How to Create Bank Deposit

1. From Cash Management module click Bank Deposits.

2. 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.
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3. 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 = 123452

® 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.

® |f Company Location has set Bank Account, Bank Account should automatically be selected upon opening new Bank Deposit Screen

4. Fill in Bank Deposit header information.

Bank Depaosit -
MNew Save Search Delete Undo Print Post Info  Post Preview Undeposited Recurring Close

E Audit Log (0)
Bank Account +| 123452 ~  Balance 7,216,458.26 | Currency +| LUSD Record Mo | Created on Save
Date 1147207 [F| Payor: | ABC Trucking Q.| Amount 0.00
Location * 0001 - Fort Wayne ~ | Short GL Account Q.| Short Amount 0.00
Description Deposit Test 1 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.
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Starting Numbers ~ X

Save Close

Deails |
Modules Starting Numbers
Al ~| Report ERView | Filer(F3) b3
accounts Paysble Transaction Type Prefix Number Use Location Preview
Accounts Recsivable TSR E 58 BDEP-58
Cord Fusiing Bank Withdrawal BWD- 3 Bwo3
e — Bank Transfer ETFR- 15 BTFRAS
Contract Management Bank Transaction BTRN- 41 BTRN-31
Credit Card Recon Mise Chscks MRk E MCHK3

Bank Smtimport  BSI- 15 85115

Energy Trac
Entity Management
Fixed Assets
General Ledger
Help Desk
Inventory

Logistics

? @ 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.

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

X Remove Report B3 View | Filer (F3) b4
Date GL Account™ Description Record No Payment Methad | Card Type Name Amourt
11/8/2017  23000-0000-000 Freight Payable - Home office - Admin 15000

Total 515000
? [ Edited Page 1) of1

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.
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.

Bank Deposit - A 0 x
Mew Save Search Delete Undo Print Post Info PostPreview Undeposited Recurring Close

Detils | Audit Log {0}

Bank Account = 123452 ~ | Balance 7,216,459.26 | Currency » USD Record Mo | Created on Save

Date 11/812017 Payor: | ABC Trucking Q |Amuunt 150.00 |

Location * 0001 - Fort Wayne ~ | Short GL Account Q Short Amaunt 0.00]|

Description  Deposit test Recur

X Remove Report B8 View | Filter (F3) b
Date GL Account™ Description Record No Payment Method | Card Type Name Amount
11/8/2017 23000 Freignt Payable - Home office - Admin 150.00

Tazal 515000 |

7 @ O 4 Edited Page 1 of




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

4. Click Close toolbar button to close the screen.

New Save Search Delete Undo Print

Bank Dept

New Save Search Delete Undo

nt Post Dup

Post Preview

te Info  PostP

Recurring  Close

Details  Audit Log(0)
Bank Account « 123452 7216450.26| Currency « USD  |Record o |BDEPS2 |
Date 11/8/2017 | Payor: | ABC Trucking Q Amount 1000
Lacation = 0001 - Fort Wayne ~ | Short GL Account Q Shert Ameunt 0.00
Description Deposit test Recur
X Remove Report BB View Filter (F3) 2
Date GL Account™ Description Record No Payment Metnod | Card Type Name Amount
11/8/.2007 29000-0000-000 Freight Payable - Home office - Admin 150.00
Total: $150.00
7 O E Saved Page 1 of

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.

Bank Deposit - BDEP-58

New Save Search Delete Undo Print

Post Duplicate
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PostPreview Undeposited Recurring  Close

1. 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

2.

Deposit screen.

Bank Deposits

New Open Refresh Report v

Bank Deposits

B2 View  Q Filter (F3) 80 record(s)
Record No Date.
BDEP-1 81072016
BDEP-2 17272017
BDEP3 12/23/2016
BDEP-4 12372017
BOEP-S 1/23/2017
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BDEP-7 /3172017
BDEP-3 3/28/2017
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Payor

Amount
4000
624.98
2342300
30274
30274
1334110
667540
5000
1,500.00
500.00
155.00

250.00

Posted

v

v

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 = 001122

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 -

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

Details

Audit Log (0)
Bank Account = 001122 ~ | Balance 0.00 | Currency *| JSD Record No | Created on Save
Date 74572017 [F| Payor: | NYK Q| Amount 0.00
Location = 0001 - Fort Wayne ~ | Short GL Account ~ | Short Amount 0.00
Description Depasit Test Reeur

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

b.
c.

account balance.
The Currency field by default will show the Currency setup from the selected Bank Account.
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
Al ~ | BBview | Filter (F3) #
‘Accounts Payable Transaction Type Prefix Number Uselocation | Preview
Accounts Receiveble 3 Module: Cash Management
Bank D it BDEP- 158 BDEP-157
Card Fueling ank Depast
Bank Withdrawal BWD- 4 BWD-4
Casn Management
Bank Transfer ETFR- i BTER-16
Contract Management
Crasie Cors Racon Bank Transacton  BTRN- 50 BTRN-60
Misc Checks MCHK- 17 MCHK-17
Energy Trac
Bank Stmt Import BSI- 1 BSI-1

Entity Management
Fixed Asseis
General Ledger
Grain

Help Desk
Inventory

e
T 0

QA Ready

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

. The Date field by default will show today's date. Change this date as you feel necessary.
. 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.
X Remove BB View Filter (F3) S § t

Date GL Account™ Description Record Mo MName Amount

7i5I2017 17000-0001-006 Ending Inventory - Fort Wayne - Gas 4,500.00
Total: $4,500.00

7 ‘:::' ; ] Edited Page 1| of1
a.

b.
c.

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.

In the GL Account field, select GL Account.

In the Amount field, enter deposit amount.



d. Atthe 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.
Bank Deposit -

PostPreview Undeposited Recurring  Close

New Save Search Delete Undo Print Post Info

Detils | Audit Log {0)

Bank Account + 001122 ~  Balance 0.00| Currency = USD Record No | Created on Save
Date 71512017 Payor: | NYK Q| Amount 4,500.00 ‘
Location * D001 - Fort Wayne ~ | Short GL Account ~ | Short Amount 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: 54,500.00

Page 1 oft
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6. Click Save toolbar button to save the bank deposit.

Bank Deposit -

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

The Record No field will then show the deposit transaction number assigned for this transaction.

Bank Deposit - BDEP-157

Undo Print Post Dy te Info PostPreview Undeposited Recurring Close

New Save Search Delete

Detsils | Audit Log {0}
Bank Account + 001122 ~ | Balance 0.00| Currency = USD RecordNo | 8DEP
Date /502017 Payor: | NYK Q. Amount 4,500.00
Location + 0001 - Fart Wayne « | Short GL Account ~ | Short Amount 0.00
Description Deposit Test Recur
% Remove B8 View  Filter (F3) =2
Date GL Account™ Description Record No Hame Amount
7/5/2017 170000001006  Ending Inventory - Fort Wayne - Gas 4,500.00
Total $4,500.00
? 0 O E Sswed Page 1 oof

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.
Bank Deposit - BDEP-157

Post Duplicate Info PostPreview Undeposited Recurring Close

Mew 5Save Search Delete Undo Print

1. From Cash Management module click Bank Deposits.
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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

B9 Layout Q4 | Fileer 11 record(s)

Record No Date Payor Amaunt Posted
BDEP-1 6/3/2016 5,000.00 v
BDEP-2 6/3/2016 120.00

BDEP-3 6/8/2016 123.00 U
EDEP-4 6/9/2016 10,500.00 v
BDEP-5 6/9/2016 25,000.00 U
BDEP-& 6/10/2016 25,000.00

BDEP-8 6/10/2016 57345

BDEP-9 6/16/2016 15,000.00 v
BDEP-10 6/17/2016 15,000.00 J
BDEP-11 6/20/2016 250.00 b
BDEP-12 6/20/2016 82345

3. 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: | 08112680 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 Save Search Delete Undo Print Post Duplicate Info Recap Undeposited Close

Details Audit Log (0)

Bank Account: | 08112680 ~ Balance: | 0.00| Currency: |USD| ~ | Record Na: | Cre
Date: 6/30/2016 |[E Payor: Joe Ag ~ | Amount: | 15,800.00
Location: |U[|91 - Fort Wayne ~ | Short GL Account: ~ | Short Amount | 0.00

Description: Descriptian

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
TDewis |
Modules Starting Numbers
Al ~ | Transaction Type | Prefix Number Use Location | Preview
Accounts Payable Bank Deposit BDEP- 13 BDEP-13
Accounts Receivable Bank Withdrawal ~ BWD. 3 BWD-3
Card Fueling Benk Transfer  BTFR- 7 BTFR7
Cash Management Bank Transaction  BTRN- 2 BTRN-21
Contract Management Misc Checks MCHK- 12 MCHK-12
Credit Card Recon Bank Stmt Import  BS| 12 BSI-12

Entity Management
General Ledger
Grain

Help Desk
Inventory

Logistics

Manufacturing

P

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

¥ Remove 88 Layour Q |Fils =(F3) K2
Date GL Account Description Record No Name Amount
6/30/2016 17000-0004-003  Ending Inventory 15,800.00
Total: $15,800.00
® 18] Q’ [~] Edited Page | 1| of1
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.
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.

Print Post Duplicate Info

Recap Undeposited Close

Bank Deposit -

New Save Search Delete Undo

[Details | Audit Log (0)

Bank Account: | 08112680

Date: 6/30/2016

Location: [ 0001 - Fart Wayne

Description: | Description

X Remove B8 layout Q e
Date GL Account
6/30/2016  17000-0004-003

@ @ O &4 Edied

v | Balance: |

| Payor: Joe Ag

~ | Short GL Account:

Description

Ending Inventory

\
~ |Amﬁunt: 15,800.00 |
|

0.00| Currency: [usp] ~ | Record No:

~ | Short Amount: | 0.00
K2
¢y

Record No Name Amount

15,800.00

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

Bank Deposit -

New Save Search Delete Undo

Print

Post  Duplicate

Info Recap Undeposited Close

Bank Deposit - BDEP-13
Mew Save Search Delete Undo
Details | Audit Log (0)

Bank Account: | 08112680

Date: 6/30/2016 |E|Payor: joe Ag
Location: [ 0001 - Fart Wayne

Description: | Description

X Remove B8 layout Q e

Date GL Account

Description

6/30/2016  17000-0004-003 Ending Inventary

Q

@ 9 6 Saved

Print Post Duplicate

v | Balance: |

Info

~ | Short GL Account:

0.00| Currency:

The Record No field will then show the deposit transaction number assigned for this transaction.

Recap Undeposited Close

|uso/~ |Record No: |BDEP-13 '|‘
« | Amount: 15,800.00
+| Short Amount: | 0.00
<7
b
Record No Name Amount
15,800.00
Total: $15,800
Page 1] ot




! 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.
Bank Deposit - BDEP-13

Mew Save Search 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

New Open Refresh Expo

9 Layout Q| File 3) 54 record(s)

Record No Date Payor Amount Posted

BDEP-1 02/03/2016 25,000.00 v
BDEP-2 02/04/2016 5,000.00

BDEP-3 02/17/2016 11.00 v
BDEP-4 03/10/2016 10.00 v
BDEP-5 03/10/2016 336.00 ¥

3. 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: [113322 -

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. Fillin Bank Deposit header information.
Bank Deposit -

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

Details Audit Log (0)

Bank Account: | 113322 ~  Balance: -1,062.54 | Currency: |USD |~ | Record No: | Created on Save
Date: 04/26/2016 |[E| Payor: | ABC Trucking v | Amount: 6,000.00
Location: 0001 - Fort Wayne ~ | Short GL Account: ~ | Short Amount: 0.00

Description: | ABC 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.
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Starting Numbers

OK Cancel
Details
Medules Starting Numbers
Al “ || Transaction Type | Prefix Number Use Location Preview
Accounts Payable Bank Deposit BDEP- 59 BDEP-59
Accounts Receivable Bank Withdrawal BWD- 3 BWD-3
Card Fueling Bank Transfer BTFR- 8 BTFR-&
Cash Management Bank Transaction BTRN- 26 BTRN-26
Contract Management Misc Checks MCHE- 19 MCHE-19
Entity Management Bank StmtImport  BSI- 1 BSI-1

General Ledger
Grain

Help Desk
Inventary
Logistics
Manufacturing
Motes Receivable

Patronage

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

X Remove BB Layout Q, |Filter Records (F3
Date GL Account Description Record No Name Amount
04/26/20...  42000-000 Interest Income < Add New > 1,000.00
04/26/20... 40000-0001-004 Sales < Add New > 5,000.00
Select a GL Accou... < Add New >
Total: $6,000.00
@O O X Edied e o

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.



d. Atthe 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.

Bank Deposit -

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

[Details | Audit Log (0)
Bank Account: 113322 v | Balance: -1,062.54 | Currency: |USD | v | Record No: e
Dater 04/26/2016 || Payor: | ABC Trucking < |Amounc 5,000.00 ”I
Location: 0001 - Fart Wayne | Short 6L Account: v | Short Amount | 0.00]
Description: | ABC test
X Remove B Layout Q, |File
Date GL Account Description Record No Name Amount
04/26/20. 42000-0000-000 Interest Income < Add New > 1,000.00
04/26/20.. 40000-0001-004  Sales < Add New > 5,000.00
Select a GL Accou.. < Add New >
@ @ © & Edied Page 1] o1

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

Bank Deposit -

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

The Record No field will then show the deposit transaction number assigned for this transaction.
Bank Deposit - BDEP-59

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

TDetails | AuditLog (1)
Bank Account: | 113322 v Balance: -1,062.54| Currency: |USD | v |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 B8 Layout  Q, |Fi
Date GL Account Description Record No Name Amount
04/26/20.. 42000-0000-000  Interest Income 1,000.00
04/26/20.. 40000-0001-004  Sales 5,000.00
Select a GL Accou. < Add New >
Total $6,000
@ 0 Q E saved Page 1| of1

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.
Bank Deposit - BDEP-59

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

1. 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

New Open Refresh Expo

BBLayour  Q |[Filter Records (F3) 0 records

Record No Date Payor Amount Posted

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: 25352&153965&{ | v |
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! 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 -

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

Details

Bank Account: | 253624539656 ~ | Balance: 0.00| Currency: |USD |~ | Record No: | C i on Save

Date: 01/28/2016 Payor: | OPIS Index ~ | Amount: 0.00
Location: 0001 - Fort Wayne ~ | Short GL Account: ~ | Short Amount: 0.00

Description:  Deposit
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
All + || Transaction Type Prefix Number Preview
Accounts Payable Bank Deposit BDEP- 1 BDEP-1
Accounts Receivable Bank Withdrawal BWD- 1 BWD-1
Card Fueling Bank Transfer BTFR- 1 BTFR-1
Cash Management Bank Transaction BTRN- 3 BTRN3
Contract Management Misc Checks MCHK- 2 MCHK-2
Entity Management Bank Stmt Import BSL 1 Bk

General Ledger
Grain

Help Desk
Inventary
Logistics
Manufacturing

Notes Receivable

Patronage
Fayroil
Fosting
Purchasing

Quality -
4

@ @ 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.

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

X Remove BB Layout Q. |Filter Records (F3 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 Interest Income 400.00
L Select a GL Accou... 0.00

Select a GL Accou..

Total:

® ':_:' ; [~] Edited Page 1) of1

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.

Bank Deposit - BDEP-1 A O X
New Sawve 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 [E Payor: | OPIS Index lemuunt: I 4,900.00"‘
Location: 0001 - Fort Wayne ~ | Short GL Account: ~ | Short Amount: 0.00
Description: | Deposit
X Remove 88 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 Interest Income 400.00
Select a GL Accou.
@ Q = Saved Page 1| of1
6. Click Save toolbar button to save the bank deposit.

Bank Deposit - BDEP-1
New 5ave Search Delete Undo Print Post Duplicgste Info Recap Undeposited Close

The Record No field will then show the deposit transaction number assigned for this transaction.
Bank Deposit - BDEP-

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

Details
Bank Account: | 253624539656 ~ | Balance: 0.00| Currency: |USD |+ |Record No: ‘EDE)-' l
Date: 01/28/2016 T Payor: OPIS Index | Amourz | 4,900.00)
Location: 0001 - Fort Wayne + | Short GL Account: + | Short Amount: 0.00
Description:  Depasit
% Remove BB lmyouwr Qo |Fike 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 Interest Income 400.00
Select a GL Accou.
Total 54,900
@ O O = saved Page 1 of1

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.
Bank Deposit - BDEP-1

New 5Save Search Delete Undo Print Post Duplicgste 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.

Eiayout- P |Filter Records (F3) 2 records

Record No Checkbook Date Payor. Amount
BDEP-1 "R 06/102015 1,000.00
s0EP2 [ 06/16/2015 100000

3. 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: 08 v
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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. Fillin Bank Deposit header information.

{5 Bank Deposit NIEIE
o w QG E T ® W &
New Save Ssarch Delste  Undo  Print Post Info Recap Undeposited Close
Bank Account: |08 v | Balance: 9 )0 | Currency: |USD | v | Record No:
Date: 06/16/2015 [E Payor: |Your Company User ¥ | Amount: 0.000000
Description: deposit 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.

£ Starting Numbers 2][%
@ R
OK  Cancel
Modules Starting Numbers
All Transaction Type Prefix Number  Preview
Accounts Payable Bank Deposit BDEP- 3 BDEP-3
Accounts Receivable Bank Withdrawal BWD- 1 BWDL
; Cash Management Bank Transfer ETFR- 2 BIFR-2
Contract Management Bank Transaction BIRN- 11 BIRN-11
Entity Management Misc Checks MCHK- 5 MCHGS
General Ledger Bank Stmt Import BSI- 1 BSHL
Help Desk
Inventory
Logistics
Manufacturing
Notes Receivable
Fayroll
Posting

Purchasing
Risk Management
Tank Managsment

@ 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.

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

(© Remove | Filter: % |0
[[] Date GL Account Description Name Amount
[ | 06/16/2015 MEMBER EQUITY AG PLUS INC -
[F] | 06/16/2015 MEMBER EQUITY AG PLUS LLC -
06/16/2015

Total: 1,500.00
@ O )| Edited Page 1|of1

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.
&3 Bank Deposit

B|=E
> By | i
e QRVEVE B B
Search Delete Undo  Print  Post  Info  Recap Undepositad  Close
Bank Account: |08 V| Balance: 900.000000 | Currency: |USD || Record No:
Date: 06/16/2015 || Payor: | Your Company User VlAmount: 1,500.000000 ”
|
Description: deposit Location: ¥
@ Remowe | Filter: xS
[F] Date GL Account Description Name Amount
[[] 06/16/2015  39800-0000 MEMBER EQUITY AG PLUS INC - 1,000.00
[F] 06/16/2015  39850-0000 MEMBER EQUITY AG PLUS LLC - 500.00
06/16/2015  Select a GL Account 0.00
@ v | | Edited Page 1|ofL| b Bl

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

JelaGwe s B B 3

New save |Search Delete Undo  Print Post Info

»
a
*®

Recap Undeposited Close

The Record No field will then show the deposit transaction number assigned for this transaction.
) Bank Deposit

E3=]1E3
¥l 3 ki
@ \nl QY V) i i
Search Delete Undo Print  Post  Info  Recap Undeposited Close
Bank Account: |08 ~ | Balance: 900.000000 | Currency: USD |¥ |Record No: |BDEP-3 ||
|
Date: 06/16/2015 |[E| Payor: | Your Company User ¥ Amount: 1,500.000000
Description: | deposit Location: v
(© Remove | Filter: EI=N
[C] Date GL Account Description Name Amount
[E1 | 08/16/2015  39800-0000 MEMEER EQUITY AG PLUS INC - 1,000.00
[F] | 06/16/2015  39850-0000 MEMBER EQUITY AG PLUS LLC - 500.00
[ | 06/16/2015  Select a GL Account 0.00
Total: 1,500.00
@ O | saved | | Page 1|oft| b Pkl

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.

7. Click Close toolbar button to close the screen.
5 Bank Deposit

d w Qe VR & |0

New Save Search Delete Undo  Print Post Info

»
a

=

Recap Undeposited | Close

1. From Cash Management module > Activities folder > double-click Bank Deposits.
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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.
|ll Search Bank Deposits ™(=]IE3

~
3] dy Rt

New | Open Selected Refresh  Close

S & records

Record No Checkbaok Date Payar Amount Posted
[] BDEP-1 05 05/12/2014 2,000.00
[[] BoEp-2 05 05/12/2014 500.00
[] BDEP-3 05 05/11/2014 £5.00 |}
[] BDEP-4 07 05/26/2014 dep contact 1,000.00
[7] BDEP-5 08 05/26/2014 500.00

3. 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: |08 w

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. Fillin Bank Deposit header information.

| Bank Depaosit E[=]ES
o w QB EDE i
New Save Search Delete  Undo  Print Post Info Recap Close
Bank Account: 08 v | Balance: 0.00| Currency: |USD |~ | Record No:
Date: 05/28/2014 & Payor: Company v | Amount: 0.00
Description: inicial deposit Location: w7

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 Numbers &%

o
OK  Cancel
Modules Starting Mumbers

All Transaction Type Prefix Mumber Preview

Help Desk
2 Module: Cash Management

Cash Management

Bank Stmt Import BSI- 1 BSI-1
Accounts Payable

Misc Checks MCHE- 7 MCHK-7
General Ledger

Bank Transaction BTRM- 7 BTRMN-7
Posting

Bank Transfer BTFR- 2 BTFR-2

Bank Withdrawal BWD- 2 BWD-2

Bank Deposit BDEP- i} BDEP-G

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. In the grid area, add the counter-entry/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
[ | 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.

In the Amount field, enter deposit amount.

d. At the bottom of the grid, a Totalof 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.

o

|\l Bank Deposit E[=]ES
S —1 I 11 =

@ B Y Log ﬁ @ v/l @
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 |[3| Payor: | Company Vl Amount: 1,500.00
Description: initial deposit Location: ¥
() Delete | Filter: Q
[F] Date GL Account Description Name Amount
D 05/28/2014 538000-00 RAYMOMD TO PRINSBURG ACCOUNT -ADMIN 1,000.00
D 05/28/2014 538000-10 RAYMOMND TO PRINSBURG ACCOUNT -PRINSBURG 500.00
[[] 05/28/2014  Selecta GL Account 0.00

Total: 1,500.00

o o i | Ready Page |1 of 1 ]



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

o || N\ L;L ‘L@@? A =

Mew Save |Search Delete  Undo Print Post Info

Recap Cloze

The Record No field will then show the deposit transaction number assigned for this transaction.
|alf Bank Depostt

2|[=lx
1 = [~ - I
ok -
o & QA [Ex ¥ V) e

Mew Save Search Delete  Undo  Print Post Info Recap Close
Bank Account: 08 ¥ | Balance: 0.00| Currency: |USD VlRecord No: |BDEP-G
Date: 05/28/2014 [F Payor: Company ¥ | Amount: 1,500.00
Description: initial deposit Location: hd
() Delete | Filter: Q
[ | Date GL Account Description Name Amount
|:| 05/28/2014 538000-00 RAYMOMD TO PRINSEURG ACCOUNT -ADMIM 1,000.00
[[] 05/28/2014  538000-10 RAYMOND TO PRINSBURG ACCOUNT -PRINSBLRG 500.00
[ | 05/28/2014 Select a GL Account 0.00

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.
| Bank Deposit

v EVET s 2 |3

B
Mew Save Search Delete  Undo Print Post Info

Recap Close
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