Function Overview/Quick Reference

Chapter One

FUNCTION OVERVIEW
QUICK REFERENCE

1.
1Module Overview
Check Reconciliation, v. 8.0 (###)
Copyright (c) Codesmiths, Inc., 2002
Please select application I..
[ESC] to exit 1. Record Cleared Checks
(Your Company Name) 2. Print Check Listings
---- File Information ----
FILE PST USED LEFT 3. Transfer Cleared Checks to History
CKROPN 25 75
CKHIST 0 100 4. Scan Current Checks
BNKBAL 11 13
CKRUSR 1 19 5. Scan Archived Checks
---- Version 8.0 (###) ---- 6. Display/Print LAST Copy of Reports
7. System Management Functions
The Check Reconciliation Main Options menu (shown above) summarizes the functions
done by the Check Reconciliation (CKR) module. This menu is reached in a variety of ways
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depending upon the way your computer system is configured for doing work. At the very
least, the CKR Main Options menu is reached from the AMOS dot by logging to the account
where the system resides (probably [230,0] and typing: RUN CKRMNU. (See Alpha Micro's
"Introduction to AMOS" for further details.)

The Check Reconciliation module is used to reconcile your bank statements with the
cash balances in your cash accounts. It interfaces to the General Ledger. The automatic
interface to the General Ledger requires that an operator be familiar with the General
Ledger chart of accounts.

1.
1Reports Produced by CKR System

The Check Reconciliation module produces the following reports:
1. Bank Account Listing
2. CHK REC User Sign-On Listing
3. Current or Archived Checks Listing
4. Listing of Current Checks Deleted
5. Purge Check History By Date Listing
6. Record Cleared Checks Screen Print
7. Scan Archived Checks Listing
8. Scan Current Checks Listing
9. Transfer Cleared Checks to History

1.

2A Look at the Main Menu

Check Reconciliation, v. 8.0 (###)
Copyright (c) Codesmiths, Inc., 2002

Please select application I..

[ESC] to exit 1. Record Cleared Checks

(Your Company Name) 2. Print Check Listings
---- File Information ----
FILE PST USED LEFT 3. Transfer Cleared Checks to History
CKROPN 25 75
CKHIST 0 100 4. Scan Current Checks
BNKBAL 11 13
CKRUSR 1 19 5. Scan Archived Checks
---- Version 8.0 (###) ---- 6. Display/Print LAST Copy of Reports

7. System Management Functions
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This is the CKR Main Options menu for the Check Reconciliation module. The screen
is divided into two parts. The left side provides information about data files used in
the Check Reconciliation module. The right side contains the options available to the
operator.

1 File Information
The FILE INFORMATION section contains the following:

FILE - The computer data file name.

CKROPN - The file where outstanding checks you have written are
recorded.

CKHIST - The file containing all bank cleared checks you have written.
This is your history of cash payments.

BNKBAL - A file housing bank balance information for each checking
account you maintain.

CKRUSR - The CKR system operators' sign-on initials file.

PST - A set of *** indicates that a file contains entries that should be
posted to a permanent file.

USED - The number of entries currently in each file.

LEFT - This is the number of new records that may be added to the file without
expanding the file's size.

This area of your screen will display other information. If someone is working on
the CKR system, using a particular file from this file information list, the message:
"file is locked" will display across the REC#, MAX#, and LEFT columns. If a particular
file has not yet been defined, then this same space will display the message: "no file
exists."
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Options Available

Record Cleared Checks -
Use this option to:
Record clearing of checks from your bank statement.
View details of any check or transaction.
View an account summary for a displayed account.
Print any screen of detail.
See the total of cleared/outstanding transactions any time.

Print Check Listings -
Use this option to:

Get a report of transactions for any or all accounts.

Get a report for any or all payees.

Get a report by transaction dates.

Get a report by transaction type (checks, deposits, adjustments).
Get a report by transaction status (cleared, outstanding, voided).

Get a report of all transactions or by specified check numbers.

Present the report in order by check number, payee name, check date, post
date, or post batch.

Present the report from current outstanding checks, from history, or from
both.

Transfer Cleared Checks to History -

Use this option to:

Archive transactions for any or all monitored accounts.

Archive transactions for any or all payees.

Archive transactions by transaction dates.

Archive transactions by transaction type (checks, deposits, adjustments).

Archive transactions by transaction status (cleared, voided).

Archive transactions by specified check numbers.

Present the report in order by check number, payee name, check date, or by
post date.

Scan Current Checks -

Use this option to:

Review current transactions for any account.

Review the details of any current check.

View a current account summary for any account.

View the current total of cleared and outstanding transactions for any G/L
account.

Get a print of any screen of information.

Scan Archived Checks -
Use this option to:
Do the same things as choice 4. above, but the information comes from the
history file.

Display/Print LAST Copy of Reports - Displays/prints previously created CKR

reports. Use this option to display to your workstation screen or to print

any of the CKR reports listed earlier in this chapter. 1In each case, the
report must previously have been run and saved.

System Management Functions - Special functions needed to maintain the CKR
module.
Use this option to:
Create or modify the bank balance file for your bank accounts.
Create or modify user sign-ons.
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begin.

Make manual transaction entries as needed.

Purge the check history file to a specified date.
Define CKR disk locations and system parameters
Create new (empty) CKR data files
Expand/Contract CKR data files

Use Programmer/Analyst Functions

Enter/Change Company Name/Address

Edit Passwords

Create LOCKAR.CMD for LOKSER update

3Start Up Procedures

The Check Reconciliation module requires some planning before daily operations may
The following steps must be completed:

° To interface Check Reconciliation to the General Ledger, the General Ledger
master file must be set up before you begin to use the module. When the two
modules are interfaced, the revenue accounts that you enter for each check
are validated against the General Ledger Master Chart of Accounts.

° In SYSTEM MANAGEMENT FUNCTIONS, the system operator must:
a) Enter the disk locations for the CKR data files.
b) Create and clear the CKR data files.

° Last, but not least, an operator must create Operator Sign-ons for all those
people who will participate in operating the CKR system.

4General Instructions for Entering Information

° The cursor is the bright rectangle shaped box (usually blinking) on your
screen that appears next to the input you are to make at any point in time.

o RULE 2: Always end an input by pressing one of the following keys: [ENTER],
[RETURN], [CR]

In error messages, the abbreviation <CR> stands for "carriage return." <CR>
is any of the three keys mentioned above.

° To exit the Check Reconciliation screens, press [ESC] or [<--] when the
cursor 1s positioned in the first data field on the screen.

If you have replaced Alpha Micro's standard INPUT subroutine with the INFLD
subroutine from Micro Sabio, the [END] key is replaced by the [ESC] key.

° In some situations, vyou will need to use Control Functions. These are
referred to in this manual and on the software screens as "CTRL/W", etc. To
invoke one of these functions, hold down the key marked "CTRL" while pressing

the other named key. For example, to do CTRL/W, hold down [CTRL] while you
press the [W] key.

° To erase part of a response, press [RUBOUT] or [Backspace] or [DEL] or
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[DELETE]. The response will be erased one character at a time from right to
left.

° To erase all of a response, hold down [CTRL] while pressing [Y]
simultaneously.

° Occasionally the [TAB] key (equivalent to CTRL/I ) will serve a special
purpose other than described above. When this is the case, such is clearly

indicated by specific Operator Instructions on your screen.

° The computer assumes a "No" response to the ANY CHANGE ? question that
appears on the last line of the screen. An [ENTER] alone accepts this "N"
response.

[ To change an item on the screen when the ANY CHANGE ? question is showing,

type the number of the item to be changed. The cursor will move to the chosen
field. Enter/change the field information. Then, press one of the keys
listed in RULE #2 (above).

° To cancel an entire screen of information, press [CTRL] and [W] at the same
time. A message indicating that the entry will not be processed is printed on
the bottom line of the screen. Press one of the keys equivalent to [ENTER] to
proceed.

If you have replaced Alpha Micro's standard INPUT subroutine with the INFLD

subroutine from Micro Sabio, the abort function "CTRL/W" is replaced by
"CTRL/E".
° Yes/No responses to questions may be answered with Y, vy, N, or n.

Sometimes you must press one of the keys equivalent to [ENTER] at the end of
your input.

[ All messages that inform the operator of an error are printed on the bottom
line of the screen. The operator will hear a "beep" when these messages are
printed.

[} Note that the lower case letter "1" (as in "leo") and the numeral "1" (one) on
the keypad ARE NOT THE SAME. In entering dollar amounts, the Check
Reconciliation module will not accept the lower case "1". The message
displayed will be: MUST BE NUMERIC.

° The upper case letter "O" (as in "Ohio") and the numeral zero "0O" ARE
DIFFERENT. When entering numeric information, the Check Reconciliation
module will not accept the upper case letter "O". The error message displayed

will be: MUST BE NUMERIC.

1The WHAT NEXT line

All of the main data entry screens in the CKR module allow you to move freely
between the information fields on the screen. Use the arrow keys: left, right, up and
down to reach any information field. When you have finished entering all information,
press [ESC]. The "WHAT NEXT" prompt appears at the bottom of the screen. The "WHAT NEXT"
prompt shows the options available to you.

There are several versions of the "WHAT NEXT" prompt in this software. One common
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one is the ANY CHANGE ? prompt. This is seen following entry of
information into one or more fields of a data record. The responses to
the ANY CHANGE ? prompt are:

] Type the number of a field to change (in those cases where
numbered fields are associated with the ANY CHANGE ? prompt). Enter new
data for that field. Press [ENTER] when finished. If the cursor moves to
another field, press [ESC] to return to the ANY CHANGE ? prompt.

] Respond N (o) to the ANY CHANGE ? prompt when all entries are correct and you
wish to move on. Usually, this response is the default one, so you only
need press [ENTER] to carry on.

Another form of "WHAT NEXT" prompt used in this software is signaled by the line:
Enter field number to CHANGE. Press [ENTER] to save. [ESC] to abort

° To change any information field, enter the number to the left of that field
and press [ENTER].

o To save your entry and move on, press [ENTER] alone.

] To cancel your entry, press [ESC]. You'll have one last chance to change
your mind before the entry is canceled.

° Additional prompts include:
[NEXT SCREEN] for next page (or CTRL/T)
[PREV SCREEN] for last page (or CTRL/R)

REMEMBER: [ENTER] and [ESC] are not the same at a "WHAT NEXT"
prompt.
[ENTER] saves your work.
[ESC] cancels your work.

2 [TAB] Search Window

One of the features of Check Reconciliation Ver. 6.0 is the use of overlaid boxes
(referred to as windows) in situations where you have a need to quickly scan a portion of
a database or list to find a particular entry on which to operate. 1In such cases, the
bottom of your screen will show a message similar to:

Press [TAB] for window.

This will ALWAYS originate with your primary cursor sitting on a field needing an entry.
If you know the record you seek, merely type that entry at the field. If you know even a
few characters of the field entry, type them and when you press [ENTER] you are paged
through all entries containing those few characters. For each, vyou will respond to the
prompt:
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Right (item)? [N]

where "item" is replaced by the proper entry of the field you are filling (customer, tax
set, payment terms, etc.) When you see the record you seek, respond Y(es) to this
prompt. Continuing to respond N(o) will bring up the next matching record until all
likely ones have been rejected.

Now, the [TAB] Search Window is an aid to finding records when you do not recall a
few characters of information. Simply press [TAB] at the entry field, part of your
screen is erased (but not forgotten), and a numbered list of the likely matches will show
in a window. At the bottom of the screen is the prompt:

Line #/[HOME]/[PG DN]/[PG UP]/[ESC]/[TAB]-search

The following general responses may be made to this prompt throughout the CKR Ver.
6.0 system:

RESPONSE ACTION or RESULT
[ESC] Leave the [TAB] Search Window at any time.
[ENTER] Display the next set of matching records found

by the search, until end of list is reached.
The number displayed will depend upon the space
available for the window at that time.

Line # Type the line number of an entry you wish to
use on the background screen. Press [ENTER].
The [TAB] Search Window will disappear and the
chosen record is displayed in the fields of the
background screen.

[HOME ] Return to the beginning of the records list
showing in the window.

[Page Down] or [NEXT SCREEN] or Move the list ahead (down) one screen's worth.
[CTRL] + [T]

[Page Up] or [PREV SCREEN] or Move the list back (up) one screen's worth.
[CTRL] + [R]

[TAB] (a second time) When the [TAB] Search Window shows the
beginning of a very long list of possible
choices, you may wish to eliminate some of them
by another search within this list. As you
scroll the list back and forth with the [Page
Up] and [Page Down] keys, vyou will spot
similarities of the records you really wish to
see. Enter another partial character pattern
to select these for a new list in the window.

3Exiting from a Screen

To leave any of the data entry screens or menus, press [ESC] or [ ] (the Left
Arrow key) at the first information field displayed. DO NOT press [ESC] at any of the
"WHAT NEXT" prompts unless you are sure you wish to cancel the entry just made.
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1.
4Field Editing

The CKR module supports 'field editing' through the use of Micro
Sabio's INFLD subroutine. You can use the arrow keys: left and right to
move the cursor to a letter or number that you want to change.

When a field has a 'default' - a usual answer - it is displayed beneath the cursor.
You can edit the default using the arrow keys.

CAUTION: 1If a field has both a default value and a [TAB] Search Window,
the default value will be used as a search pattern unless you first erase it with a
[CTRL] + [Y].

1.
1 Active Edit Keys
The following key combinations can be used to edit a field entry:
Go to Beginning CTRL/U
Delete character CTRL/D or [DEL CHAR]
Delete everything CTRL/Y
Delete word CTRL/V or [DEL WORD]
Go to End CTRL/E
Insert a space CTRL/F or [CHAR INS]
Left one space [ ] (the Left Arrow key) or CTRL/H
Next word CTRL/W or [NEXT WORD]
Previous word CTRL/A or [PREV WORD]
Right one space [®] (the Right Arrow key) or CTRL/K
1.

5Aborting an Entry
To start a screen over and cancel your previous work:
[CTRL] + [E]

will bring you to the "WHAT NEXT" prompt. You can then [ESC] to cancel your entry.

5 Saving Keystrokes

To eliminate keystrokes and to maximize the use of the numeric keypad on the
terminal, the Check Reconciliation module will accept account numbers, date, and dollar
amounts as follows:
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1Account Numbers

ACCOUNT NUMBERS: ####-##+# (four digit primary number) - (profit
center)
Enter the first four digits. Press any of the keys equivalent
to [ENTER].

The program will display the dash that separates the account number.
Enter the last three digits. Press any one of the keys equivalent to [ENTER].

Short Cuts:
If the account number is less than 1000:
Type only the number of digits needed.
The program will supply the leading zeroes.
Example:
To enter account 0900-101, type: 900 [ENTER] 101 [ENTER]

If the profit center is all zeroes:
Type the account number
Press any of the keys equivalent to [ENTER].
Press the [ENTER] key again.
The program will supply the 000 profit center.
Example:
To enter account #1200, type: 1200 [ENTER] [ENTER]

1.
2Dates
DATES:
Enter as MMDDYYYY.
01122002 for January 12, 2002
11062002 for November 6, 2002
Press [ENTER].
The date will be redisplayed with the / separators.
01/12/2002 or 11/06/2002
NOTE: you MUST use a leading zero for single digit months and days: e.g.,
0305YYYY for March 5.
1.

3Dollar Amounts

DOLLAR AMOUNTS:
Enter amounts in pennies (do not type the decimal point).
110256 for $1102.56
Press [ENTER].
The amount will be redisplayed with the decimal point in place.

Default answers and a more detailed discussion of the appropriate entries for each
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Check Reconciliation screen can be found in the chapters following this quick reference.

1.
6Terms & Abbreviations Used in CKR

The Check Reconciliation module contains the following terms and abbreviations:

1Cursor

The cursor is the flashing white box that appears on the terminal display screen.
The cursor is positioned at places where the operator is to enter information.

2Menu

A menu is a screen display that shows several choices for action. The CKR Main
Options screen is the first menu in the Check Reconciliation module.

Menus require that the operator respond with a numbered choice, or with [ESC] or
[<-] to leave the menu screen.

3TRX

This is our abbreviation for the word "transaction." A transaction is a single
screen of related information such as the information contained on one check.

1.
4<CR>
This is the abbreviation for any of the following keys:
[ENTER]
[NEXT]
[RETURN]
[CR]
All these keys are equivalent. Different keyboards will have one of these
selections.

The message "<CR> TO CONTINUE" means to press the one of these keys present on
your keyboard.

1.

S5Negative Dollar Amounts

Within the Check Reconciliation transaction file(s), debit amounts are stored as
positive numbers. Credit amounts are stored as negative numbers.
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In the Check Reconciliation Module, credit amounts are printed as negative numbers.
For example:

8320-000 Postage $25.00 expense is printed as a positive number
(a debit to the expense account)

2100-000 Accounts Payable $-25.00 to record the postage as a payable is
printed as a negative number (a credit to
the liability account)

7Selecting a Printer

If you have set the CKR system parameters file to SPOOL REPORTS AFTER CLOSING, each
time you select a report function in Check Reconciliation, vyou will be asked to select a
printer for the report. The table of printer names is set up and maintained by the
"Define System Parameters" option under the Systems Management option of the Check
Reconciliation Main Options Menu.

1Printer Selection Screen

(Your Company Nmae) (name of application being run)

Please select printer: 2

.~~DRAFT PRINT

. ~~BOOKKEEPING

.~~Katie's HP

.~~AM302

.~~Print report later (ARTBAL.PRT)

g W N

ANY CHANGE? I
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Valid responses to the printer selection prompt are: the numbers 1 through 5 or the
[ESC] key to exit the option. In some instances, [ESC] has been disabled to prevent the
interruption of a posting sequence that may damage one or more files.

Choices 1, 2, 3, and 4 will send the report to the printer as soon as the report
is finished. Choice 5 creates the report, stores it on the computer disk, but does not
send it to a printer immediately. You can use option #12. Display/Print CKR Reports of
the Check Reconciliation menu to print the report or to display the report on a terminal.

All of the reports, regardless of your choice, are stored on the disk each time
they are run. Anytime you use option #6. Display/Print LAST Copy of Reports on the CKR
Main Options menu, the resulting printout or display is the last copy of the report
stored on the disk.
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