System Management Functions: Options 1 - 4

Chapter Eight

SYSTEM MANAGEMENT FUNCTIONS
Options 1 - 4

1Purpose

CKR Systems Management
Systems Management Functions
Which Program Do You Wish to Run? ...
. Work on Bank Balance File
. Work on User Sign-on File
. Make Manual Entries
Purge Check History By Date

Sw N

[ENTER] for System Operator Functions
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Check Reconciliation Reference Manual

The CKR Systems Management option is contained on two screens. The first of these
is shown above and includes the Systems Management Functions. Chapter Nine of this manual
contains the discussion of the System Operator Functions.

The CKR System Management options are maintenance functions that must be done
periodically to keep the CKR system running well. These options should be used by an
experienced System Operator only. Several functions on each of these menus can destroy
important data. The General Rule for using Systems Management options is: If you

don't understand it, don't use it!

SPECIAL NOTE: Because of the potential dangers mentioned above, the CKR Systems
Management options can be protected by a password. When you choose #7. System Management
Functions from the CKR Main Options Menu, vyou may first encounter the prompt:

WHAT IS THE PASSWORD? ......

You must type a password at this point or press [ENTER] alone if no password has
been established. Asterisks (*) will be displayed as you type. If the wrong password is
entered, the program returns to the CKR Main Options menu.

lExplanation of CKR Systems Management Functions

1. Work on Bank Balance File - Helps you define all your checking
accounts.
Use this option to:
Enter/Edit information and beginning balances for each checking account
you use.
Enter/Edit information about any other G/L account for which you wish to
use the CKR system to track supporting detail.
Delete records for already defined Bank or G/L accounts.
Print a listing of Bank accounts or G/L accounts tracked by the CKR
module.

2. Work on User Sign-on File - Helps you define authorized user sign-ons
for persons who will be doing check reconciliation work.
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Functions: Options 1 - 4
Use this option to:
Add new user sign-on records.
Change or look at existing user sign-on records.
Delete user sign-on records as job definitions change.
Print a list of all defined user sign-ons.

3. Make Manual Entries - Permits you to enter individual checks/deposits
to a bank account.

Use this option to:

Enter/Edit information for any transaction.

Delete any transaction.

Print a list of transactions.

4. Purge Check History by Date - Permits you to discard no longer needed
history to keep files of a reasonable size.

Use this option to:

Purge the history file by selected G/L Accounts.

Purge the history file by selected Payees.

Purge the history file by selected Dates.

Produce a listing of all transactions purged.

IMPORTANT: Before executing this purge option, make a backup copy of
the CKHIST file. This will retain any important data, but in a different file.

2#1 .Work on Bank Balance File

This is the option that allows you to define and describe all accounts that you wish
to track and to reconcile transactions. The Check Reconciliation module will track two
different types of account transactions.

A. Checks written against, and deposits made to any of your CASH accounts.
These are your regular bank checking accounts and the corresponding G/L accounts through
which you conduct all money transactions. For this more expected application of the CKR
module, "a check IS a check."”

B. The detail of all transactions to ANY other G/L accounts for which you want to
have, and be able to reconcile, the detailed history of events. For example, your
business may offer a 401-K Retirement Plan for which you wish to retain the details of all
individual contributions made each payroll. The normal process of posting transactions
through to the General Ledger accounts condenses data and will remove this kind of detail.
Now, using this CKR module, vyou can cause the complete detail of selected accounts to be
saved. For this less expected application of the CKR module, "a check is ANY transaction
that gets posted." We refer to these special G/L tracking accounts as "subsidiary"
ledgers or accounts.

So, 1in short, the Check Reconciliation module will also serve as a versatile G/L
account tracking and reconciliation module. You decide which G/L accounts you wish to
track this way. Then, set them up in the Bank Balance file as described below.
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1The Work on Bank Balance File Menu

Bank Account

1000-000
1010-000
1200-000
2100-000
2350-000
2320-000
4140-000
6010-000
6250-000
8300-000
2330-000
8410-000

P O WwWwow-Jo 0 b whN -

=

File (Your Company Name)

BUSEY BANK (Champaign office)
FARMER'S BANK (Loda office)
Accounts Receivable Subsidiary
Accounts Payable Subsidiary
Accrued Wages Subsidiary

State Withholding Subsidiary
Post-install Income Subsidiary
Purchase AlphaMicro Subsidiary
Programming Wages Subsidiary
Office Improvements Subsidiary
Sales Tax Subsidiary

Telephone Subsidiary

130616-770-
247358-931-

Subsidiary
Subsidiary
Subsidiary
Subsidiary
Subsidiary
Subsidiary
Subsidiary
Subsidiary
Subsidiary
Subsidiary

Check Reconciliation Reference Manual

8 325-8817
2 268-7062

Select a mode.

O (#4#4#)

1-ADD 2-CHANGE 3-DELETE

[ENTER] to select a line.

=[CTRL] -
[CTRL]-[
[CTRL]-[

[HOME]
[NEXT SCREEN]=
[PREV SCREEN]=
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System Management Functions: Options 1 - 4

The screen shown above is an example of the Work on Bank Balance File menu. You get
to this screen from option #1. Work on Bank Balance File of the System Management
Functions menu. Through this screen, you take care of the major tasks (add, change,
view, delete, and print) for all bank accounts and subsidiary accounts tracked by the CKR
System.

This screen also serves as a partial listing of the Bank and Subsidiary accounts
defined in the CKR system. The screen is divided into two main parts. The upper majority
of the screen contains a listing of the (first sixteen) accounts to be tracked by the CKR
module. At the bottom is the menu bar of user actions that may be taken and the
associated key presses.

The account listing includes five columns of the information about each account.

Column 1 - Line number of the account in this list. Use this number to select
an account for CHANGE or DELETE modes.

Column 2 - The G/L account number being tracked by the CKR system for this
line entry.

Column 3 - The Bank or Account name for this tracking entry.

Column 4 - The Bank Account number (for true checking accounts) or a
designation like "subsidiary" to denote other G/L accounts being tracked
by CKR.

Column 5 - The contact phone number field of the bank account record. For
"subsidiary" account records, this field may be used to house whatever

information you would like to see in this account listing.

1 Responses to the Work on Bank Balance File Menu

The "MODE:" menu bar at the bottom of the Work on Bank Balance File menu screen
shows the choices available:

MODE: .... 1-ADD 2-CHANGE 3-DELETE 4-PRINT
To choose a mode of operation, merely type the number of the mode you wish ("1" for ADD,
"2" for CHANGE, etc). For the CHANGE and DELETE mode choices, vyou next will be asked to

enter the Line # (leftmost column) of the Bank Account entry you wish to CHANGE or DELETE.
After each entry press [ENTER].
Also from this menu you may do any of the following:
[HOME] or [CTRL] + [*] Move the accounts list to the beginning.

[NEXT SCREEN] or Move the accounts list AHEAD one
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Check Reconciliation Reference Manual
[CTRL] + [T] screen.

[PREV SCREEN] or Move the accounts list BACK one screen.
[CTRL] + [R]

2The Bank Account File Maintenance Screen
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Options 1 - 4

Bank Account File (Your Company Name)

1.

10.

17.

W ~J o U b WN

G/L Account 1000-000 Cash in Bank

Bank Acct # 130616-770-8

Bank Name
Bank Addl
Bank Add2
Bank City
Bank State
Bank Zip

Phone #s

Signatures

Notes

BUSEY BANK
1401 S. Prospect

CHAMPAIGN
IL
61821

325-8817 Contact

Gretchen M. Potter
J. Richard Dennis

11.
12.

13.
14.
15.

16.

Jess

Edit Date 09/13/2000

Auth Cd
Auth Cd

Open Date 05/31/1989
Beg Bal 125.00
Bal Date 06/01/2000

Next Chk # 3781
James
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Check Reconciliation Reference Manual

The screen shown above is the Bank Account File Maintenance screen. It is reached
from the Work on Bank Account File menu in ADD and CHANGE modes. There are three (3)
critical fields on this screen. You must have entries in these fields. The others are

optional information for your use. The NECESSARY fields are:

1. G/L Account The G/L account number and name define each
reconciliation account for the CKR system. This field may NOT be edited later. The only
way to change a G/L account number is to DELETE the faulty one and ADD a new (corrected)
record.

14. Beg Bal The Beginning Balance field MUST have an entry. For
"real" bank accounts, this would be the cash balance in the account when you set up
tracking by the CKR system. For other G/L accounts, this would be the account balance at
the beginning of the tracking period.

15. Bal Date The Balance Date field MUST have the date of the
Beginning Balance shown in Field #14 above.

1 Field 1. G/L Account

This field really is two fields, the G/L Account Number (in the form ####-###) and
the G/L Account Name. When you ADD new accounts to be tracked by CKR, you may do so
either by number (if you remember it) or by (partial) Name. The Right Arrow key [->] and
Left Arrow key [ ] move your cursor back and forth between these two fields.

The G/L Account Number and Name MAY NOT be changed for a bank account record. If
you make a mistake on this pair of fields, all you can do later is DELETE the erroneous
record and ADD a new one with corrected G/L Account Name and Number.
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Every bank cash account being tracked by the CKR system MUST have a unique G/L
account associated with it. You MAY NOT have two tracking accounts for the same G/L
account. The CKR system (in ADD mode) prevents you from creating a new tracking account
for a G/L Account that already has one defined.

2 Field: Edit Date

This field is automatically updated with the current date each time you create or
change a record. You do nothing to this field, the computer does it for you.

3 Field: 2. Bank Account Number (Bank Acct #)

For "real" bank accounts, this field houses the Bank Account Number printed on your
checks and deposit slips.

For other G/L "subsidiary" accounts, this field may be blank.

4 Field: 3. Bank Name

In this field, enter the name of the bank in which the checking (cash) account
resides.

For other G/L "subsidiary"™ accounts, put in a name that associates this record with
the corresponding G/L Account and reflects the supporting nature of this record. 1In the
example on the screen above, for a G/L Account like State Withholding we have used the
name "State Withholding Subsidiary" as the name of the supporting record in the CKR
system.

The entry in this field shows up on the screen listing of the Bank Account File menu
and on printed reports.

5 Fields: 4. and 5. Bank Address (Bank Addl and Bank Add2)
Fields to use to house mailing information about the bank of the checking account.

For other G/L "subsidiary" accounts, these fields may be blank, or could be used to
house other related information of your choice.

6 Field: 6. Bank City

More mailing or location information for bank accounts. For other G/L "subsidiary"
accounts, this field may be blank or used for other related information of your choice.
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7 Field: 7. Bank State
More mailing or location information for bank accounts. For other G/L "subsidiary"
accounts, this field may be blank or used for other related information of your choice.

This field is two (2) characters ONLY in length. Use the standard postal state
abbreviations.

8.
8 Field: 8. Bank ZIP
More mailing or location information for bank accounts. For other G/L "subsidiary"
accounts, this field may be blank or used for other related information of your choice.
In this field you may enter either the five or nine character ZIP Code format.
8.

9 Field: 9. Phone Numbers (Phone #s) and Contact

This selection on the Bank Account File Maintenance screen is a set of three (3)
PAIRS of fields, each pair having room for a phone number and a Contact name associated
with that number.

These fields are optional for both the bank (cash) accounts and the other G/L
"subsidiary" accounts.

10 Field: 10. Signatures

For bank accounts, this space houses the names of up to two persons authorized to
sign checks or other transactions through the bank. For other G/L "subsidiary" accounts,
these fields may be blank or used for other related information.

11 Fields: 11. and 12. Authorization Code (Auth Cd)

For bank accounts, to be used to house any authorization codes that need to be
remembered, such as electronic funds transfer codes, etc. For other G/L "subsidiary"
accounts, these fields may be blank or used for other related information.

These fields are optional for both bank accounts and subsidiary accounts.

12 Field: 13. Open Date

For a bank account, this date would be the date the account was established. For
other G/L "subsidiary" accounts, this date might be the date the tracking account was
established in the CKR system. These fields are optional for both bank accounts and
subsidiary accounts.
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8.
13 Field: 14. Beginning Balance (Beg Bal)

IMPORTANT: This is one of the three fields on this screen
that MUST have an entry in order for the CKR system to work properly.

For bank accounts, this entry is the initial deposit (new account) or the account
balance at the beginning of the tracking period when the account record is created. From
the initialization point forward, the computer keeps the balance current and accurate
through the monitoring of checks and deposits.

For other G/L "subsidiary" accounts, the Beginning Balance is the financial
statement balance at the beginning of the tracking period. Again, once established,
this balance automatically is updated by the activity of the CKR system.

The updating of this balance takes place each time you transfer transactions to
History and purge the open transactions file up to some date.

14 Field: 15. Balance Date (Bal Date)
IMPORTANT: This is one of the three fields on this screen that MUST have

an entry in order for the CKR system to work properly.

For bank accounts, this entry is the DATE of the account initiation or the DATE of
the Beginning Balance for the initial tracking period discussed above. For other G/L
"subsidiary" accounts, this is the date of the beginning of the initial tracking period.

In both cases, this date, once initiated, is kept current by the action of the
CKR system. The date is updated each time transactions are transferred to History and
purged from the open transactions file.

15 Field: 16. Next Check Number (Next Chk #)

An optional field in which you might record the starting/next check number for a
bank account.

16 Field: 17. Notes

A space of two, thirty (30) character fields in which to include any supporting
information you wish.

3Choice: 1. ADD (new Bank or G/L accounts to track)
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Preparation:
A. For each cash/bank account you will be entering, have at least the
corresponding G/L Account Number or Name, the Beginning Balance, and the

Beginning Date.

B. While consulting the Bank Account File Maintenance screen, gather as much of
the other optional information as you need to have the computer database for
you.

C. While consulting your Chart of Accounts, decide for which accounts you wish
to have subsidiary transaction detail tracking. Have these account numbers
and names, and the current balances and dates for these accounts. While
consulting the Bank Account File Maintenance screen, decide what other
support information you will need for these accounts and which fields will be
best suited for each such piece of information. List these so you can keep
your subsidiary accounts standard.

Procedure:

D. From the CKR Main Options menu, choose #7. System Management Functions.
Press [ENTER].

2. Respond to the Password query (if necessary).
3. Choose #1. Work on Bank Balance File. Press [ENTER].
4, You come to the Bank Account File listing and menu screen. Your cursor 1is on

the MODE: line at the bottom.

5. Use the [HOME], [NEXT SCREEN], and [PREV SCREEN] keys to manipulate the
accounts list to your liking.

6. Type 1 (one) to invoke the ADD operation. Press [ENTER].

7. You come to the Bank Account File Maintenance screen.
You MUST enter a G/L Account Number/Name (Field 1).

Press [TAB] to open a search window to your Chart of Accounts. See Chapter
One of this manual for details of manipulating the [TAB] Search Windows.
Select the G/L Account you need. Press [ENTER] and that G/L Account Number
and Name will be entered in Field 1.

If you know part of the G/L Account Name (but not the number), press the
Right Arrow key [->] to move the cursor to the Account Name field. Enter part
or all of the Account Name you seek. Press [ENTER].

Respond to the Right account? prompt until you find the G/L Account you
seek.

8. Use the Arrow keys to move the cursor to Field 14. Beg Bal. Enter the
beginning balance for this tracking account. Allow for two decimal digits
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(i.e., enter 5500 for $55.00). Press [ENTER].

9. The cursor goes to Field 15. Bal Date. Enter the Beginning Balance Date in
the form MMDDYYYY. Press [ENTER].

10. Pressing [ESC] from Field 16 (or any other field) will move the cursor to the
prompt:

Enter field number to CHANGE. Press [ENTER] to save. [ESC] to abort.

Enter data in the other fields as appropriate for the type of tracking account
you are creating (bank or G/L subsidiary) .

When finished, press [ESC] to get the cursor to the bottom screen prompt.

11. Press [ENTER] alone to save the new record. The cursor goes back to Field 1
to begin entry of a new Bank Account record.

12. When all finished entering new Bank Account records, press [ESC] from Field
1. You return to the Bank Account File menu and listing screen. Continue
pressing [ESC] to return to the CKR Main Options menu.

. 4Choice: 2. CHANGE (existing Bank or G/L accounts)
Preparation:
A) Use Option 4-PRINT on the Bank Account File menu and listing screen to print a
listing of all defined accounts. Use this list to decide the changes to make.
Procedure:
1. From the CKR Main Options menu, choose #7. System Management Functions.

Press [ENTER].

2. Respond to the Password query (if necessary).
3. Choose #1. Work on Bank Balance File. Press [ENTER].
4, You come to the Bank Account File listing and menu screen. Your cursor is on

the MODE: line at the bottom.

5. Use the [HOME], [NEXT SCREEN], and [PREV SCREEN] keys to manipulate the
accounts list to your liking.

6. Type 2 (two) to invoke the CHANGE operation. Press [ENTER].
7. The cursor moves to the LINE: input. Type the line number from the accounts
listing on your screen of the account you wish to change. Press [ENTER].
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You come to the Bank Account File Maintenance screen. The chosen account
details are displayed on the screen. Your cursor is at the prompt:

Enter field number to CHANGE. Press [ENTER] to save. [ESC] to abort.

Enter the number of each field needing change. Press [ENTER]. Edit the
information for that field. See Chapter One for a complete review of the
editing keys available on each data field.

When finished editing the field entry, BE SURE to press [ENTER]. The cursor
goes to the next field, AND your new entry is recorded.

THEN, press [ESC] to get the cursor to the bottom screen prompt.

Continue this process until all changes are made to this record.

Press [ENTER] alone from the bottom screen prompt to save the new record.

You return to the Bank Account File menu and listing screen. Continue
pressing [ESC] to return to the CKR Main Options menu.

8.
5Choice: 3. DELETE (existing Bank or G/L account)
Preparation:
A. Use Option 4. PRINT on the Bank Account File menu and listing screen to print
a listing of all defined accounts. Use this list to determine the accounts that must be
deleted.
Procedure:
1. From the CKR Main Options menu, choose #7. System Management Functions.
Press [ENTER].
2. Respond to the Password query (if necessary).
3. Choose #1. Work on Bank Balance File. Press [ENTER].
4, You come to the Bank Account File listing and menu screen. Your cursor is on
the MODE: line at the bottom.
5. Use the [HOME], [NEXT SCREEN], and [PREV SCREEN] keys to manipulate the
accounts list to your liking.
6. Type 3 (three) to invoke the DELETE operation. Press [ENTER].
7. The cursor moves to the LINE: input. Type the line number from the accounts
listing on your screen of the account you wish to delete. Press [ENTER].
Ver. 8.0 (###)
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8. You come to the Bank Account File Maintenance screen. The chosen account
details are displayed on the screen. Your cursor is at the prompt:
DELETE this Bank Account?

The default here is N (o).

Respond Y (es) and [ENTER] to complete the deleting of this record. The delete
is acknowledged at the bottom of your screen. Press [ENTER].

Respond [ENTER] alone to abort the delete of this record.

9. In both cases you return to the Bank Account File menu and listing screen.
10. Continue this process until all deletes have been made.

11. Press [ESC] alone from the MODE: prompt to exit.

12. You are returned to the Systems Management Functions menu. Continue pressing

[ESC] to return to the CKR Main Options menu.

6Choice: 4. PRINT (existing BANK or G/L accounts)

Procedure:

1. From the CKR Main Options menu, choose #7. System Management Functions.
Press [ENTER].

2. Respond to the Password query (if necessary).
3. Choose #1. Work on Bank Balance File. Press [ENTER].
4, You come to the Bank Account File listing and menu screen. Your cursor is on

the MODE: line at the bottom.

5. Use the [HOME], [NEXT SCREEN], and [PREV SCREEN] keys to manipulate the
accounts list to your liking.

6. Type 4 (four) to invoke the PRINT operation. Press [ENTER].
7. Respond to the prompt:
Sort before printing?
Respond Y (es) to request a sorting. Press [ENTER].
Respond [ENTER] alone to NOT sort the file.

8. Respond to the usual Printer Selection screen.
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Respond to "How many copies do you want?"
[ENTER] alone gets one copy.
Type the number and press [ENTER] for more than one copy.
You come to the choices:

CREATE REPORT FOR:

1. ACCOUNTS ALL
STARTING:
ENDING:

2. Print ALL fields? N

N - Print one line summary
Y - Print all bank acct information

Respond to the ANY CHANGE ? prompt to accept the defaults shown or to enter
new selections.

When finished, press [ENTER] alone at the ANY CHANGE ? prompt to continue.
You will see PRINTING OCCURRING .... PLEASE WAIT

You will have the usual opportunity to view the report on your workstation
screen and/or to save the file for future printing.

You return to the Bank Account File menu and listing screen.
Press [ESC] alone from the MODE: prompt to exit.

You are returned to the Systems Management Functions menu. Continue pressing
[ESC] to return to the CKR Main Options menu.
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1 Sample of Bank Account Complete Listing

RUN DATE: 13-SEP-00

BANK ACCOUNT COMPLETE LISTING

ACCOUNTS: ALL
4:01 PM

G/L ACCT BANK NAME ACCOUNT ID
ADDRESS AUTH CODES

1000-000 BUSEY BANK 130616-770-8

(Your Company Name)

REPORT NAME:

BEG BAL BAL DATE PHONE NUMBERS
NXT CHK NO OPENED ON

125.00 06/01/2000 325-8817

BNKPRT . PRT

CONTACTS

JAMES JESSO

1401 s. PROSPECT 3781 05/31/1989
CHAMPAIGN IL 61821 SIGNERS GRETCHEN M. POTTER J. RICHARD DENNIS EDITED: 09/13/2000

1200-000 Accounts Receivable Subsidiary Subsidiary 0.00 08/31/2000
SIGNERS EDITED: 09/05/2000

2100-000 Accounts Payable Subsidiary Subsidiary 0.00 08/31/2000
SIGNERS r EDITED: 09/12/2000

NINININININININININININININININININININININININININININININININININ/NTN

8300-000 Office Improvements Subsidiary Subsidiary

0.00 08/31/2000
/o

SIGNERS EDITED: 09/05/2000
8410-000 Telephone Subsidiary Subsidiary 0.00 08/31/2000
SIGNERS EDITED: 09/05/2000

ACCOUNTS: ALL

11 ACCOUNTS ON FILE
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2 Sample of Bank Account Short Listing

REPORT NAME: BNKPRT.PRT

RUN DATE: 13-SEP-00 (Your Company Name) PAGE 1
BANK ACCOUNT SHORT LISTING

ACCOUNTS: ALL

4:16 PM

G/L ACCT BANK NAME ACCOUNT ID BEG BAL BAL DATE PHONE NUMBERS CONTACTS
1000-000 BUSEY BANK 130616-770-8 125.00 06/01/2000 325-8817 JESS JAMES
1200-000 Accounts Receivable Subsidiary Subsidiary 0.00 08/31/2000

2100-000 Accounts Payable Subsidiary Subsidiary 0.00 08/31/2000

2320-000 State Withholding Subsidiary Subsidiary 0.00 08/31/2000

2330-000 sales Tax Subsidiary Subsidiary 0.00 08/31/2000

2350-000 Accrued Wages Subsidiary Subsidiary 0.00 08/31/2000

4140-000 Post-install Income Subsidiary Subsidiary 0.00 08/31/2000

6010-000 Purchase Alpha Micro Subsidiar Subsidiary 0.00 08/31/2000

6250-000 Programming Wages Subsidiary Subsidiary 0.00 08/31/2000

8300-000 Office Improvements Subsidiary Subsidiary 0.00 08/31/2000

8410-000 Telephone Subsidiary Subsidiary 0.00 08/31/2000

ACCOUNTS: ALL

11 ACCOUNTS ON FILE

Ver. 8.0 (###)



(Your Company Name)
User Sign-on File

Please select application: I..

8.
1. Add User Sign-ons 3#2 Work on
2. Change/Inquire User Sign-ons User Slgn_on
File
3. Delete User Sign-ons
4. Print List of User Sign-ons
8.
lExplanation of Work on User Sign-on File Options
This menu option allows you to add, change/inquire, and/or delete User Sign-ons for

the system. A list of User Sign-ons may also be printed. User Sign-ons are a means of
control over the use of the Check Reconciliation module.

When you come to the above screen, you may see in the upper right corner
the message **SIGN ON NOT ACTIVE **, This is a signal to another step you must take to

completely implement User Sign-ons and system security. In System Operator Functions,
Choice #21. Define Disk Locations, System Defaults, go to Screen No. 3 Check
Reconciliation Features. The first feature on Screen No. 3 is:

1. Activate User Sign-on/Security?

This query MUST be set to Y(es) in order for User Sign-ons to work properly.

2Procedure for #1. Add User Sign-ons
1. From the CKR Main Options menu, choose #7. System Management Functions.
Press [ENTER].

2. Respond to the Password Prompt (if necessary).
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3. From the System Management menu, choose #2. Work on User Sign-on File.
Press [ENTER].

4, To add User Sign-ons, choose #1. Press [ENTER].

5. Type in up to eight characters for the User Name. These must be unique.
Press [ENTER].
Type in three User Initials. Press [ENTER].
Type in an up to eight character Password for the new User. Be sure to either
let them choose what to use as the password or inform them of your
initial choice. You may change it later. Press [ENTER].

6. You now will be looking at the access list as follows:

(1) Record Cleared Checks

(2) Print Check Listings

(3) Make Manual Account Entries

(4) Scan Current Checks

(5) Scan Archived Checks

(6) Display/Print LAST Copy of Reports
(7) System Management Functions

(8) Allow EXIT to C/S Main Menu

Z22z222222

These all are Yes/No settings with default values of NO.
Type either:

° [R] to reverse the settings of the entire list.
° A number from the list to reverse THAT setting.
° [E] to END selections.

7. Respond to the ANY CHANGE ? prompt:

Respond Y (es) or with a number from the list to make a change. Continue this
until the new User Sign-on record is correct.

Respond [ENTER] alone to accept the new User Sign-on record as is. The cursor
is returned to the User Name field for another entry.

8. When all additions are complete, press [ESC] or [ 1] (the Left Arrow key) to
exit the screen.

3Procedure for #2. Change/Inquire User Sign-ons

1. From the CKR Main Options menu, choose #7. System Management Functions.
Press [ENTER].

2. Respond to the Password prompt (if necessary).
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3. From the Systems Management menu, choose #2. Work on User Sign-ons File.
Press [ENTER].

4. Choose #2. Change/Inquire User Sign-ons. Press [ENTER].
Type in the User Name. Partial entries DO NOT work here. Press [ENTER].

The screen will display the User Sign-on record.

5. Respond to the ANY CHANGE ? prompt:

Type "Y" and the field # to change. (NOTE: You cannot change the User Name.)
Type in the correct data.
Press [ENTER].

OR:
Type "N" or [ENTER] alone to accept the displayed data.

6. When finished changing/inquiring on User Sign-ons, press [ESC] or [ ] (the
Left Arrow key) to exit the screen.

4Procedure for #3. Delete User Sign-ons

1. From the CKR Main Options menu, choose #7. System Management Functions.
Press [ENTER].

2. Respond to the Password prompt (if necessary).

3. From the System Management menu, choose #2. Work on User Sign-on File.
Press [ENTER].

4. Choose #3. Delete User Sign-ons. Press [ENTER].

5. Type in the User Name to be deleted. Press [ENTER]. Partial entries are NOT
honored at this input.

The screen will display the User Sign-on record.
6. Respond to the query:
Correct record? (N)
Press "Y" to accept the displayed record and delete it.

OR:
Press "N" to reject the displayed record and abort deletion.

In either case, you are returned to the Delete User Sign-ons screen for input
or exiting. To exit, ©press [ESC] or [ ] (the Left Arrow key).
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5Procedure for #4. Print List of User Sign-ons

1. From the CKR Main Options menu, choose #7. System Management Functions.
Press [ENTER].

2. Respond to the Password prompt (if necessary).

3. From the Systems Management menu, choose #2. Work on User Sign-ons File.
Press [ENTER].

4, Choose #4. Print List of User Sign-ons. Press [ENTER].
5. Respond to the query:
Do you wish to sort the file? (N)

Type "Y" to activate a sort prior to printing.
Type "N" or [ENTER] alone to skip the sort process.

6. Respond to the usual Printer Selection screen.

7. You will have the usual opportunity to view the report on the workstation
screen and/or to postpone printing to a future time.

8. When processing/printing are completed, vyou are returned to the User Sign-ons
File menu. To exit the module, press [ESC] or [ ] (the Left Arrow key).

Ver. 8.0 (###)
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8.
1 Sample List of User Sign-ons

REPORT NAME: SVLPRT.PRT

RUN DATE: 30-OCT-00 (Your Company Name) PAGE 1

CHK REC User Sign-On Listing

8:59 AM

USER ID PASSWORD MENU ACCESS SETTINGS

GRETCHEN N ( 1) Record Cancelled Checks

GMP Y ( 2) Print Check Listings

Y ( 3) Make Manual Account Entries
Y ( 4) Scan Current Checks
Y ( 5) Scan Archived Checks
Y ( 6) Display/Print LAST Copy of Reports
Y ( 7) System Management Functions
Y ( 8) Allow EXIT to C/S Main Menu
N (9)
N (10)

DICK MEISTER N ( 1) Record Cancelled Checks

JRD N ( 2) Print Check Listings

N ( 3) Make Manual Account Entries
N ( 4) Scan Current Checks
N ( 5) Scan Archived Checks
N ( 6) Display/Print LAST Copy of Reports
N ( 7) System Management Functions
N ( 8) Allow EXIT to C/S Main Menu
N (9)
N (10)

2 USERS ON FILE
CHK REC MODULE SIGN-ON NOT CURRENTLY ACTIVE

PRINTED AT: 8:59 AM
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ADJ A/R SALES JOURNAL TOTAL A/R CLR 1,544.06

1 1200-000
2 1200-000
3 2100-000
4 2100-000
5 2320-000
6 2330-000
7 2330-000
8 2330-000
9 2330-000
10 2330-000
11 2330-000
12 2350-000
13 2350-000
14 4140-000
15 6250-000
16 6250-000

167288
169394
159740
160386
161459
001203
001203
001204
001204
950002
950003
160927
161459
950003
160643
160927

09/05/2000
09/05/2000
09/06/2000
09/05/2000
09/06/2000
05/15/2000
05/15/2000
05/15/2000
05/15/2000
05/04/2000
05/04/2000
09/06/2000
09/06/2000
05/04/2000
09/06/2000
09/06/2000

1-ADD 2-CHANGE

ADJ A/R CASH JOURNAL TOTAL CSH CLR -50.00
ADJ A/P POSTING BATCH: 15974 A/P CLR -100.32
ADJ CHECK REGISTER A/P CLR 670.64
ADJ PAYROLL BATCH: 161459 PGL CLR -29.05
ADJ Allison CPA, Larry A/R CLR -11.25
ADJ Allison CPA, Larry A/R CLR -1.80
ADJ Danville Eye Clinic A/R CLR -16.26
ADJ Danville Eye Clinic A/R CLR -2.60
ADJ Cable Components Inc. A/R CLR -32.15
ADJ Goel, Dr. Naresh C. A/R CLR -40.00
ADJ PERIOD ENDING 09/01/95 TMC CLR -827.50
ADJ PAYROLL BATCH: 161459 PGL CLR 1,427.50
ADJ Goel, Dr. Naresh C. A/R CLR -800.00
ADJ SMITH, JONATHAN TMC CLR 600.00
ADJ LEWIS, JACK C. TMC CLR 577.50
3-DELETE 4-PRINT

[HOME]=[CTRL]-["]

[NEXT SCREEN]=[CTRL]-[T]

[PREV SCREEN]=[CTRL]-[R]

lect a line.

Select a mode.

8.0 (###)

[ENTER] to se



25

System Management Functions: Options 1 - 4

The screen shown above is an example of the Make Manual Entries listing and menu.
You get to this screen from option #3. Make Manual Entries of the System Management

Functions menu. Through this screen, vyou take care of the major tasks (add, change,
view, delete, and print) for all bank accounts and subsidiary accounts tracked by the
CKR System.

This screen also serves as a partial listing of the current accounts transactions
for the Bank and Subsidiary accounts defined in the CKR system. The screen is divided
into two main parts. The upper majority of the screen contains a listing of the (first
sixteen) transactions being tracked by the CKR module. At the bottom is the menu bar of
user actions that may be taken and the associated key presses.

The account listing includes eight (8) columns of the information about each
transaction.

Column 1 - Line number of the transaction in this list. Use this number to
select a transaction for CHANGE or DELETE modes.

Column 2 - The G/L account number of this line entry.

Column 3 - The identifying transaction number for this entry.

Column 4 - The transaction date for this entry.

Column 5 - A code for the transaction type.

Column 6 - The name of the Payee (for checks) or of the source of the
subsidiary transaction.

Column 7 - The G/L source or origination point of the transaction.

Column 8 - A code for the current status of this transaction.

Column 9 - The amount of this transaction.

lResponses to the Make Manual Entries Menu

The "MODE:" menu bar at the bottom of the Make Manual Entries screen shows the
choices available:

MODE: .... 1-ADD 2-CHANGE 3-DELETE 4-PRINT
To choose a mode of operation, merely type the number of the mode you wish ("1" for ADD,
"2" for CHANGE, etc). For the CHANGE and DELETE mode choices, vyou next will be asked to

enter the Line # (left-most column) of the transaction you wish to CHANGE or DELETE.
After each entry press [ENTER].

Also from this menu you may do any of the following:

[HOME] or [CTRL] + [“*] Move the transactions list to the beginning.
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[NEXT SCREEN] or Move the transactions list AHEAD one screen.
[CTRL] + [T]

[PREV SCREEN] or Move the transactions list BACK one screen.
[CTRL] + [R]

2The Make Manual Entries Maintenance Screen

Ver. 8.0 (###)
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Current Checks File (Your Company Name)
1. G/L Account 8300-000 Office Improvements Subsidiary
2. Trx Type ADJ
3. Check No 910012

4. Check Date 07/20/2000

5. Payee INTERNATIONAL WAX

6. Amount 100.00

7. Status CLR 09/06/2000
Cleared Date

8. Source A/P

9. Reference INVOICE: 2365140/VCHR: 910012

01/02
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The screen shown above is the Make Manual Entries Maintenance screen. It is reached
from the Make Manual Entries listing and menu in both ADD and CHANGE modes.

1 Field: 1. G/L Account

This field really is two fields, the G/L Account Number (in the form ####-###) and
the G/L Account Name of the transaction. Note, however, that these are only the G/L
accounts defined in CKR to be tracked. When you ADD new transactions to CKR, you may do
so either by number (if you remember it) or by (partial) Name. The Right Arrow key [->]
and Left Arrow key [ ] move your cursor back and forth between these two fields. This
field also is a TAB Search field -- you may press [TAB] to reveal a window showing a
scrolling list of all available tracked account numbers and names

The G/L Account Number and Name MAY NOT be changed for a transaction record. If you
make a mistake on this pair of fields, all you can do later is DELETE the erroneous
record and ADD a new one with corrected G/L Account Name and Number.

2 Field: 2. Transaction Type (Trx Type)

This field contains a code for the transaction type -- check, deposit, or
adjustment. When the cursor arrives at this field, a numbered list of your choices for
transaction type appears to the right on your screen. You make an entry by typing the
number of the code you wish. The computer inserts the three character code in the field
for you.

Ver. 8.0 (###)
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8.

3 Field: 3. Check Number (Check No)

For a true bank checking account, this field contains the Check Number for this
transaction. For a Subsidiary G/L tracking account, this field will contain an

identifying transaction number.

4 Field: 4. Check Date

For a bank checking account transaction, this field will contain the date of the
check, deposit, or adjustment being entered. For a G/L Subsidiary account transaction,
you will enter here the date of the transaction. 1In either case, use the usual MMDDYYYY
format.

5 Field: 5. Payee

For a bank checking account transaction, this field will contain the name of the
check recipient. For G/L Subsidiary account transactions and other adjustments, enter in
this field a descriptive name that identifies the transaction.

8.

6 Field: 6. Amount

Enter here the amount of the present transaction, using the usual format for dollar
entries (just enter the digits, allowing for two decimal digits).
8.

7 Field: 7. Status & Cleared Date

This actually is a combination of TWO data fields, one for Status and one for a
Cleared Date.

When your cursor arrives at this field, a numbered list of the status choices
appears to the right on your screen. The choices are CLEARED, OUTSTANDING, and VOID.
To make an entry in the Status field, just type the number of your choice -- the computer
will enter the corresponding status code.

Only when you enter/change the status to be CLEARED do you get access to the CLEARED
DATE field. At this point in time, enter the appropriate date in the usual MMDDYYYY
format.

8.

8 Field: 8. Source

This field accommodates a three character code for the G/L SOURCE of the
transaction. These could be entries like A/R, A/P, CSH (for "cash"), etc.
8.

9 Field: 9. Reference
01/02
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This is a thirty (30) character field in which you may enter
descriptive information to elaborate on any detail of the transaction.

3Choice: 1. ADD (new transaction manually)

Preparation:

A. For each transaction you will be entering manually, have at least the
corresponding G/L Account Number or Name, the check or transaction reference
number and date, the Payee or other description of the target of the
transaction, the transaction amount, and the transaction G/L source.

Procedure:

B. From the CKR Main Options menu, choose #7. System Management Functions.

Press [ENTER].

2. Respond to the Password query (if necessary).
3. Choose #3. Make Manual Entries. Press [ENTER].
4, You come to the Make Manual Entries listing and menu screen. Your cursor is

on the MODE: line at the bottom.

5. Use the [HOME], [NEXT SCREEN], and [PREV SCREEN] keys to manipulate the
transactions list to your liking.

6. Type 1 (one) to invoke the ADD operation. Press [ENTER].

7. You come to the Make Manual Entries Maintenance screen.

You MUST enter a G/L Account Number/Name (Field 1).

Press [TAB] to open a search window to your Chart of Accounts. See Chapter One of
this manual for details of manipulating the [TAB] Search Windows. Select the G/L Account
you need. Press [ENTER] and that G/L Account Number and Name will be entered in Field 1.

If you know part of the G/L Account Name (but not the number), press the
Right Arrow key [->] to move the cursor to the Account Name field. Enter part
or all of the Account Name you seek. Press [ENTER]. Respond to the "Right
account?" prompt until you find the G/L Account you seek.

8. Enter the appropriate information in Fields 2 through 9. After each entry,
press [ENTER] and the cursor will advance to the next field.

9. Pressing [ENTER] from Field 9 or [ESC] from any other field will move the
Ver. 8.0 (###)
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cursor to the screen bottom prompt:

Enter field number to CHANGE. Press [ENTER] to save. [ESC] to abort.

Enter/Change data in the other fields as appropriate for the type of
transaction you are creating. When finished, [ESC] to get the cursor to the
bottom screen prompt again.

10. Press [ENTER] alone to save the new transaction. The cursor goes back to
Field 1 to begin entry of a new transaction.

11. When all finished entering Manual Entry records, press [ESC] from Field 1.
You are returned to the Make Manual Entries menu and listing screen. Continue
pressing [ESC] to return to the CKR Main Options menu.

8.

4Choice: 2. CHANGE (manually change current transactions)

Preparation:

A) Use Option 4-PRINT on the Make Manual Entries menu and listing screen to
print a listing of all defined accounts. Use this list to determine the changes to be
made.

Procedure:

1. From the CKR Main Options menu, choose #7. System Management Functions.

Press [ENTER].

2. Respond to the Password query (if necessary).
3. Choose #3. Make Manual Entries. Press [ENTER].
4, You come to the Make Manual Entries listing and menu screen. Your cursor is

on the MODE: line at the bottom.

5. Use the [HOME], [NEXT SCREEN], and [PREV SCREEN] keys to manipulate the
transactions list to your liking.

6. Type 2 (two) to invoke the CHANGE operation. Press [ENTER].

7. The cursor moves to the LINE: input. Type the line number (left hand column)
of the transaction you wish to change. Press [ENTER].

8. You come to the Make Manual Entries Maintenance screen. The chosen
transaction details are displayed on the screen. Your cursor is at the
prompt:

Enter field number to CHANGE. Press [ENTER] to save. [ESC] to abort.

Enter the number of each field needing change. Press [ENTER]. Edit the

01/02



10.

11.

12.

32
Check Reconciliation Reference Manual
information for that field. See Chapter One for a complete review of the
editing keys available on each data field.

When finished editing the field entry, BE SURE to press [ENTER]. The cursor
will go to the next field, AND your new entry will be recorded.

THEN, press [ESC] to get the cursor to the bottom screen prompt again.

Continue this process until all changes have been made to this record.

Press [ENTER] alone from the bottom screen prompt to save the revised record.

You are returned to the Make Manual Entries menu and listing screen. Continue
selecting transactions to CHANGE.

When all CHANGEs have been completed, press [ESC] alone from the MODE: field
to return to System Management Functions menu. Press [ESC] again to return to
the CKR Main Options menu.

8.

5Choice: 3. DELETE (existing transaction)

Preparation:

A) Use Option 4. PRINT on the Make Manual Entries menu and listing screen to
print a listing of current defined accounts. Use this list to determine the accounts that

must be deleted.

Ver.

Procedure:

1. From the CKR Main Options menu, choose #7. System Management Functions.
Press [ENTER].

2. Respond to the Password query (if necessary).

3. Choose #3. Make Manual Entries. Press [ENTER].

4, You come to the Make Manual Entries listing and menu screen. Your cursor is
on the MODE: line at the bottom.

5. Use the [HOME], [NEXT SCREEN], and [PREV SCREEN] keys to manipulate the
transactions list to your liking.

6. Type 3 (three) to invoke the DELETE operation. Press [ENTER].

7. The cursor moves to the LINE: input. Type the line number from the listing on
your screen of the transaction you wish to delete. Press [ENTER].

8. You come to the Make Manual Entries Maintenance screen. The chosen

8.0 (###)
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DELETE this Check?
The default here is N (o).

Respond Y (es) and [ENTER] to complete the deleting of this record. The delete
is acknowledged at the bottom of your screen. Press [ENTER].

Respond [ENTER] alone to abort the delete of this record.

9. In both cases you return to the Make Manual Entries menu and listing screen.
10. Continue this process until all deletes have been made.

11. Press [ESC] alone from the MODE: prompt to exit.

12. You are returned to the Systems Management Functions menu. Continue pressing

[ESC] to return to the CKR Main Options menu.

8.
6Choice: 4. PRINT (existing transactions)
Procedure:
1. From the CKR Main Options menu, choose #7. System Management Functions.

Press [ENTER].

2. Respond to the Password query (if necessary).
3. Choose #3. Make Manual Entries. Press [ENTER].
4, You come to the Make Manual Entries listing and menu screen. Your cursor is

on the MODE: line at the bottom.

5. Use the [HOME], [NEXT SCREEN], and [PREV SCREEN] keys to manipulate the
transactions list to your liking.

6. Type 4 (four) to invoke the PRINT operation. Press [ENTER].
7. Respond to the prompt:
Sort before printing?
Respond Y (es) to request a sorting. Press [ENTER].
Respond [ENTER] alone to NOT sort the file.

8. Respond to the usual Printer Selection screen.

9. Respond to "How many copies do you want?"
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[ENTER] alone gets one copy.
Type the number and press [ENTER] for more than one copy.

You come to the REPORT SELECTIONS screen.

Respond to the ANY CHANGE ? prompt to accept the defaults shown or to enter
new selections.

When finished, press [ENTER] alone at the ANY CHANGE ? prompt to continue.

You will see PRINTING OCCURRING ... PLEASE WAIT
You will see the message:

The listing for this group is finished.
Do you want to select another group?

On this screen you make choices on the transactions to include on the printing
and choices that determine the order of printing.

Respond Y (es) or select another group of transactions for printing. They will
be appended at the bottom of any groups already selected.

Respond [ENTER] alone to end selections for printing and continue with the
print operation.

You will have the usual opportunity to view the report on your workstation
screen and/or to save the file for future printing.

You are returned to the CKR Main Options menu.
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1 Sample of Current Checks Listing by Check Number
RUN DATE: 18-0CT-00 (Your Company Name) PAGE
CURRENT CHECKS LISTING BY CHECK NUMBER
TIME: 1:25 BM
ACCOUNTS: ALL
CHK NO CHK DATE PAYEE REFERENCE TYPE CLEARED OUTSTANDING RUNNING BALANCE
1000-000 BUSEY BANK 130616-770-8 06/01/2000 BALANCE: 125.00
003325 09/01/2000 KLEPPIN, MOLLY D INVOICE: CLEANT CHK 45.00- 80.00
003330 09/03/2000 MICRO TECHNOLOGIES INVOICE: 308047 CHK 318.00- 238.00-
003331 09/03/2000 AT&T INVOICE: 32551 CHK 1,047.47- 1,285.47-
003332 09/03/2000 BUSEY BANK DEPOSITARY INVOICE: FED-95 CHK 2,066.19- 3,351.66-
003333 09/03/2000 AMERITECH INVOICE: 352551/VCHR: 950031 CHK 170.39- 3,522.05-
003334 09/03/2000 DIGITAL COMMUNICATIONS INVOICE: 15968/VCHR: 950028 CHK 114.60- 3,636.65-
003335 09/03/2000 FEDERAL EXPRESS INVOICE: 503769/VCHR: 950037 CHK 43.00- 3,679.65-
003336 09/03/2000 POTTER, GRETCHEN M. INVOICE: O'NEIL/VCHR: 950021 CHK 36.43- 3,716.08-
003337 09/03/2000 GRYPHON INC. INVOICE: 5547/VCHR: 950003 CHK 919.90- 4,635.98-
012566 09/05/2000 ALPHA MICROSYSTEMS CHECK REGISTER CHK 250.00- 4,885.98-
012567 09/05/2000 CARPENTER INDUSTRIES CHECK REGISTER CHK 420.64- 5,306.62-
025160 09/10/2000 POTTER, GRETCHEN CHK 15.00- 5,321.62-
159168 09/06/2000 A/R CASH JOURNAL TOTAL CASH JNL/BATCH: 159168 DEP 332.15 4,989.47-
161459 09/06/2000 SMITH, JONATHAN 09/01 P/R G/L REPORT CHK 478.49- 5,467.96-
161459 09/06/2000 GOLDMAN, STANLEY A. 09/01 P/R G/L REPORT CHK 191.27- 5,659.23-
161459 09/06/2000 LEWIS, JACK C. 09/01 P/R G/L REPORT CHK 489.93- 6,149.16-
169394 09/05/2000 A/R CASH JOURNAL TOTAL CASH JNL/BATCH: 169394 DEP 50.00 6,099.16-
179681 09/01/2000 A/R CASH JOURNAL TOTAL CASH JNL/BATCH: 179681 DEP 7,528.14 1,428.98
214587 10/04/2000 GROLIER PUBLISHING CHK 125.00- 1,303.98
251487 10/05/2000 O'FALLON MAINTENANCE CHK 12.50- 1,291.48
20 ENTRIES 1000-000 TOTALS 6,857.50 5,691.02- 1,291.48
1200-000 Accounts Receivable Subsidiary Subsidiary 08/31/2000 BALANCE: 0.00
159168 09/06/2000 A/R CASH JOURNAL TOTAL CASH JNL/BATCH: 159168 ADJ 332.15- 332.15-
167288 09/05/2000 A/R SALES JOURNAL TOTAL A/R SALES JOURNAL (IN) ADJ 1,544.06 1,211.91
169394 09/05/2000 A/R CASH JOURNAL TOTAL CASH JNL/BATCH: 169394 ADJ 50.00- 1,161.91
3 ENTRIES 1200-000 TOTALS 1,161.91 0.00 1,161.91
2100-000 Accounts Payable Subsidiary Subsidiary 08/31/2000 BALANCE: 0.00
159740 09/06/2000 A/P POSTING BATCH: 159740 INVOICE: 159740/VCHR: 159740 ADJ 100.32- 100.32-
160386 09/05/2000 CHECK REGISTER CHECK REGISTER ADJ 670.64 570.32
2 ENTRIES 2100-000 TOTALS 570.32 0.00 570.32
2320-000 State Withholding Subsidiary Subsidiary 08/31/2000 BALANCE: 0.00
161459 09/06/2000 PAYROLL BATCH: 161459 09/01 P/R G/L REPORT ADJ 29.05- 29.05-
1 ENTRIES 2320-000 TOTALS 29.05- 0.00 29.05-
2330-000 Sales Tax Subsidiary Subsidiary 08/31/2000 BALANCE: 0.00

1
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(Report continued next page)

Ver. 8.0 (###)



System Management Functions:

Options 1 - 4

37

- - '
Current Checks Listing by Check Number (cont'd)

RUN DATE: 18-0CT-00 PAGE 2

TIME: 1:25 PM

ACCOUNTS: ALL

CHK NO CHK DATE PAYEE REFERENCE TYPE CLEARED OUTSTANDING RUNNING BALANCE

001203 05/15/2000 Allison CPA, Larry A/R SALES JOURNAL (IN) ADJ 11.25- 11.25-

001203 05/15/2000 Allison CPA, Larry A/R SALES JOURNAL (IN) ADJ 1.80- 13.05-

001204 05/15/2000 Danville Eye Clinic A/R SALES JOURNAL (IN) ADJ 16.26- 29.31-

001204 05/15/2000 Danville Eye Clinic A/R SALES JOURNAL (IN) ADJ 2.60- 31.91-

950002 05/04/2000 Cable Components Inc. A/R SALES JOURNAL (AR) ADJ 32.15- 64.06-

950003 05/04/2000 Goel, Dr. Naresh C. A/R SALES JOURNAL (AR) ADJ 40.00- 104.06-
6 ENTRIES 2330-000 TOTALS 104.06- 0.00 104.06-

2350-000 Accrued Wages Subsidiary Subsidiary 08/31/2000 BALANCE: 0.00

160927 09/06/2000 PERIOD ENDING 09/01/95 TIME CARD POSTING BATCH: 16092 ADJ 827.50- 827.50-

161459 09/06/2000 PAYROLL BATCH: 161459 09/01 P/R G/L REPORT ADJ 1,427.50 600.00
2 ENTRIES 2350-000 TOTALS 600.00 0.00 600.00
34 ENTRIES REPORT TOTALS 7,456.62 5,691.02-

REPORT OPTIONS SELECTED
G/L ACCOUNTS ALL
DATE RANGE: ALL

TYPES INCLUDED: DEPOSITS CHECKS ADJUSTMENTS
TRANSACTION STATUS: CLEARED OUTSTANDING

PRINT/SORT ORDER: CHECK NUMBER
PRINTED FROM CURRENT CHECKS
TIME: 1:25 PM
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8.

5#4. Purge Check History By Date

This option permits you to remove data from the Check History file (CKHIST). As you
do this, a report is produced listing the purged checks or other records. This purging
may be limited by specifying the G/L accounts, the Payees, and/or the Dates to include in
the purge.

WARNING: When the purge is over, your data purged is GONE from your
electronic system. All you have is the paper copy produced by the purge process.

To compensate for this, you may wish to make a back-up copy of the file CKHIST
) efore you start the purge.
=
/LT

Procedure:

1. From the CKR Main Options menu, choose #7. System Management Functions.
Press [ENTER].

2. Respond to the Password query (if necessary).

3. Choose #4. Purge Check History By Date. Press [ENTER].

4. Respond to the usual Printer Selection screen.

5. You will be asked "How many copies?" of the resulting print-out you wish. The

default value here is 1 (one).
Press [ENTER] alone to accept the default of one copy.
Type the appropriate number for more copies. Press [ENTER].
6. You are asked:
Are you sure you want to PURGE the check history?
Respond Y (es) to proceed with the purging.

Respond [ENTER] alone to abort the purge at this spot.

7. You come to the PURGE SELECTIONS screen. Your cursor is at an ANY CHANGE ?
prompt at the bottom of the screen. The default values for the purge are for
ALL.

Type the number of a parameter you wish to change to limit the purge in some
way. Enter the new value for the parameter and press [ENTER].

For Choice #7. Check Numbers, enter the starting check number, press
[ENTER], enter the ending check number, press [ENTER] again.

Ver. 8.0 (###)
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When all purge parameters are satisfactory, respond to the ANY CHANGE ?
prompt with [ENTER] alone.

8. You will see PROCESSING OCCURRING ... PLEASE WAIT.
9. When the purge is complete you get the message:
The purge for this group is finished.
Do you want to select another group?

Type Y (es) to make another purge selection. The new group will be added at
the end of the report for the former group(s).

Press [ENTER] alone for the default of "No more purging."

10. You will have the usual opportunity to view the report on your workstation
screen and/or to postpone the printing to a future time.

11. You are returned to the System Management Functions menu. Press [ESC] to
return to the Check Reconciliation Main Options menu.
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1Sample Purge Check History Report

REPORT NAME: CKHPUR.PRT

RUN DATE: 23-0CT-00 (Your Company Name) PAGE 1

PURGE CHECK HISTORY BY DATE LISTING BY CHECK NUMBER

TIME: 11:13 AM

ACCOUNTS : ALL
CHK NO CHK DATE PAYEE REFERENCE TYPE CLEARED OUTSTANDING
0 ENTRIES REPORT TOTALS 0.00 0.00

ARCHIVE OPTIONS SELECTED

G/L ACCOUNTS ALL

DATE RANGE: ALL

TYPES INCLUDED: DEPOSITS CHECKS ADJUSTMENTS
TRANSACTION STATUS: CLEARED OUTSTANDING VOID
PRINT/SORT ORDER: CHECK NUMBER

TIME: 11:13 AM

Ver. 8.0 (###)
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System Management Functions: Options 1 - 4
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