Quick Guide - How to Enter Transfers in Bank Reconciliation

Transfers from one asset account to another are entered in the Bank Reconciliation Module.
This option is available only if you have two or more bank accounts set up. The first step is to
create a batch. After you have entered the information you will need to review the “Print Edit
Report” to check for accuracy of your transfer prior to posting the information. The Quick Guide
below will walk you through the steps to create a new batch or locate an existing batch and
guide you through the information needed to show your transfer in Cougar Mountain.

The following are the steps for creating a new batch in Bank Reconciliation:

e Enter Activity

e Batch Control

e Setup Batch

e Type in a Batch Name for the Batch Identity, (ex. 2011 02 15 Transfer)
e Save the Batch

e Next Cancel to Exit the Setup Batch Control Screen
e Enter Activity

e Batch Control

e Select Batch

e Use the Drop Down Arrow to Find Batch

e Select Batch and Click OK

e Enter Activity

e You are now in the Batch you Created

The following are the steps for accessing an existing batch in Bank Reconciliation:

e Enter Activity

e Batch Control

e Select Batch

e Use the Drop Down Arrow to Find Batch
e Select Batch and Click OK

e Enter Activity

e You are now in the Batch
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The following are the steps for entering Transfers into Bank Reconciliation:

e Enter Activity

Enter Bank Activity

Activity Type is Transfer

Transfer From is the account the funds will be withdrawn from

Transfer To is the account the funds will be deposited

e Transfer #is used as an identifier for the transfer transaction, this can be the date and
must be unique (ex. 2011 02 15)

e Description is the information that will appear in the Bank Register

e Memo is for further description and optional

e Amount is the amount of the transfer

e GL Account is the account number to which you want the transfer posted

e Save the Transaction

e Once you have your batch entered, you will need to review the “Print Edit Report”

o This report can be accessed with two methods
= |f you are currently in the batch, save your last transaction and then
click on ‘Print Edit’ and this will provide you with the Print Edit Report
= [fyou are not currently in a batch, Select Enter Activity and then Select
Print Edit Report

o The total on the Print Edit report must match the total of the transfers
o Ifany corrections are necessary after your review
= Return to the Batch
=  Enter Activity
= Find and Select the Transaction to correct
=  Make corrections
= Save
= Review the Print Edit Report for Errors a second time for accuracy
o Print the Edit Report
o Post the Batch

= Save the audit reports to File
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BR Enter Bank Activity

Usze thiz form to record activity that affects vour bank accounts. Activity types available are Checks, Deposits,
Deductions, Additions, Bank Charges and Transfers.

Transter From ISAV Activity Type ITransfer ;I Transfer To ICHK
[ Recurring Balance ¥151,666.04 | Cancel |
Cate I 021 552011 :I Edlit Clear |
Transter # |2|:|11 0215 Prirt Edit |
Description |2I:I11 02 13 transtfer to CH Frirt Check
ti ecks |
Memo I
Bank Register |
= Find = |
Amourt | §5,000.00 J - —
GL Account [10100 -0 - 000 - 000 - OCU Help

Checking-lowa =State Savings Bank

Tran # Tran1 Pet AmoLnt $5,000.00

Enter Activity | Activity Motes | Bank MNotes |

NOTE: On the Edit Report in the Type column, you will note the word “Deduction” has been
entered above the account that will be reduced by this transfer and the word “Addition” has
been entered above the account that will be increased by this transfer.

BR Transaction Edit Report
Example County ISU Extension (EMY)

02/2272011 14:37:43 Batch: ATA Page 1
Bank Code
Trans # Check # Description Bank Date Total Amount
Payee Type Category
CHEK
1 20110215 2011 02 15 transfer to CK CHE 02/15/2011 $5,000.00
2011 02 15 transfer to CK Addition
Line Memo Inv/Doc GL Account Amount
2 20110215 10100-0-000-000-OCTT £5,000.00
CHE Totals Count $5,000.00
Starting Balance £22,061.61
Additions £5,000.00 1
et Adjustment. £5,000.00
Wew Balance: $27,061.61
SAV
1 20110215 2011 02 15 transfer to CK SAV 02/15/2011 $5,000.00
2011 02 15 transfer to CK Deduction
Line Memo InviDoc GL Account Amount
1 201102 15 10300-0-000-000-OCTT £5,000.00
SAY Totals Count $5,000.00
Starting Balance $151,666.04
Deductions: £5,000.00 1
et Adjustment: (£5,000.00)
New Balance: £146,666.04
Report Totals: Count
Deductions $3,000.00 1
Additions: £5,000.00 1
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