. Change this date as you feel necessary.

e. Select Payor from the combo box list or add it on the fly. The Payor field is used to enter the name of an individual or company who
pays in the form of deposit. Can be a customer or can be a memo for what the Receipt of cash is for. Click the dropdown combo box

button to bring down the combo box list. This list will show all customers added in the Accounts Receivable module along with contacts
added on the fly.

f. Enter a description for the Bank Deposit in the Description field.
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5. Click Undeposited toolbar button. Add Undeposited Payments screen will appear listing payments that uses Undeposited Funds account from
origin and i21.

Bank Deposit - BDEP-99

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

Details | Audit Log (0) |
Bank Aceount + 02531030  Balsnee| 5450| Currency </ USD | Record No |BDEP.0O
Date 1272712017 [ Payor: | Google [ Q| Amount 0.00000
Location = 0001 - Fort Wayne v Short GLAccoun: | W Q| short Amaunt 0.00000
Descripticf RERTRRRS Payments O x
X Remo R g
Datef
Details
[ SelectAll [J ClearAll Report 88 View | Filcer (F3) 27 record(s) 52 X Clear AllFilters
X |Location v Equals | 0001 - Fort Wayne v
Date Neme RecordNo | Paymen:Metn| Cord Type | Batch Id Amount | Location Enterea €
91212017 Apple Spice Sales s136 Cash 95000 0001-Fort.. Georg.. *
/142017 The Andersons s371 600 0001-Fort.. Georg
/182017 CedricNoble RCV79 CreditCard  MasterCard  BATCH4711 8000 0007-Fort.. IRELY..
9192017 CedricNoble Rev-et CreditCard  MasterCard  BATCH4730 215528 0001-Fort.. IRELY.
12017 CedricNoble Rev-E2 CreditCard  MasterCard  BATCH47S7 222991 0001-Fort.. IRELY. [
) /142017 The Andersons sam2 Check 16000 0007-Fort.. RELY..
- /142017 The Andersons s373 800 0001-Fort.. RELY.. —
1211802017 ABC Trucking RCvSs CreditCard  ViSA BATCH.5125 864 0001-Fort.. RELY..
122702017 ABC Trucking RCV-S6 casn BATCH.5129 625 0001-Fort.. RELY..
? @ O Ready

6. The Record No field will then show the deposit transaction number assigned for this transaction since upon click in Undeposited toolbar button,
Bank deposit will then be saved.

Bank Deposit - BDEP-99

MNew Save Search Delete Undo Print Post Duplicate Info  Post Preview Undeposited Recurring Close

E Audit Log (0)

Bank Account = 02531020 ~ | Balance 54,50 Currency = USD Record No |BDEP-99

Date 12/27/2017 [E Payor: | Google Q.| Amount 0.00000
Location + 0001 - Fort Wayne ~ | Short GL Account Q.| Short Amount 0.00000
Description Undeposited Test Recur

7. Select payment awaiting deposits and click OK button. Selected payments will then appear on the grid.

Bank Deposit - BDEP-99

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

Toemis | AuditLog(0)
Bank Account = 02531030 | Balance 54.50| Currency =[UsD | Record No | BDEP-99
Date 12/27/2017 | Payors | Google Q| Amount 0.00000
B} Add Undeposited Payments 0O X e
Bl ok concel
L =m
bunt
SelectAll [ ClearAll Report  B§ View | Filter (F3) 27 record(s) (1 selected) 52 X Clear All Filters
% |Location ~ | [Equals ~ | 0001 - Fort Wayne ~
Date Name RecordNo | PaymencMeth| CordType | Batchld Amount | Location Enered
9/1412007 The Andersons SI-371 6.00 0001-Fort.. Georg.. -
ensnoy Cedric Nosle RCV-7S CreditCard  MasterCard  BATCH4711 £80.00 0001-Forc.. IRELY..
81912017 Cedric Noble RCv-31 CreditCard  MasterCard  BATCH4730 215528 0001-Forc.. IRELY..
9/2112017 Cedric Noble RCV-32 Credit Card MasterCard BATCH-4757 222991 0001-Fort IRELY ...
9/14/2017 The Andersons SI-372 Check 160.00 0001 - Fort IRELY ...
9142017 The Andersons SI-373 8.00 0001-Fort.. IRELY.. ooe
7 € 12182017 ABC Trucking RCV-95 CreditCard  VISA BATCH.S128 864 0001-Fort.. IRELY..
= . e e Trucking RCV-96 casn BATCH.5129 625 ooo1-Fore.. RELY.. [T
Totel Amount Selected: 6.25
)

8. Click Save toolbar button to save the bank deposit.
Bank Deposit - BDEP-99

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

1 If the transaction is to be posted right away, you may skip saving it. Instead, click Post toolbar button and it will save and post the transaction.
See How to Post Bank Deposit.

9. Click Close toolbar button to close the screen.
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Bank Deposit - BDEP-99

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

Undeposited Payments are payments received from customers awaiting deposit. These payments received are from Origin and the actual deposit is to be
done on i21. It is through i21 Bank Deposit where undeposited payments can be added. Follow the steps below on how to add undeposited payments to
Bank Deposit.

1. From Cash Management module click Bank Deposits.
2. Ifthis is the first record you are to create, it will open directly on new Bank Deposit screen where you can then add the transaction. Otherwise, it

will open the Search Bank Deposits screen where existing bank deposits are displayed. Click the New toolbar button to open the new Bank
Deposit screen.

Bank Deposits
New Open Refresh Report ~

Bank Deposits

BBview  Q |Fileer (F3) 33 record(s) (1 selected)

Record No Date Payor Amount Posted
BDEP-1 8/10/2016 40.00 v
BDEP2 w2017 62438 v
BDEP3 1212372016 23.423.00

BDER 232017 30274

Eo%Ps 1232017 20274 v
E0EPs 12612017 1324100 v

3. Inthe Bank Account field, click the dropdown combo box button to open the combo box list and select the bank account you want to make a
deposit to.

Bank Account +| 253624539656 v

1 Make sure that the bank account you want to make a deposit to had been added in the Bank Accounts screen. If not, see How to Add
new Bank Account to guide you on how to add it.

4. Fill in Bank Deposit header information.
Bank Deposit -

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

Details Audit Log {0)

Bank Account * 253624530656 ~ | Balance -55,683.27 | Currency * USD Record No | Creared on Save

Date 7122017 Payor: | Brown Brother Farms - test Q Amount 0.00000
Location = 0001 - Fort Wayne v | Short GL Account ~ | Shert Amount 0.00000
Description Undeposited Test Recur

a. The Balance field will show the current balance for the selected back account. This is a good way to track how much is the current bank
account balance.

b. The Currency field by default will show the Currency setup from the selected Bank Account.

c. The Record No field will only be filled with the deposit transaction number as soon as the Bank Deposit is saved. This will be based in
the Starting Numbers setup from the Starting Numbers screen > Bank Deposit. That screen can be opened from System Manager >
Starting Numbers.

Starting Numbers A X
Save Close
Detais
Modules Starting Numbers
Al ~ | BEView |Filter (F3) b
Accounts Payable Transaction Type Prefix Number Use Location Preview
Accouns Receivable & Module: Cash Management
Bank Deposit 8DEP- ES 8DEP-33
Card Fueling ank Depast
e — Bank Witndrawal BWD- 3 BWD3
Bank Transfer BTFR- 4 BTFR4
Contract Manzgement
Credit Card Recon Bank Transaction BTRN- 32 BTRN-32
Misc Checks MCHK- 2 MCHK-2
Energy Trac
Bank Stmcimport  BSI- 5 85115

Entity Management
Fixed Assets
General Ledger
Grain

Help Desk
Inventory

6

@ O & Ready

This number will also be used to track the transaction later on.

d. The Date field by default will show today's date. Change this date as you feel necessary.

e. Select Payor from the combo box list or add it on the fly. The Payor field is used to enter the name of an individual or company who
pays in the form of deposit. Can be a customer or can be a memo for what the Receipt of cash is for. Click the dropdown combo box
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button to bring down the combo box list. This list will show all customers added in the Accounts Receivable module along with contacts
added on the fly.

f. Enter a description for the Bank Deposit in the Description field.

5. Click Undeposited toolbar button. Add Undeposited Payments screen will appear listing payments that uses Undeposited Funds account from
origin and i21.

Bank Deposit - BDEP-33

New Save Search Delete Undo Print Post te Info PostPreview Undeposited Recuming Close
Detalls | Audit Log (0)
Bank Account +| 253624530656 ~ | Balance [/ 55083.27] Currency +/usD | Record No [DEP38
Date 711212017 Payor: | Brown Brother Farms - test @ Amount 0.00000
Location #0001 - Fort Wayne ~ | Short GL Accou ~ | Short Amount 0.00000
Descripion | Undeposited Test Recur
Add Undeposited Payments =Y <
unt
oK Cancel
Details
Seiect Al (] Clear Al Filter 14 record(s) Location 0001 -ForcWayne | v
Date Name Record No Amount | Location Entered By
12152015 City of Fort Wayne ROV 52547 0001 -FortWayne  GeorgeMO..
662017 Apple Spice Sales Rovss 1470000 0001 -FortWayne  IRELY ADMIN
&r62017 Apple Spice Sales RCV-60 5000 0001 -FortWayne  IRELY ADMIN
61612017 Apple Spice Sales ROV61 4600000 0001 -FortWayne  IRELY ADMIN
61612017 Apple Spice Sales ROV63 260580 0001-FortWayne  IRELY ADMIN 0.0
6182017 Apple Spice Sales ROV-66 1940132 0001 -Fortwayne  IRELY ADMIN
i s19/2017 JoeAg ROV-67 9370000 0001 -FortWayne  IRELY ADMIN —
62172017 AppleSpice Sales Rev-68 50000 0001-ForcWayne  IRELY ADMIN
IM2M01T Apple Spice Sales ROv-68 6000 0001 -FortWayne  IRELY ADMIN
7 O

6. The Record No field will then show the deposit transaction number assigned for this transaction since upon click in Undeposited toolbar button,
Bank deposit will then be saved.

Bank Deposit - BDEP-38

Mew 5ave Search Delete Undo Print Post Duplicate Info PostPreview Undeposited Recurring Close

E Audit Log (0)
Bank Account = 253524330656 w | Balance -55,083.27 | Currency = |JSD Record No |BDEP-38
Date TN2207 | Payor:  Brown Brother Farms - test Q.| Amount 0.00000
Location = 0001 - Fort Wayne ~ | Short GL Account ~ | Short Amount 0.00000
Descriptian Undeposited Test Recur

7. Select payment awaiting deposits and click OK button. Selected payments will then appear on the grid.

Bank Deposit -

New Save Search Delete Undo Princ Pest Duplicate Info PostPreview Undepasiied Recurring Close

Details | AuditLog (0)
Sank Account = 253624539656 + | Balance -55983.27| Currency < UsD | RecordNe | BDEP-38
Date 7/12/2017 || Payori | Brown Brother Farms - test Q| Amount 0.00000
Log o
De|
OK Cancel B
X "
Details
@ Select All [ Clear All Filter 14 record(s) (1 selected)  Location 0001 - ForcWayre | v
Date Name Record No Amount Locatian Entered By
/612017 Apple Spice Sales RCV-SE 1470000 0001 - Fort Wayne RECrsDMN
6/6/2017 Apple Spice Sales RCV-60 50.00 0001 - Fort Wayne IRELY ADMIN
6/6/2017 Apple Spice Sales RCV-61 46,000.00 0001 - Fort Wayne IRELY ADMIN
616/2017 Apple Spice Sales Reve3 260580 0001-FortWayne  IRELYADMIN
6/8/2017 Apple Spice Sales RCV-66 1540132 0001 - Fort Wayne IRELY ADMIN
6/9/2017 Joe Ag RCV-67 93,700.00 0001 - Fort Wayne IRELY ADMIN
62172017 Apple Spice Sales RCV-68 500.00 0001 - Fort Wayne IRELY ADMIN °
2| | 72017 Apple Spice Sales ROV-53 £0.00 0001 - Fort Wayne IRELY ADMIN '
Total Amount Selected: 60.00
7 @ O Ready

8. Click Save toolbar button to save the bank deposit.
Bank Deposit - BEDEP-38

Mew 5ave 5earch Delete Undo Print Post Duplicate Info PostPreview Undepasited Recurring Close



1 If the transaction is to be posted right away, you may skip saving it. Instead, click Post toolbar button and it will save and post the transaction.
See How to Post Bank Deposit.

9. Click Close toolbar button to close the screen.

Bank Deposit - BEDEP-38

Mew 5ave 5earch Delete Undo Print Post Duplicate Info PostPreview Undeposited Recurring Close

Undeposited Payments are payments received from customers awaiting deposit. These payments received are from Origin and the actual deposit is to be
done on i21. Itis through i21 Bank Deposit where undeposited payments can be added. Follow the steps below on how to add undeposited payments to
Bank Deposit.

1. From Cash Management module click Bank Deposits.

2. If this is the first record you are to create, it will open directly on new Bank Deposit screen where you can then add the transaction. Otherwise, it
will open the Search Bank Deposits screen where existing bank deposits are displayed. Click the New toolbar button to open the new Bank

Deposit screen.

Bank Deposits

New Open Refresh Export Close

88 Layout Q| Filter Records (F3

1 record(s)
Record No Date Payor Amaount Posted

BDEP-1 8/4/2016 150.00

3. Inthe Bank Account field, click the dropdown combo box button to open the combo box list and select the bank account you want to make a
deposit to.

Bank Account | 12152015 -

1 Make sure that the bank account you want to make a deposit to had been added in the Bank Accounts screen. If not, see How to Add
new Bank Account to guide you on how to add it.

4. Fill in Bank Deposit header information.

Bank Deposit -

Mew Save 5Search Delete Undo Print Post Duplicate Info Recap Undeposited Close

Details Audit Log (0)

Bank Account: |121520‘\5 ~  Balance: 1,535.31 | Currency: |USD| v | Record No: | Created on Save
Date: 8/4/2016 [F | Payor: | Cintas ~ | Amount: | 0.00
Location: | 0001 - Fort Wayne ~ | Short GL Account: ~ | Short Amount: | 0.00

Description: | undeposited test

a. The Balance field will show the current balance for the selected back account. This is a good way to track how much is the current bank
account balance.

b. The Currency field by default will show the Currency setup from the selected Bank Account.

c. The Record No field will only be filled with the deposit transaction number as soon as the Bank Deposit is saved. This will be based in
the Starting Numbers setup from the Starting Numbers screen > Bank Deposit. That screen can be opened from System Manager >
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Starting Numbers.

Starting Numbers

el

Details

Modules Starting Numbers

Al = | Transaction Type | Prefix Number | Uselocation | Preview
Accounts Payable BankDeposit  BDEP- 3 s
Accounts Receivable Bank Withdrawal  BWD- 1 EWp1
Card Fueling BankTrensfer  BIFR- B J—
Cash Management Bank Transaction  BTRN- 14 J—
Contract Management Misc Checks MCHK- 1 MCHK1
Credit Card Recon Bank Stmt Import BSI- 1 Bsi1

Entity Management
General Ledger
Grain

Help Desk
Inventory

Logistics

Manufacturing

e
Lo

) 0 4 Ready

This number will also be used to track the transaction later on.

d. The Date field by default will show today's date. Change this date as you feel necessary.

e. Select Payor from the combo box list or add it on the fly. The Payor field is used to enter the name of an individual or company who
pays in the form of deposit. Can be a customer or can be a memo for what the Receipt of cash is for. Click the dropdown combo box

button to bring down the combo box list. This list will show all customers added in the Accounts Receivable module along with contacts
added on the fly.

f. Enter a description for the Bank Deposit in the Description field.

5. Click Undeposited toolbar button. Add Undeposited Payments screen will appear listing payments that uses Undeposited Funds account from
origin and i21.
Bank Deposit - BDEP-3 A~ 0O X
New Save Search Delete Undo Print Post Duplicate Info Recap Undeposited Close
Details | Audit Log (1) /
Bank Account: [ 12152015 - | Balance: | 157421 Currency: |Usp| ~ | Record No: |gDEP3
Date: 8/412016 Payor: | Cintas / d ~ | Amount: | 0.00
Location: | 0001 - Fore Wayne  Short GL Agdlnt: v ShortAmouns: | 0.00
Description: | undepesited test r
Add Undeposited Payments
0K Cancel
A select Al [] Clear Al Fileer: Location: 0001 - Fort Wayne ~
Date Name Record No Amount Location Entered By
412212018 Joe Ag RCV-10 300.00 0001 - Fort Wayne IRELY ADM.
6

. The Record No field will then show the deposit transaction number assigned for this transaction since upon click in Undeposited toolbar button,
Bank deposit will then be saved.

Bank Deposit - BDEP-3

Mew Save 5earch Delete Undo Print Post Duplicate  Info

Recap Undeposited Close

m Audit Log (1)

Bank Account: |12152015 v | Balance: 1,535.31 | Currency: |USD| ~  Record Mo: |BDEP-3

Date: 8472016 [F Payor: | Cintas v | Amount: I 300.00
Location: I 0001 - Fort Wayne ~ | Short GL Account: v | Short Amount: I 0.00
Description: | undeposited test

7. Select payment awaiting deposits and click OK button. Selected payments will then appear on the grid.



Bank Deposit - BDEP-3

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

Details | AuditLog (3)

EankA((uun:l121520]5 v | Balance: 1,535.31 Currency: |USD| v | Record No: | BDEP-3
Date: 8/42016  [E| Payer: Cintas o] Amount | 0.00
Location: IUOO‘\—FunWayne ~ | Short GL Account: ~ | Short Amaount: I 0.00

Description:  undeposited test

% Remove B9 Layout Q. |Filter Records (F3) b34
Date GL Account Description Record No Name Amount
8/4/2016  29000-0000-000 Freight Payable 0.00

Add Undeposited Payments

OK Cancel

Details

Select All [] Clear All  Filter: Location: 0001 - Fort Wayne ~
Date Name Record No Amount | Location Entered By
v 42212016 Jos= Ag RCV-10 300.00 0001-FortWayne  IRELY ADM...

8. Click Save toolbar button to save the bank deposit.

Bank Deposit - BDEP-3

Mew Sawve 5earch Delete Undo Print Post Duplicate Info Recap Undeposited Close

1 If the transaction is to be posted right away, you may skip saving it. Instead, click Post toolbar button and it will save and post the transaction.
See How to Post Bank Deposit.

9. Click Close toolbar button to close the screen.

Bank Deposit - BDEP-3

Mew Sawve 5earch Delete Undo Print Post Duplicate Info Recap Undeposited Close

Undeposited Payments are payments received from customers awaiting deposit. These payments received are from Origin and the actual deposit is to be
done on i21. It is through i21 Bank Deposit where undeposited payments can be added. Follow the steps below on how to add undeposited payments to
Bank Deposit.

1. From Cash Management module click Bank Deposits.

2. If this is the first record you are to create, it will open directly on new Bank Deposit screen where you can then add the transaction. Otherwise, it
will open the Search Bank Deposits screen where existing bank deposits are displayed. Click the New toolbar button to open the new Bank
Deposit screen.

Bank Deposits
New Open Refresh Export- Close

9 Layour Q| Filter ds (F3) 2 record(s)
Record No Date Payor Amount Posted
BDEP-1 03/09/2016 Swire shipping 5,595.00 v
BDEP-2 0412112016 0.00

3. Inthe Bank Account field, click the dropdown combo box button to open the combo box list and select the bank account you want to make a
deposit to.

Bank Account: |GE215422 ~

1 Make sure that the bank account you want to make a deposit to had been added in the Bank Accounts screen. If not, see How to Add
new Bank Account to guide you on how to add it.
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4. Fill in Bank Deposit header information.
Bank Deposit -

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

Details | Audit Log (0)

Bank Account: | 68215422 ~  Balance: 4,892.00| Currency: |USD | v | Record No: | Created on Save
Date: 04/27/2016 |E| Payor: | Techtronix v | Amount: 0.00
Location: 0001 - Fort Wayne ~ | Short GL Account: ~ | Short Amount: 0.00

Description: | undeposited test

a. The Balance field will show the current balance for the selected back account. This is a good way to track how much is the current bank
account balance.

b. The Currency field by default will show the Currency setup from the selected Bank Account.

c. The Record No field will only be filled with the deposit transaction number as soon as the Bank Deposit is saved. This will be based in
the Starting Numbers setup from the Starting Numbers screen > Bank Deposit. That screen can be opened from System Manager >
Starting Numbers.

Starting Numbers A X ‘
OK Cancel

Deais |
Modules Starting Numbers
Al + || Transaction Type | Prefix Number Use Location | Preview
Accounts Payable Bank Deposit BDEP- 4 BDEP4
Accounts Receivable Bank Withdrawal ~ BWD- 1 BWD-1
Card Fueling Benk Transfer  BTFR- 1 BTFR-1
Cash Management Bank Transaction  BTRN- 5 BTANS
Contract Management Misc Checks MCHK- 1 MCHK-1
Entity Management Bank Stmt Import BSI- 1 BSI-1

General Ledger
Grain

Help Desk
Inventory
Logistics
Manufacturing
Notes Receivable

Patronage

@ @ O 4 Ready

This number will also be used to track the transaction later on.

d. The Date field by default will show today's date. Change this date as you feel necessary.

e. Select Payor from the combo box list or add it on the fly. The Payor field is used to enter the name of an individual or company who
pays in the form of deposit. Can be a customer or can be a memo for what the Receipt of cash is for. Click the dropdown combo box
button to bring down the combo box list. This list will show all customers added in the Accounts Receivable module along with contacts
added on the fly.

f. Enter a description for the Bank Deposit in the Description field.

5. Click Undeposited toolbar button. Add Undeposited Payments screen will appear listing payments that uses Undeposited Funds account from
origin and i21.
Bank Deposit - BDEP-4

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

Details Audit Log (1)

Bank Account: 68215422 v | Balance: 4,:3_.0[)1 Currency: |USD ~ Record No: | BDEP-4

Date: 04/27/2016 Payor: | Techtronix / r ~ | Amount: 0.00
Location: 0001 - Fort Wayne ~ | Short GL Agfotnt v | Short Ameunt: 0.00
Description: | undeposited test 4

Add Undeposited Payments

OK Cancel
Details
Select All [] Clear All  Filter: Location: 0001 - Fort Wayne ~
Date Mame Record No Amount Location Entered By
12/29/2015 Brown Brother Farms RCV-T 1,250.00 0001-FortWayne  Steve Palm
12/29/2015 Brown Brother Farms RCV-8 10,000.00 0001 - Fort Wayne Steve Palm
04/19/2016 Apple Spice Sales RCV-& 500.00 0001-FortWayne  IRELY ADM.

6. The Record No field will then show the deposit transaction number assigned for this transaction since upon click in Undeposited toolbar button,
Bank deposit will then be saved.



Bank Deposit - BDEP-4

New 5Sawve 5Search Delete Undo Print Post Duplicate Info Recap Undeposited Close

m Audit Log (1)

Bank Account: | G68215422 w | Balance: 4.892.00 | Currency: |USD | ~ | Record No: | BDEP-4

Date: 04/27/2016 |[E| Payor: | Techtronix v | Amount: 0.00
Location: 0001 - Fort Wayne ~ | Short GL Account: v | Short Amount 0.00
Description: | undeposited test

7. Select payment awaiting deposits and click OK button. Selected payments will then appear on the grid.

Bank Deposit - BDEP-4

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

Details AuditLog (1)

Bank Account: | 68215422 w | Balance: 4,892.00 | Currency: |USD|~ | Record No: | BDEP-4
Date: 04/27/2016 |[@| Payor: | Techtronix ~ | Amount: 0.00
Location: 0001 - Fort Wayne v | Short GL Account: ~ | Short Amount: 0.00

Description: | undeposited test

Add Undeposited Payments

OK Cancel
Details
[ Select Al [] Clear all - Fileer: Location: 0001 - Fort Wayne v
Date Name Record No Amount Location Entered By
12/29/2015 Brown Brother Farms RCW-7 1,250.00 0001 - Fort Wayne  Steve Palm
12/29/2015 Brown Brother Farms RCV-8 10,000.00 0001 -FortWayne  Steve Palm
v 04192016 Apple Spice Sales RCV-9 500.00 0001-FortWayne  IRELY ADM...

8. Click Save toolbar button to save the bank deposit.

Bank Deposit - BDEP-4

Mew Save 5earch Delete Undo Print Post Duplicate Info Recap Undeposited Close

1 If the transaction is to be posted right away, you may skip saving it. Instead, click Post toolbar button and it will save and post the transaction.
See How to Post Bank Deposit.

9. Click Close toolbar button to close the screen.

Bank Deposit - BDEP-4

Mew Save 5earch Delete Undo Print Post Duplicate Info Recap Undeposited Close

Undeposited Payments are payments received from customers awaiting deposit. These payments received are from Origin and the actual deposit is to be
done on i21. It is through i21 Bank Deposit where undeposited payments can be added. Follow the steps below on how to add undeposited payments to
Bank Deposit.

1. From Cash Management module click Bank Deposits.

2. If this is the first record you are to create, it will open directly on new Bank Deposit screen where you can then add the transaction. Otherwise, it
will open the Search Bank Deposits screen where existing bank deposits are displayed. Click the New toolbar button to open the new Bank
Deposit screen.

Bank Depaosits

New Open Refresh BExport - Close

Q. |Filter Records (F3) 1 records

Record No Date Payor Amount Posted

BDEP-1 04/22/2016 100.00
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3. Inthe Bank Account field, click the dropdown combo box button to open the combo box list and select the bank account you want to make a
deposit to.
Bank Account: | 253624539656

Make sure that the bank account you want to make a deposit to had been added in the Bank Accounts screen. If not, see How to Add
new Bank Account to guide you on how to add it.

4. Fill in Bank Deposit header information.

Bank Deposit -

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

" Details |

Bank Account: | 253624539656 ~ | Balance: 0.00| Currency: |USD| v | Record No: | Cr Save

Date: 04/22/2016 |[FE Payor: ~ | Amount: 0.00
Location: 0001 - Fort Wayne ~ | Short GL Account: ~ | Short Amount: 0.00

Description: undeposited payment

a. The Balance field will show the current balance for the selected back account. This is a good way to track how much is the current bank
account balance.

b. The Currency field by default will show the Currency setup from the selected Bank Account.

c. The Record No field will only be filled with the deposit transaction number as soon as the Bank Deposit is saved. This will be based in
the Starting Numbers setup from the Starting Numbers screen > Bank Deposit. That screen can be opened from System Manager >
Starting Numbers.

Starting Numbers A X

OK  Cancel

Details
Modules Starting Numbers
Al + || Transaction Type Prefix Number | Preview
Accounts Payable Bank Deposit BDEP- 3 BDEP3
Accounts Receivable Bank Withdrawal BWD- 1 BWD-1
Card Fueling Bank Transfer BTFR- 1 BTFRA
Cash Management Bank Transaction ETRN- 5 BTANS
Contract Management. Misc Checks MCHK- 1 MCHK-1
Entity Management Bank Stmt Import BSl- 1 BSH
General Ledger
Grain
Help Desk
Inventory
Logistics
Manufacturing
Notes Receivable
Patronage
Payroll
Posting
Purchasing
Quality -
. »

@ O E Resdy

This number will also be used to track the transaction later on.

d. The Date field by default will show today's date. Change this date as you feel necessary.

e. Select Payor from the combo box list or add it on the fly. The Payor field is used to enter the name of an individual or company who
pays in the form of deposit. Can be a customer or can be a memo for what the Receipt of cash is for. Click the dropdown combo box
button to bring down the combo box list. This list will show all customers added in the Accounts Receivable module along with contacts
added on the fly.

f. Enter a description for the Bank Deposit in the Description field.
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5. Click Undeposited toolbar button. Add Undeposited Payments screen will appear listing payments that uses Undeposited Funds account from
origin and i21.
Bank Deposit - BDEP-3

New S5ave Search Deleite Undo Print Post Duplicate Info Reap Undeposited Close

Details

Bank Account: 253624539656 ~ | Balance: 0.0p A urrency: | USD | v Record No: |BDEP-3

Date: 04/22/2016 Payor: ’ 4 v | Amount: 0.00
Lacation: 0001 - Fort Wayne « Short GL Accoy | ~ | Shert Amount: 0.00
Description:  undeposited payment d

Add Undeposited Payments

OK Cancel
Details
Select All [] Clear All - Filter: Location: 0001 - Fort Wayne ~
Date Name Record No Amount Location Entered By
121 5/2015 City of Fort Wayne RCV-5 525.47 0001 -Fort Wayne  IRELY ADM...

6. The Record No field will then show the deposit transaction number assigned for this transaction since upon click in Undeposited toolbar button,
Bank deposit will then be saved.

Bank Deposit - BDEP-3

New Save 5Search Delete Undo Print Post Duplicare Info Recap Undeposited Close

Details
Bank Account: | 2536245309656 v | Balance: 0.00 Currency: |USD| ~ | Record No: | BDEP-3
Dare: 04/22/2016 [E Payor ~ | Amount: 0.00
Location: 0001 - Fort Wayne ~ | Short GL Account: v | Short Amount: 0.00
Description: | undeposited payment

7. Select payment awaiting deposits and click OK button. Selected payments will then appear on the grid.

Bank Deposit - BDEP-3

MNew Sawve Search Delete Undo Print Post Duplicate Info Recap Undeposited Close

Detais |
Bank Account | 253624539656 ~ | Balance: 0.00 Currency: |USD| v | Record Na: | BDEP-3
Date: 04/22/2016 Payor: ~ | Amount: 0.00
Location: 0001 - Fort Wayne ~ | Short GL Account: ~ | Short Amount: 0.00
Description: | undeposited payment

X Remove 88 Lavout Q. | Filter Records (F3) L3

Add Undeposited Payments

OK Cancel
Details
[ Selectall [] Clear all  Fileer: Location: 0001 - Fort Wayne w
Date Name Record No Amount Location Entered By
«  12/15/2015 City of Fort Wayne RCV-5 52547 0001 -FortWayne  IRELY ADM...

8. Click Save toolbar button to save the bank deposit.
Bank Deposit - BDEP-3

Mew Sawe 5Search Delete Undo Print Post Duplicate Info Recap Undeposited




If the transaction is to be posted right away, you may skip saving it. Instead, click Post toolbar button and it will save and post the transaction.
See How to Post Bank Deposit.

9. Click Close toolbar button to close the screen.

Bank Deposit - BDEP-3

Mew Save 5earch Delete Undo Print Post Duplicate Info Recap Undeposited Close

1. From Cash Management module click Bank Deposits.

2. If this is the first record you are to create, it will open directly on new Bank Deposit screen where you can then add the transaction. Otherwise, it
will open the Search Bank Deposits screen where existing bank deposits are displayed. Click the New toolbar button to open the new Bank
Deposit screen.

Bank Deposits

B aQ g
New | View Refresh Close

& Layout - T [Filter Re G 1 records
Record No Checkbook Date Payor Amount Posted

[ | soer3 ] 06/17/2015 100000

3. Inthe Bank Account field, click the dropdown combo box button to open the combo box list and select the bank account you want to make a
deposit to.

Bank Account: |02 v

1 Make sure that the bank account you want to make a deposit to had been added in the Bank Accounts screen. If not, see How to Add
new Bank Account to guide you on how to add it.

4. Fill in Bank Deposit header information.

£ Bank Deposit NEIE
O = ELL l'._,g @ @ B “'? ' M -
New Save Search Delete  Unde Print Inf Recap Undeposited Closs
Bank Account: |02 ¥ | Balance: | 1,000.000000 | Currency: |USD || Record No: |Created on Save
Date: 06/17/2015 || Payor: | AGADMIN ~ | Amount: 0.000000
Description: undeposited payment Location: v

a. The Balance field will show the current balance for the selected back account. This is a good way to track how much is the current bank
account balance.

b. The Currency field by default will show the Currency setup from the selected Bank Account.

c. The Record No field will only be filled with the deposit transaction number as soon as the Bank Deposit is saved. This will be based in
the Starting Numbers setup from the Starting Numbers screen > Bank Deposit. That screen can be opened from System Manager >
Starting Numbers.

(5 Starting Numbers ax
o R

OK  Cancel
Modules Starting Numbers
All Transaction Type Prefix Number Preview
Accounts Payable Bank Depasit BDEP- 4 BDEP-4
Accounts Receivable Bank Withdrawal BWD- 2 BWD2

1 ‘Cash Management Bank Transfer BTFR- 1 BTFR-1
Contract Management Bank Transaction BTRN- 1 BTRN-1
Entity Management Misc Checks MCHK- 1 MCHK-1
General Ledger Bank Stmt Import =8 1 BSI-1
Help Dask
Inventory
Logistics
Manufacturing
MNotes Receivable
Payroll
Posting

Purchasing
Risk Management
Tank Management

+ I
© 2 | Ready

This number will also be used to track the transaction later on.

d. The Date field by default will show today's date. Change this date as you feel necessary.

e. Select Payor from the combo box list or add it on the fly. The Payor field is used to enter the name of an individual or company who
pays in the form of deposit. Can be a customer or can be a memo for what the Receipt of cash is for. Click the dropdown combo box
button to bring down the combo box list. This list will show all customers added in the Accounts Receivable module along with contacts
added on the fly.

f. Enter a description for the Bank Deposit in the Description field.
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5. Click Undeposited toolbar button. Add Undeposited Payments screen will appear listing payments that uses Undeposited Funds account from

origin and i21.
() Bank Deposit EIES
< ] > -
b w Q¥ B|E &
New Save  Search Delets  Undo Print Post Info Recap |Undeposited | Close

Bank Account: |02 | Balance:

frency: | USD | v | Record No:
Date: 06/17/2015 [& Payor: | AGADMIN ¥ | Amount:
Description: undeposited payment Location: >
& Remove | Filter:

[0 | pate 6L Account
[F] | 06/17/2015 G

Name Amount

3 Add Undeposited Payments ENI=1ES

®

oK Cancel

select all [] Clear Al | Filter:
Date Name Record No Amount
05/31/2014 COMPANY OPERATED STORE STORE2 05312014
06/02/2014 COMPANY OPERATED STORE STORE2 060414
05/30/2014 COMPANY OPERATED STORE STORE2 5302014 02000
06/04/2014 COMPANY OPERATED STORE STORE? 60114 0

6,021.52

4,566.12
62,547.11
5451.23

ooEo

1| of1

6. Select payment awaiting deposits and click OK button. Selected payments will then appear on the grid.

7. Click Save toolbar button to save the bank deposit.

5 Bank Deposit B EIE
| / V) i® g &
J 3 I 1 IinlTal. {
o|lw|Q & O & (V) Wl a
New Save |Search Delets  Undo  Print Post Info Recap Undeposited Close
The Record No field will then show the deposit transaction number assigned for this transaction.
£ Bank Deposit B EIE
3 [~ - I -
— i i
o w A m¥YHE vk @ &3
New Save Search Delst=  Undo Print Post Info Recap Undeposited Close
Bank Account: |02 ¥ | Balance: | 1,000.000000 Currency: USD VlRecord No: |BDEP-4 '
Date: 06/17/2015 |[E| Payor: | AGADMIN ¥ | Amount: 0.000000
Description:  |undeposited payment Location: 5

1 Ifthe transaction is to be posted right away, you may skip saving it. Instead, click Post toolbar button and it will save and post the
transaction. See How to Post Bank Deposit.

8. Click Close toolbar button to close the screen.
£ Bank Deposit

S @ Q) =Yl & |

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

»
a

=

Undeposited Payments are payments received from customers awaiting deposit. These payments received are from Origin and the actual deposit is to be
done on i21. Itis through i21 Bank Deposit where undeposited payments can be added. Follow the steps below on how to add undeposited payments to
Bank Deposit.

1. From Cash Management module > Activities folder > double-click Bank Deposits.

2. If this is the first record you are to create, it will open directly on new Bank Deposit screen where you can then add the transaction. Otherwise, it
will open the Search Bank Deposits screen where existing bank deposits are displayed. Click the New toolbar button to open the new Bank
Deposit screen.
|all Search Bank Deposits [=]|E

] ] ﬁ :,‘-I@

New |OpenSelected  Refresh  Export  Close

T 3 records

Record Mo Checkbook Date Payor Amount Posted
[7] | BDEP-1 el 08/22/2014 100,00
[7] | BDEP-2 21 07/01/2014 1,000.00
[7] | BOER-3 AG 09/03/2014 0.00 ]

3. Inthe Bank Account field, click the dropdown combo box button to open the combo box list and select the bank account you want to make a
deposit to.

Bank Account: | AG v
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1 Make sure that the bank account you want to make a deposit to had been added in the Bank Accounts screen. If not, see How to Add
new Bank Account to guide you on how to add it.

4. Fill in Bank Deposit header information.

| Bank Depaosit EYI=]1E3
g w a o ¥ =T B i
New Save Search Delete Undo Print Post Info Recap Close
Bank Account: 08 v | Balance: 0.00| Currency: |USD | | Record Mo:
Date: 05/28/2014 [8 Payor: Company v | Amount: 0.00
Deascription: initial deposit Location: hd

a. The Balance field will show the current balance for the selected back account. This is a good way to track how much is the current bank
account balance.

b. The Currency field by default will show the Currency setup from the selected Bank Account.

c. The Record No field will only be filled with the deposit transaction number as soon as the Bank Deposit is saved. This will be based in
the Starting Numbers setup from the Starting Numbers screen > Bank Deposit. That screen can be opened from Admin folder > Starting

Numbers.
| Starting Humbers RES
o -
oK Cancel
Modules Starting Mumbers
All Transaction Type Prefix Number Preview
Help Desk
E Module: Cash Management
Cash Management
Bank Stmt Import BSI- 1 BSI-1
Accounts Payable
Misc Checks MCHK- 7 MCHK-7
General Ledger
Bank Transaction ETRN- 7 BTRN-7
Posting
Bank Transfer ETFR- 2 BTFR-2
Bank Withdrawal BWD- 2 BWD-2
Bank Deposit BDEP- i BDEP-5

This number will also be used to track the transaction later on.

d. The Date field by default will show today's date. Change this date as you feel necessary.

e. Select Payor from the combo box list or add it on the fly. The Payor field is used to enter the name of an individual or company who
pays in the form of deposit. Can be a customer or can be a memo for what the Receipt of cash is for. Click the dropdown combo box
button to bring down the combo box list. This list will show all customers added in the Accounts Receivable module along with contacts
added on the fly.

f. Enter a description for the Bank Deposit in the Description field.

5. In the grid area, add the counter-entryl/ies for the cash account assigned for the bank account selected.

() Delete | Filter: Q

[F] Date GL Account Description Name Amount
[T o05/28/2014 538000-00 RAYMOND TO PRINSEURG ACCOUNT -ADMIN 1,000.00
[C] 05/28/2014 538000-10 RAYMOND TO PRINSBEURG ACCOUNT -PRINSBURG 500.00
[F] 05/28/2014  Selecta GL Account 0.00

Total: 1,500.00

a. Each line has Date field that allows you to set specific date for each entry. This is useful if you are grouping together multiple deposit
transactions within a period and you would want it be entered as one deposit transaction.

b. Inthe GL Account field, select GL Account.

c. Inthe Amount field, enter deposit amount.
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d. At the bottom of the grid, a Total of all deposits added in the grid is shown. And that same amount is reflected as well in the Amount
field in the header part of the screen.

|l Bank Deposit

RI=ES
=) > [~ -
T @ 3 = @
8 d & (O ﬁ v/ g a5
New Save Search Delete  Undo Print Post Info Recap Close
Bank Account: 08 v | Baknce: 0.00| Currency: |USD |~ | Record Mo:
Date: 05/28/2014 [ payor: | Company VlAmuunt: 1,500.00
Description: inftial deposic Location: ¥
() Delete | Filter: Q
|:| Date GL Account Description MName Amount
[[] 0s5/28/2014  538000-00 RAYMOMD TO PRINSBURG ACCOUNT -ADMIN 1,000.00
|:| 05/28/2014 538000-10 RAYMOMD TO PRINSBURG ACCOUNT -PRINSEURG 500,00
[ | 05/28/2014  Selecta GL Account 0.00

Total: 1,500.00

@ v ' | Ready Page |1 of 1 =

6. Click Save toolbar button to save the bank deposit.
|l Bank Deposit

el &' | A l;;:: 1-21 @ ? “-'M' &

Mew Save |Search Delete  Undo Print Post Info Recap

Close
The Record No field will then show the deposit transaction number assigned for this transaction.
|l Bank Deposit Y |(=)1E3
= ’ [ -
Al T W @
ow A ¥ E V)l
New Save Search Delete Undo Print Post Info Recap Close
Bank Account: 08 ¥ Balance: 0.00| Currency: |USD |~ |Record No: |BDEP-G
Date: 05/28/2014 [d Payor: | Company v | Amount: 1,500.00
Description: initial deposit Location: w7
() Delete | Filter: Q
[[] Date GL Account Description Name Amount
[[] 05/28/2014  538000-00 RAYMOND TO PRINSBURG ACCOUNT -ADMIN 1,000.00
|:| 05/28/2014 538000-10 RAYMOND TO PRINSBURG ACCOUNT -PRINSEURG 500.00
7] 05/28/2014 Select a GL Account 0.00

1 If the transaction is to be posted right away, you may skip saving it. Instead, click Post toolbar button and it will save and post the
transaction. See How to Post Bank Deposit.

7. Click Close toolbar button to close the screen.
{a)l Bank Deposit

6 o 9 Li ) = ? il

Mew Save Search Delete  Undo Print Paost Info Recap

Ei

Close
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