Record Cleared Checks

Chapter Two

RECORD CLEARED CHECKS

Cleared
Outstanding
Voided

2.
1Purpose
Record Cleared Checks (Your Company Name)
BISEY BANK Rec Cutoff Date: |
G/L Acct: 1000-000 Cash In Bank Check #s:
—————————— rR---------------———------—--——--—--Beg Bal- 28,433.58
003325 09/01/2000 KLEPPIN, MOLLY D 45.00-
179681 09/01/2000 A/R CASH JOURNAL TOTAL 7,528.14
003330 09/03/2000 MICRO TECHNOLOGIES 318.00-
003331 09/03/2000 AT&T 1,047.47-
003332 09/03/2000 BUSEY BANK DEPOSITARY 2,066.19-
003333 09/03/2000 AMERITECH 170.39-
003334 09/03/2000 DIGITAL COMMUNICATIONS 114.60-
003335 09/03/2000 FEDERAL EXPRESS 43.00-
003336 09/03/2000 POTTER, GRETCHEN M. 36.43-
003337 09/03/2000 GRYPHON INC. 919.90-
012566 09/05/2000 ALPHA MICROSYSTEMS 250.00-
012567 09/05/2000 CARPENTER INDUSTRIES 420.64-
[NEXT SCREEN]=[CTL]/[T] [<--]=Check Detail 382.15
[PREV SCREEN]=[CTL]/[R] [-->]=Acct Summary 936.83
[ESC]=end [TAB]=Print Page 0.00
Shortcuts: [N]=[0] [Y]=[1]

The screen shown above is the Record Cleared Checks screen.

On this screen you may
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review and manipulate the outstanding transactions for any bank account or subsidiary G/L
account. For bank accounts, this screen is where you record the clearing of checks and
deposits.

The screen is divided into three parts. At the top is the entry/display point for
information about a specific bank or subsidiary account, along with the most recent
Beginning Balance. The middle section of the screen displays the list of current
transactions for the chosen account. There are six (6) columns of information from left
to right. They are: the transaction ID number, the transaction date, the Payee name or
other transaction name, the transaction amount, the cleared recording column (CLR) where
you record Yes/No for the transaction status, and the status indicator column where you
see messages such as CHK OUT, CHK CLR, etc.

The bottom section of this screen is divided into two parts. On the left are the
operations and key presses you may do at this point. On the right are three running
totals for each account: a total CLEARED amount, a total OUTSTANDING amount, and a
total VOIDED amount.

1Procedure for #l. Record Cleared Checks

1. From the CKR Main Options menu, select #1. Record Cleared Checks. Press
[ENTER] .
2. You come to the Record Cleared Checks screen (shown above). The cursor will

be on the G/L Acct: field and the bottom of the screen shows the message:
Enter bank G/L account number. [TAB] for window.

EITHER:
Enter a G/L account number for an account you wish to use (either bank
or subsidiary). Press [ENTER].
OR:
Press [TAB] to begin a TAB Search window from which to choose among all
current CKR accounts. (See Chapter One of this manual for details
on the operation of TAB Search windows.)

3. The cursor moves right to the Rec Cutoff Date: field. Enter a bank
reconciliation cutoff date (to list transactions BEFORE that date).

OR:
Press [TAB] to disable the use of a cutoff date. All transactions will be
displayed in this case.

4, The cursor moves to the Check No: field. Enter a target check number range
(Start Date; End Date) and press [ENTER]. Only checks DURING this range will
be displayed.

OR:
Press [TAB] to disable the use of a check number range. All transactions will
be displayed in this case.

5. The chosen account is displayed on the screen with the transactions listed in
the middle of the screen. The cursor will be on the first transaction in the
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CLR column. The prompts in the lower left corner of the screen tell you how
to make it work. You may do any of the following:

° Press the Up Arrow or Down Arrow keys to move the cursor up or
down one line at a time.

° Press [NEXT SCREEN] or [CTRL] + [T] to advance the listing one
screen worth.

° Press [PREV SCREEN] or [CTRL] + [R] to reverse the listing one
screen worth.

° Press [Y] or [N] to record the clear status for each transaction.
There is a short cut method for this operation: with the NUM LOCK
key set to ON for your keyboard, use the numeric key pad and just
press ZERO (0) for No or ONE (1) for Yes. The cursor
automatically advances down to the next transaction with each key
press.

° Press Left Arrow [<-] to open a window containing transaction
detail for the line of the cursor. When finished viewing this
information, press [ENTER] to resume.

° Press Right Arrow [->] to open a window showing the total Account
Summar. When finished viewing this information, press [ENTER] to
resume.

° Press [TAB] to save a print of the present screen. This is saved

in a file called CLEARD.PRT.

° Press [ESC] to end work with this account/subsidiary. The cursor
returns to the G/L Acct: field.

6. When all finished with the Record Cleared Checks option, press [ESC] from the
G/L Acct: field.

7. If you have requested a print of a screen, you are taken to the usual Printer
Selection screen where you may view the print on your workstation screen, or
save the file for future printing.

8. You return to the CKR Main Options menu.
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