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BANKING MAIN MENU 

 

¶ These are some functions on the menu screens. 
o My Reports Function:  you can view the spool file as text (opening in Notepad).  Once the spool file 

is in text format you can modify the spool the file, save it to your PC, and/or email it.  You also have 
the choice of viewing the spool file as an TEXT file, a PDF, or a DOC.  You can change your printers, 
view, hold, release, and delete your spool file as normal here.   

o List Program Updates:  this will take you to ñSolutionsò website and show the listing of the updates 
that have been posted.  You will see all updates that have been posted for this library in descending 
date order. 

o Download Pgm Updates:  this will download any pending updates for the module you are in.  This 
command only appears when there are updates available.   
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ACCOUNT REGISTER 

 

PROGRAM NOTES: 
¶ You will see the óSelect Accountô screen displaying all of your active accounts when going into several 

options including Account Register and Account Reconciliation. 

¶ If you wish to see the inactive accounts use the subset option.  The subset can also be used to view just 
investments or bank accounts.  It is F24 capable, so if you want a user to only see the bank accounts that 
are active, you can select bank accounts and active, do the F24 to set default, and enter.  That user will only 
see the bank account and not the investments in all programs. 

¶ Select the bank account to display the second screen by entering any alpha or numeric into the one digit line. 

¶ Use the account number to reposition the list or enter in the account number to bring up the register for that 
account. 
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2nd Screen ï  

 
PROGRAM NOTES: 
¶ The Register Program is where you will see all your entries.  Must of the entries would transfer in from 

payroll, accounts payable, and misc receipt but you can also add entries. 

¶ The top of the screen will show your bank account and account name. 

¶ The current balance will always show in the top right corner of the screen.  It will change after each entry. 

¶ You are not able to change or delete a system generated transaction.   

 
FIELDS: 
¶ Date:  defaults to current date but can be changed.  Once you can change the date it will remain as your 

date until you exit the register program. 

¶ Type/Chk#:  enter in the type of transactions that will be entered or the check number that is being written.  
Once your cursor is in the field, click on lookup to see the available option.  

¶ Payee#/Payee:  this is an optional field(s).  The payee number is coming from the customer master or 
vendor master when the transaction is transferred into banking.  When adding a transaction just key in the 
payee name. 

¶ Withdrawal:  enter in the amount that is coming out of your account.  This column will also show the amount 
of each withdrawal entry.   

¶ C:  will be blank when entering a new entry or when a system generated transactions is entered.  There are 
four valid options blank, C = cleared, R = reconciled, or V = voided.  After you use the bank reconciliation 
program, the R will automatically be filled in. 

¶ Deposit:  enter in the amount that is being deposited into your account.  This column will also show the 
amount of each deposit entry. 

¶ Catg:  this field is optional.  Use the category to be more specific to the type of entry. 

¶ Memo:  this field is optional and is used for your additional description of the transaction. 
 

PROGRAM OPTIONS: 
¶ 2 = Edit:  enter an ó2ô if you need to change the transaction.  You cannot change system generated 

transactions. 

¶ C = Clear:  enter a óCô will mark the transaction that it has cleared the bank. 

¶ D = Delete:  enter a óDô will delete the transaction.  .  You cannot delete system generated transactions. 
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¶ M = Move:  enter an óMô to move an entry into a different accounting. 

¶ Z = Chgby:  enter a óZô to see who created the transaction, who changed the transaction, and the date it was 
changed. 

 
 

2 = Edit 

 
PROGRAM NOTES: 
¶ Use the edit option if you need to change the information on the entry. 

¶ Enter to accept any changes that were made. 

¶ When a transaction is reconciled, you are unable to change the date, cleared status, and amount. 

¶ You cannot change system generated transactions. 
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D = Delete 

 
PROGRAM NOTES: 

¶ Enter a D in front of the transaction to delete from the account. 

¶ You will need to click on Process Delete to continue.  If you try to enter, it will remain on the delete confirm 
screen.  

¶ The program will not allow you to delete an entry that has been reconciled. 

¶ The program will not allow you to delete system generated transactions. 
 
M = Move 
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PROGRAM NOTES: 

¶ Enter an óMô to move the transaction to a different bank account. 

¶ Enter the account number where you need to move the transaction.  Once you enter, it will remove the 
transaction from the current account and add to your other account.  The current balance on both accounts 
will reflect the move.   

¶ The program will not allow you to move an entry that has been reconciled. 
 
 
Z=ChgBy 

 
 
PROGRAM NOTES: 

¶ Enter a óZô to show the change by name and date of a transaction. 

¶ This screen will show you who original created the entry, who changed the entry and the last date it was 
changed. 
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Account Function  

 
PROGRAM NOTES: 

¶ You will see the óSelect Accountô when going into several different options. 

¶ This command key will allow you to select a different account number to update without leaving the program. 

¶ This option will always display in account number, type, account name, and bank name order. 
 
Sort Function 
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PROGRAM NOTES: 

¶ You will see the óSort Orderô when going into several different options. 

¶ This command key will give you the flexibility to sort the screen in your specific way per user. 

¶ You will always need at least one selected to sort by.  

¶ Use the F24 command key to set as defaults. 
 
Transfer 

 
PROGRAM NOTES: 

¶ This program will allow you to transfer funds from one account to another. 

¶ Once the transfer is done the register will show a óTRFô in the type/check field. 
 
FIELDS: 

¶ From Acct:  will display the account that is being used; if that is not correct enter in the account of where the 
money is coming from.  Click on the box to see available options. 

¶ To Acct:  enter the account where the money needs to be transferred to.  Click on the box to see available 
options. 

¶ Date:  defaults to current date, but can change to your specific date. 

¶ Amount:  enter the amount to transfer. 

¶ Category:  enter the category for this transaction.  Click on the box to see available options. 

¶ Memo:  enter a description of this transfer.  The memo field is optional; it is only used for your descriptions.  
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Subset Function 

 
PROGRAM NOTES: 

¶ You will see the subset screen when going into several different options. 

¶ Use this option to reset the register to your specific date range, amount, payee, category, or clear status. 
 
FIELDS: 

¶ Date:  enter the date or date range to redisplay the screen. 

¶ Amount:  enter the amount or range of amount to redisplay the screen. 

¶ Check #:  enter in a check number or a range of check numbers. 

¶ Payee/Security:  enter the payee number to display only that entity.   

¶ Category:  enter the category to display.  Click on the box to see available options. 

¶ Clear Status:  enter in the clear status to display only.  Click on the box to see available options. 
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Listing Function 

 
PROGRAM NOTES: 

¶ This listing will print all entries entered into the register for your selected information. 

¶  When selecting only one account, the balance as of the last date range will print.  If selecting all accounts, 
there will be no balance to print.  

 
FIELDS: 

¶ Account #:  enter the account number to print the register for or leave blank to print all active accounts. 

¶ Date(s):  enter the date range to print or leave as shown on the screen to print all dates.   

¶ Payee:  enter the payee name to only print or leave blank. 

¶ Sort and A/D:  select from the options on the screen to sort and enter an óAô for ascending or óDô for 
descending.  

¶ Printer ID:  defaults to the job default printer, but can be changed.  F24 capable. 

¶ # of Copies:  defaults to 1 copy, but can be changed.  F24 capable. 

¶ Print Both Sides:  select no, Duplex (to bind on the long edge), or select Tumble (to bind on the short edge.)  
F24 capable. 

¶ Hold Spool File:  check the box if you would like the report held before printing.  F24 capable. 

¶ OnDemand:  select no to print the listing as normal, Prt&OnD to both print the report and send a copy to 
OnDemand, or OnD Only to send a copy to OnDemand without printing.   
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ACCOUNT RECONCILIATION 

 
PROGRAM NOTES: 

¶ Use this program to reconcile your account with your bank statement. 

¶ The account name will display at the top of the screen. 

¶ After reconciliation is finished, the register will automatically be updated with the óRô in the C Column and you 
are not able to change the date or amounts of those entries. 

 
FIELDS: 

¶ Statement Date:  enter the ending statement day from your bank statement. 

¶ Opening Statement Balance:  enter the beginning balance from your bank statement.  If you have already 
reconciled this account once, the ending balance from the previous statement will be the opening balance. 

¶ Interest:  if you received interest on with your bank statement enter in the following information or use the 
interest earned program.  If you do not receive interest, you can leave everything blank.  This option will NOT 
print a miscellaneous receipt, if you want a misc receipt you MUST use the interest earned program. 

¶ Register/Accounting Date:  enter in the date you received your interest.  This will be the date 
used to enter into the register and the date used in accounting. 

¶ Date Revenue Earned:  enter in the earned date of your interest.  This must be entered when in 
the accrual period.   

¶ Amount:  enter the interest amount received on this account. 

¶ Category:  enter the category for interest.  Usually you will use INT for interest. 

¶ Service Charge:  if you have a service charge from your bank, you can enter the amount here.  Otherwise, 
leave blank. 

¶ Date:  enter the date of the service charge.   

¶ Amount:  enter the amount of the service charge. 

¶ Category:  enter the category for the service charge. 

¶ Ending Statement Balance:  enter the ending balance from your bank statement. 
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2
nd

 Screen 

 
PROGRAM NOTES: 

¶ This screen displays all the deposit first and then your withdrawals. 

¶ It defaults to have the smallest amount first but can be changed with using your sort function. 

¶ The difference must be zero to reconcile the account then use the finished function. 

¶ To update the total cleared and the difference amount, click on the refresh arrows at the top of the screen. 

¶ Enter an óRô to mark the entry as reconciled through your bank. 

¶ There is a finish later function, this will keep all your entries marked as reconciled, so you can come back 
later and finish. 
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F14 = Previous Statements 

 
PROGRAM NOTES: 

¶ This option will show all the previous statements that were reconciled. 

¶ You are unable to change anything or delete a previous statement once it is finished.   
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MAINTENANCE MENU 
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Account File 

 
PROGRAM NOTES 

¶ Use this program to add new bank accounts, renew a CDô, and mark accounts inactive. 

¶ You can also see all the inactive accounts by using the subset. 

¶ This screen will show all your active accounts, unless you use the subset to see all accounts. 

¶ The account maintenance can be sorted by bank name, account number, account name, or account type. 
 
FIELDS: 

¶ Position To:  there are several different ways to reposition the list.  The screen above is sorted by the bank.  
You can enter a bank name to reposition the list.  You can also reposition the list by account number, 
account name, and type. 
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F6 = Add or 2 = Edit 

 
PROGRAM NOTES 

¶ In the edit mode, the redeemed from account and redeemed from amount are not input capable.  If you need 
to change or add information to those lines you can use the F23 command key or shift F11.   
 

FIELDS: 

¶ Account:  the first line is for your account number and the second line is for the description of the bank 
account. 

¶ Account Type:  enter the type of account.  This field is required.   

¶ Bank:  enter the vendor number of the bank for this account.  The vendor number is coming from the vendor 
master file.  This field is required. 

¶ Balance:  enter the opening balance of the account. 

¶ Open Date:  enter the starting date of the account. 

¶ Interest Rate:  if this is an account that receives interest enter the interest rate. 

¶ Maturity in Days:  enter the number of dates to maturity. 

¶ Redeemed From Account:  enter in the account number of where this money came from.   

¶ Redeemed From Amount:  enter in the amount that was taken to start this account. 

¶ Desc/Comments:  this field is optional and it is for your description. 

¶ Expense Account:  enter in the account number when you service charge will come out of when reconciling. 

¶ Revenue Account:  enter in the account number for the interest received when reconciling. 
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R= Renew CD to current number 

 
FIELDS: 

¶ Renewed Date:  enter in the date the CD was renewed. 

¶ Interest Rate:  enter in the new interest rate. 

¶ Maturity in Days:  enter in the new number of days to maturity. 

¶  
 
Renew CD to a different account number 
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STEPS FOR RENEWING CD TO DIFFERENT NUMBER: 

¶ Enter in the interest on the old CD number. 

¶ Mark the old CD as inactive and enter the redeemed date. 

¶ Add the new CD to account file maintenance. 
 
PROGRAM NOTES: 

¶ After you renew a CD, the account maintenance will show the old starting date and the new renew date. 

¶ It will change the interest rate and the maturity in days to the new CD. 

¶ If you need to renew a CD into a different CD number, you will need to mark the current CD inactive and 
enter in the redeemed date. 

¶ To see the history on renew accounts, use the renew history function.  It will show the renew date, previous 
interest amount, and previous maturity in day. 
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Account Type File 

 
PROGRAM NOTES: 

¶ The file is for your different account types. 

¶ The B/I column stands for Banking account or Investment account.   
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F6 = Add or 2 = Edit 

 
FIELDS: 

¶ Account Type:  enter the three digit code for is account.  This is user defined.  Also select if this is a bank 
acct or an investment.  You can either use the B or I to select or click on the correct type. 

¶ Description:  enter your description on this account.  This is user defined. 



Accounting Banking 

ñSolutionsò É 1986 ï 2010 
22 

Category File 

 
PROGRAM NOTES: 

¶ The file is for your category used when entering new transactions into the register. 

¶ The category is used to breakdown the type of transaction entered into the register. 
 
F6 = Add or 2 = Edit 



Accounting Banking 

ñSolutionsò É 1986 ï 2010 
23 

 
FIELDS: 

¶ Category:  enter the twelve digit alpha/numeric code for the category.  This is user defined. 

¶ Description:  enter your description on this category.  This is user defined. 
 
 
F11 = Delete 

 
PROGRAM NOTES: 

¶ You can delete a category from the system or replace that category with a different one. 

¶ If you delete a category, it will not delete the entries in the register. 
 
FIELDS: 

¶ Replace with Category:  enter the new category that will replace the one you are deleting.   

¶ Delete:  check the box to delete the category. 
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Transaction Type File 

 
PROGRAM NOTES: 

¶ The file is for your transaction types used when entering new transactions into the register. 
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F6 = Add or 2 = Edit 

 
FIELDS: 

¶ Tran Type:  enter the twelve digit alpha/numeric code for the transaction type.  This is user defined. 

¶ Description:  enter your description on this transaction type.  This is user defined. 




























