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Scan Current Checks

Chapter Five

SCAN CURRENT CHECKS

5.
1Purpose

There are two purposes for the Scan Current Checks option.  First,  it gives a safe,
efficient way to review the list and detail of the current (uncleared) transactions 
without accidentally changing something.  The second role for this option is to allow 
another person to review Current Checks simultaneously as check transactions are recorded.

5.
1Procedure for #4. Scan Current Checks

1. From the CKR Main Options menu,  select  #4. Scan Current Checks.  Press 
[ENTER].

2. You come to the Scan Current Checks screen, which is exactly like the Record 
Cleared Checks screen discussed in Chapter Two of this manual.   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 chosen account is dispayed at the top of the screen with the current 
Beginning Balance for that account.  The cursor goes to the bottom of the 
screen to enter a Start Chk Date and an End Check Date for a range of 
transactions to display.  The default values for these dates are the past 10 
years from today.

Initially, you see the message:

[TAB] to change date type (Transaction/Posting)

The [TAB] key toggles you between specifying check (transaction) dates and 
posting dates.
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Enter a desired Start Chk/Pst date.  Use MMDDYYYY format.  Press [ENTER].  
Then enter a desired End Chk/Pst date in MMDDYYYY format.  Press [ENTER] 
again.

4. The chosen account transactions are listed in the middle of the screen.  The 
cursor will be on the first transaction in the left-hand margin.  You may do 
any of the following (your choices of action are displayed at the bottom left 
of the screen):

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

● Press Right Arrow [->] to open a window showing the Account 
Summary for the line of the cursor.  When finished viewing this 
information,  press [ENTER] or [ESC] 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 ready to start a new account inquiry.

5. When all finished with the Scan Current Checks option,  press [ESC] from the 
G/L Acct: field.

6. 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.

7. You return to the CKR Main Options menu.

Ver. 8.0(###)


