Transfer Cleared Checks to History

Chapter Four

TRANSFER CLEARED CHECKS TO HISTORY

1Purpose

The purpose of this option is to transfer cleared checks/transactions to the CKR
History file (CKHIST) from the various Bank Account(s) or Subsidiary Account(s) that you
have defined. This archiving is limited by your choice of G/L Account(s), payee(s),

transaction date(s), transaction type(s), transaction status, and check/transaction
numbers to include. You also have choice of sorting and presenting the accompanying
report by check number, payee name, or check/transaction date.
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1Procedure for #2. Transfer Cleared Checks to History

1. From the Check Reconciliation Main Options menu, select #3. Transfer Cleared
Checks to History. Press [ENTER].

2. You come to the usual Printer Selection screen. Make appropriate choices for
the report that results from this option.

3. You are asked how many copies of this report you wish. The default value for
[ENTER] alone is one (l). For more copies of the report, type the desired
number and then press [ENTER].

4, You come to the ARCHIVE SELECTIONS screen. Your cursor is at an ANY CHANGE °?
prompt at the bottom of the screen. The default selections shown result in
the broadest possible accounts/transactions selections for the archiving.

Type the number of the attribute you wish to limit. Sometimes you will be
changing Yes/No choices. In other cases, vyou will be replacing the choice
ALL with a range of choices -- either a range of numbers or a range
alphabetically. Enter the beginning (lowest) number or the (partial) name
earliest in the alphabet. For account numbers, remember that there are two
parts to enter. Press [ENTER]. Enter the ending (greatest) number or the
(partial) name latest in the alphabet. Press [ENTER] again. The cursor
returns to the ANY CHANGE ? prompt.

5. When all Archive Selections are satisfactory, press [ENTER] alone at the ANY
CHANGE ? prompt.

6. You will see PRINTING OCCURRING ... PLEASE WAIT.

7. When the report is constructed, vyou receive the prompt:
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The archive for this group is finished.
Do you want to select another group?

To select another group to archive, respond Y(es) and repeat the above
selection process.

When finished selecting, ©press [ENTER] alone at this spot.

8. You will have the usual opportunity to view the report on your workstation
screen and/or to postpone printing to later.

9. You will see PROCESSING OCCURRING ... PLEASE WAIT. This is the point at which
the archiving actually is done.

10. You return to the Check Reconciliation Main Options menu.
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2Sample of the Transfer Cleared Checks to History Listing

REPORT NAME: CKOXFR.PRT

RUN DATE: 30-0CT-00 CHECK REC TEST PAGE 1
TRANSFER CLEARED CHECKS TO HISTORY LISTING BY CHECK NUMBER
TIME: 11:02 AM
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: CLEANI 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-
012566 09/05/2000 ALPHA MICROSYSTEMS CHECK REGISTER CHK 250.00- 1,535.47-
012567 09/05/2000 CARPENTER INDUSTRIES CHECK REGISTER CHK 420.64- 1,956.11-
179681 09/01/2000 A/R CASH JOURNAL TOTAL CASH JNL/BATCH: 179681 DEP 7,528.14 5,572.03
6 ENTRIES 1000-000 TOTALS 5,447.03 0.00 5,572.03
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-
12 ENTRIES REPORT TOTALS 7,150.21 0.00

ARCHIVE OPTIONS SELECTE

G/L ACCOUNTS ALL

DATE RANGE: ALL

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

TIME: 11:02 AM
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