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The Editing Process

To put the reconciliation into Edit mode:
1. Click Edit.

2. The system will then revise the GL Balance by re-selecting all GL transactions up to and including
the reconciliation date. Any new GL transactions that are unreconciled, and with a date on or
before the reconciliation date will now appear in the left-hand list. These new transactions can
then be reconciled in the normal manner.

3. Other transactions on the left-hand-side can also be reconciled — as long as they were not
reconciled on a subsequent reconciliation. If they have been reconciled on a subsequent
reconciliation, an error message will be displayed:

ot Kok |

f_H‘I This item has been reconciled on reconciliation number 15, If required,
' unreconcile on this subsequent reconciliation, then reconcile here,

4. Transactions on the right-hand-side in manual mode (already reconciled) can be unreconciled (by
double-clicking on them). The system will adjust the total unreconciled value and the closing bank
statement balance as this activity takes place.

5. When all the changes have been completed, click Save. If this is not the last reconciliation, the
system will go to the next reconciliation where you can continue to edit, or just save it.

Note: It is important to save, otherwise the GL bank balance and opening/closing bank statement

balances on subsequent bank reconciliations will not be revised and the data will be incorrect.

Deleting Reconciliations

Utilities > Bank Reconciliation > {select the conciliation in the list} > Tools > Delete

To remove an existing Bank Reconciliation from the system, from the Bank Reconciliation window (see page
449), select Tools > Delete Reconciliation. This will also update the General Ledger transactions (see page
230) that have been flagged as being reconciled; it will set these to unreconciled.

If the reconciliation was a CSV reconciliation, all imported bank statement items will be removed from
MYOB EXO Business’s internal record (deletes records from the database table bank_rec_uploads). The
actual import file will not be deleted.

Note: Only the last Bank Reconciliation for a given GL Bank account can be deleted.
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Manual Reconciliations

Setting up a New Manual Reconciliation

Manual Reconciliations are bank reconciliations performed manually off a printed statement from the
bank. This contrasts with a CSV Reconciliation (see page 461), where the reconciliation is performed against

an electronic banking file provided by the bank.

To begin a manual bank reconciliation, the Manual reconciliation type must be selected.

To begin a new reconciliation, from the main Bank Reconciliation search/summary window, click New. The

following window will be displayed:

e

Mew Bank Reconciliation

GL bank account:

04000-00, CURREMT BAMK ACCOUNT

Enter new recondliation number:

Select unreconciled GL transactions
up to and induding: Period

Date of dosing bank statement:

Recondliation type: @ Manual TCsy

@ Transaction Date

M
14
27/09/2011 [E-
27/09/2011 [E~-
oK || Cancel

Enter the relevant settings as follows:

e GL Bank Account will default to the Bank Account on GL Controls. The drop-down list will start from

this account.

e Enter new reconciliation number. The reconciliation number will increment from the last number
used, but can be changed, for example to match a bank statement number. It cannot be set to a
reconciliation number that has been used previously for this GL bank account.

e Select unreconciled GL transactions up to and including is the reconciliation date. MYOB EXO
Business will work out the GL balance as at this date and will only show unreconciled GL
transactions (see page 230) up to this date. For example, if on the 10th of July a reconciliation form
the month of June is begun, enter a reconciliation date of 30 June, and the system will obtain the
GL balance as at 30 June, and display unreconciled transactions with a transaction date less than or

equal to 30 June on the left-hand-side of the window.

e Date of closing bank statement is held for information purposes only, to easily identify which

statement file was being reconciled.

e Reconciliation type. Choose Manual for a manual reconciliation.

Once the set-up information has been entered, click OK to display the details window.
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Reconciling a Manual Bank Reconciliation

In manual mode, the left-hand-side of the window will show all unreconciled GL transactions, and the right-
hand-side represents reconciled transactions (those that appear on the bank statement).

To show that a GL Transaction is reconciled:
1. DOUBLE-CLICK on a single item from the left-hand-side.

2. Alternatively select items by left-clicking the mouse while on the appropriate row, and if more than
one item is to be selected, then hold down the CTRL key while LEFT-CLICKING. Click the Reconcile
button from the toolbar.

Either method will move the item from the left-hand-side to the right-hand-side, and adjust the Bank
Statement Closing Balance.

To undo a reconciled item DOUBLE-CLICK on a single item from the right-hand-side-hand-side.

This will transfer the item from the right-hand-side to the left and adjust the Bank Statement Closing
Balance in the process.

Calculate Selected

The Calculate Selected function is to help the operator to work out which set of transactions on the left-
hand-side agrees with which set of transactions on the right-hand-side.

To calculate selected item totals:

1. Select items on either side by left-click on the appropriate row. If more than one item is to be
selected, hold down the cTRL key while clicking the appropriate row.

2. Click the Calculate Selected button on the toolbar. The system will sum the selected items and
display these totals at the bottom of the window.

Searching for Transactions

The Search function is used to find certain transactions from either side of the bank reconciliation details
window.

To search for items:

1. Click the Search button on the toolbar. The Search panel is displayed.

[

| 2J Bank Reconcilistion (o[- )
l : File Setup Tools Reports Help 5]
| ey 00 bl Save < Cancel | =3 Reconcile [ Calculate Sclected . 55 Auto Match 2
| ‘ Detads
GL Bakance as at 16.08.2012: S2IRN ank Statement Opening Balinoe: 6153223
Reconclation Type: Marual Bank Statement Closing Balonce (at 16.08,2012): 1045309
Locked "
ChequsNo Srpoont +/ Detad: Myde
f | Unreconaled GL Transactions as at 1603 2012 Transactions appeanng on the Bank Statement
| m——
L tine 0o Date Chequeno  Detals AMOUDt. £t
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2. Enter the search criteria and click Find:
¢ Cheque No is an exact match.
¢ Amount is an absolute value, so 100.00 will find both +100.00 and —100.00.

e +/-is avariance amount. So 10.00 +/- 0.05, would return values between 9.95 and 10.05,
and those with values between —9.95 and -10.05.

e Details. Enter details text here. Any entries that contain this text will be returned.

3. The system will search both sides of the reconciliation for transactions that match the criteria
entered. The system is looking for transactions where Cheque No equals that specified and
transaction Amount equals that specified +/- the variance and where the transaction’s detail
contains the Details text entered.

4. Matching transactions are displayed red, and the total number found is shown at the top of each

column.
Unreconciled GL Transactions as at 27.09.11 4
Seqgno Date Chegque no  Details Amount Sel | =
3196 |11.06,2011 Debtor Pymnt -0, CASH ... 585
3200 | 11.06,2011 0. MEG FOWL 31781
2960 1 12.06.2011 0. MAY WEST g93.90 ([
3204 16.05.2011 0. MARTIN BOWDEN 32.85 ([ |2
2966 | 17.00,2011 0, ESTER. BALL 22753 I |
o
3214 18.06.2011 0. FRED DALLON g83.15 ([
3750 (19.06.2011 Debtor Pymnt - 1, KNIG... 63.24 ([
3753 /19.00.2011 Debtor Pymnt - 1. KMIG... 12,50 [
2972 |22.00,2011 0, Dean Fuller 207.55 [
3218 |23.06.2011 3213464 16, TIMOTHY JACKSMAM 21098 ([
2976 |24.06.2011 0. DAMIEL BETS 266.50 | [

5. Click Hide to remove the Search panel.
Adding and Removing Entries in the Bank Reconciliation
Cashbook Entries
The Integrated Cashbook (see page 298) is available directly from the Bank Reconciliation.
To make a cashbook entry:
1. Select Tools > Make Cashbook Entry.

2. If the transaction is dated on or before the reconciliation date, the transaction will be added to the
list of unreconciled transactions on the Bank Reconciliation and the GL Balance that is being
reconciling to will be adjusted for this Cashbook transaction.

Remove Items from General Ledger

If there are two or more GL transactions in the bank account that net to zero, they can be removed from
the list of unreconciled GL transactions.

1. Select the transactions by holding down CTRL, while clicking on the appropriate rows.

2. Select Tools > Remove from General Ledger. These transactions will be removed from the list on
the left-hand side. They will be flagged as “reconciled”.
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If the user attempts to remove transactions that do not net to zero, an error message is displayed:

‘Cannot Reconcile e

I"'d_‘\l This function reconciles items on the same side of the ledger,
\ ' Ameunts rmust total zero to reconcile,

Removing Bank Statement items

If there are two or more items from the bank statement import file that net to zero, they can be removed
from on the right-hand-side of the screen.

To remove bank statement items that net to zero:

1. Select the transactions by holding down CTRL, then right-click on the appropriate rows. Selected
transactions will be highlighted, with the select box ticked

2. Select Tools > Remove from Bank Statement. These transactions will be removed from the list on
the right-hand-side. They will be flagged as ‘reconciled’.

Checking a Reconciliation

A Check Reconciliation function will perform a quick check that the current reconciliation balances, and a
more detailed reconciliation report can be run

To run the Check Reconciliation function:

1. Select Check Reconciliation from the Tools menu. The following window appears:

= — . : : ——e,
Check Recanciliation - Mot Reconciled FE-
Balance per GL 52, 732,20
Unrecondled GL Transactions 91,920.25
{39,188.05)
Clasing Balance per Bank Statement 104,890.91
Difference {144,078, 96}

2. Click OK to continue.
A reconciliation summary report is available for printing.

Note: In CSV mode (see page 461) the reconciliation will not be reconciled while there are still items

on the right-hand-side
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To create a bank reconciliation report:
1. Click on Reports > Bank Reconciliation Details.

2. The system will produce the following, based on the current reconciliation being viewed.

" (&) Bank Reconcilistion Detaiks Report o ]
! File Mavigate Help

o
-

Page 1

Motopartz.co.nz

Bank Reconciliation Details Report

GL Bank Account: 04000-00. CURRENT BANK ACCOUNT
Reconciliation Number: 14 - Manual

Printed 27.09.2011 13:44

Balance per GL as at 27.09.11 J2TILM (A} o
Unreconciled GL Transactions:

Diate S5eq Ne Cheque No Dietails Amount

25.06.11 3426 001215 VAN PURCHASE (1:5000.00)

04.07.11 3870 G46585 11. AUTOBITS UK CAR PARTS {T812.50)

06.04.11 3505 144852 BANK {3750.00)

30.06.11 78 1 1. AUCHKLAND PART MART {251.54)

2ro611 3To Debtor Pymnt - 1. KNIGHT NICOL {12.50)

280611 276 3213465 10. RENTAL PROPERTIES {10.00)

26.06.11 3734 Creditor Pymnt - 1. AUCKLAND P {10.00) —

260611 37132 Creditor Pymnt - 0. MISC PURCH {1.00)

sl ol 0.00

5.85 =

Note: The report performs two integrity checks at the bottom of the form.

The report can be printed (using the ol button on the toolbar), and can be saved to file using File > Save
As. If saved in CSV format, the data can be retrieved into Microsoft Excel or similar for further analysis.

Closing the Bank Reconciliation
To complete a bank reconciliation:

1. Click Save to save the reconciliation. If the reconciliation does not balance the system will display
the Check Reconciliation window (see page 459), to alert the operator that the reconciliation is not
finished.

2. Alternatively, click Cancel to return to the search/ summary window without saving the new
reconciliation.

Note: Any Cashbook entries and AP Processing transactions that were created during the

reconciliation cannot be undone by clicking Cancel.
The system will perform the following updates upon saving a new bank reconciliation:
e Creates a new BANK_REC_LOG record
e SEQNO New seq no generated
e ACCNO The GL account number of the reconciliation
e SUBACCNO The GL sub-account number of the reconciliation
e RECONCILENO The reconciliation number entered

e TRANSDATE The reconciliation date that was entered in “Select unreconciled GL transactions up to
and including”.

e STMNT_OPENBAL From the window
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e STMNT_CLOSEBAL From the window

e GL_BAL The GL balance displayed on window, i.e. sum(amount) all Gltrans where transdate <=
reconciliation date (bank_rec_log.transdate) for this account.

e DEPOSITS Unreconciled debit GL Transactions. Sum of debits on LHS
e PAYMENTS Unreconciled credit GL Transactions. Sum of credit on LHS

e GLTRANS_SEQNO Set to the last GLTrans that makes up the GL balance on the window. This is last
seqgno of Gltrans where gltrans.transdate <= rec date on window for this GL account

e RECTYPE Manual

e STMNT_DATE New field. Set to the “Date of Closing Bank Statement”, also displayed on window.
e LOCKED Per window. Yes/no

e GL_TRANS (updates to reconciled transactions)

e RECONCILE_SEQNO Updated with the seqno of the new bank_rec_log

e RECONCILE_NO From the window

e RECONCILED Set to 1 (meaning it’s reconciled)

CSV Reconciliation

Setting up a New CSV Reconciliation

Utilities > Bank Reconciliation > [New] > {Configure then choose CSV File} > [Ok]

Note: The following procedure assumes that the CSV file format has already been set up according to

the correct Bank Format (see page 469).

To create a new CSV reconciliation:

1. From the main Bank Reconciliation search/summary window, click New to create a new
reconciliation. The New Bank Reconciliation window appears:

I

'Mew Bank Reconciliation e
GL bank account: 04000-00, CURRENT BAME ACCOUNT - ]
Enter new reconciliation number: 14

Select unreconciled GL transactions
up to and induding: ) Period (@ Transaction Date

Date of dosing bank statement: 27jogj2011  [E~

27j03/2011 [E~-

Recondliation type: (7 Manual @ CsV

sV file: ]
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2. Enter the following information:

e GL Bank Account will default to the Bank Account on GL Controls. The drop-down list will
start from this account.

e Enter new reconciliation number. The reconciliation number will increment from the last
number used, but can be changed. It cannot be set to a reconciliation number that has
been used previously for this GL bank account. To edit an existing bank reconciliation, see
Editing (see page 453).

e Select unreconciled GL transactions up to and including is the reconciliation date. EXO
Business will work out the GL balance as at this date and will only show unreconciled GL
transactions up to this date. For example, if on the 10th of July a reconciliation for the
month of June is begun, enter a reconciliation date of 30 June and the system will obtain
the GL balance as at 30 June, and display unreconciled transactions with a transaction date
less than or equal to 30 June on the left-hand-side of the screen

e Date of closing bank statement is held for information purposes only, to easily identify
which statement file was being reconciled.

¢ Reconciliation type. Select CSV for a CSV reconciliation.
3. Click the ellipsis button E] to browse to the import file that contains the bank transactions. The
system will open the window to search for the import file. Select the file and click Open.

4. Having entered the setup information, click OK.
Performing a Bank Reconciliation

In CSV mode, the left-hand-side of the screen will show all unreconciled GL transactions, and the right-
hand-side represents unmatched bank transactions from the import file. There are three ways to identify
which item(s) on the left-hand-side matches to item(s) on the right-hand-side.

Note: Before manually trying to find the matches, MYOB recommends using the auto match feature

(see page 463).

1. Double-click on a single item from the left-hand-side. The system will search for matching item(s)
from the right-hand-side. These will be selected and shown in red.

Note: It is possible that more than one match is found on the right-hand-side. If more than one

match is found, you will have to determine which is the correct match, and deselect the incorrectly
selected items on the right-hand-side.

2. Select an item from the left-hand-side, then click Find Match on the toolbar. The system will search
for matching item(s) from the right-hand-side, and show these in red — as described above. (This
serves the same purpose as double clicking on an item).

3. Manually select matching items by left-click on the appropriate rows. If more than one item is to be
selected, then hold down the cTRL key.
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To reconciled the selected items:

1. Having selected GL transactions and bank items, click Reconcile. This will remove all selected items
from both sides. If the values do not match, an error message will appear:

it

'.Canndt Reconcile ot |

| Selected record totals must match (add to zero],

2. If only oneitem is selected from each side of the bank reconciliation, the SPACEBAR can be used to
reconcile the items instead of clicking the Reconcile button.

Auto-Matching

The auto match function automatically finds matching records and allows the operator to reconcile these.

To automatically match records:

1. Click Auto Match on the toolbar. The following screen is displayed:

= -:.
21! Bank Reconcilintion Auta Match [Fa| [ ]

|k File Tools

[} Do AutoMatch 5= Rereve Malteh | 23 Recanile |

o 0400000, CURRENT BANK ACCOUNT

| Cabe 1= |DOMTAST Tlchega e [ Detals Amaunt Bgte: Duglboabis af ¢ noft seiecie

3 Seq o GL Date GL Cheque o (GL Datads GL Amount Stmt Dabe: | Stmt Chegque ba Stmt Detads St Amount

Item Description

Date Check this box if the match is to be based on transaction date. The date format
of the items from the import file should be defined. The data on the file is in
text format, so EXO Business needs to know how to interpret the date, i.e.
which characters represent the day, month and year.

Cheque No  Check this box if the match is to be based on Cheque Number

Details Check this box if the match is to be based on the details field of the GL
transaction and bank items

Amount The match will always be based on Amount. This cannot be unchecked; it is
displayed here for information purposes to highlight the fact that the amounts
have to match.
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2. Having defined the basis for the match, click Do Auto Match. The program will now attempt to find
GL transactions that match with imported bank items using all of the criteria defined by the user.
The results will appear in the grid.

The details from the GL transactions are displayed in white columns. Details of items from the
imported bank statement file are displayed in grey columns.

Note: That if a duplicate match is found (e.g. $100 found on left-hand side potentially matching 2

rows of -100 on the right-hand side) the match will not be returned.

3. Review the list to ensure the matches are correct. If a match is incorrect, select the row and click
Remove Match. The row is removed from the grid and the items stay unreconciled.

4. To refresh the grid with new selection criteria, make the changes to the criteria, and click Do Auto
Match again.

5. Once the list of matches has been reviewed and considered to be correct, click Reconcile. The
system will display a confirmation message as follows: “Reconcile the listed auto matches? [Yes]
[No]”. Click Yes to continue the process. This will remove all listed items from both sides of the
reconciliation.

6. Click the window’s close button to close the window without reconciling the matched items.
To undo a previously reconciled item:

1. In CSV mode, reconciled transactions will disappear from the screen. To display reconciled
transactions, select Setup > Show Reconciled Items. The system will then display reconciled items
in blue.

2. To undo previously reconciled items, select the items and click Reconcile to restore the
transactions to an unreconciled state.

Automatic Payments Process

The Automatic Payments Process is an optional feature of the Bank Reconciliation function when run in CSV
mode (see page 462). This is an advantage when the company’s Debtors pay their accounts directly to the
company’s bank account, and a unique Debtor code is provided. Automatic Payments from Debtors will
appear on the bank statement file, and the Bank Statement transactions can be imported into a new CSV
reconciliation.

The AP Process can then be run to pick up these Debtor payments, identify which EXO Business Debtor
account the payment transaction relates to, and then create a payment/receipt transaction against that
Debtor account. As it creates these payment/receipt transactions it will also produce the GL entry: DR Bank
CR Debtors Control. The entry to the GL Bank account is ‘reconciled’ to the payment transaction from the
import file.

The Automatic Payments Process is an optional feature of the Bank Reconciliation function when run in CSV
mode (see page 462). This is an advantage when the company’s Debtors pay their accounts directly to the
company’s bank account, and a unique Debtor code is provided. Automatic Payments from Debtors will
appear on the bank statement file, and the Bank Statement transactions can be imported into a new CSV
reconciliation.

The AP Process can then be run to pick up these Debtor payments, identify which EXO Business Debtor
account the payment transaction relates to, and then create a payment/receipt transaction against that
Debtor account. As it creates these payment/receipt transactions it will also produce the GL entry: DR Bank
CR Debtors Control. The entry to the GL Bank account is ‘reconciled’ to the payment transaction from the
import file.
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Automatic Payments Process Setup
The following setup steps must be performed to use the Automatic Payments Process.

For the AP Process to be able to identify which MYOB EXO Business Debtor the payment relates to, it is
necessary to establish a code that the Debtor will provide when they make payments to the company bank
account. This code is entered on the EXO Business Debtors account - any text field can be used to hold this
code, including Extra Fields (see page 23).

The field to be used must be identified on the Bank Format Setup window (see page 469) or in EXO
Business Config at Admin > Banks > Bank Formats (Reconciliation):

Format no:

GL bank ajc:  04000-00

Column positions

Transaction date: 3 MTS: 0
Cheque nao: 5 Reference: 0
Details: 8 Particulars: 0
Amount:
@ Total: 4 () Credit - Debit: 0 0

Mumber of rows to skip when loading a file

Header rows: 0 Footer rows: 0

Automatic payment

MTS receipts: AP Debtor field to match: | ALPHACODE -
MTS reyerezle: Ll

The Bank Format specifications (see page 469) must be set up to be able to interpret the data on the import
file. In particular, the Automatic payment section of this form needs to be defined.

Automatic Payments Process Operation
To begin the CSV Reconciliation process:
1. Create a new CSV Bank Reconciliation in the normal way (see page 461).

2. Click AP Processing on the toolbar. A warning is given that the Bank Reconciliation has to be saved
in order to continue. Click Yes to save.
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3.

2 Process Automatic Payments o= fedmde E__Q

The Process Automatic Payments window appears. By default, the system will display exceptions.
Click on All Transactions to display both exceptions and successful matches.

D Actiors Report Help o

4 Process ) Befresh .3 All Transactions ¥ Bxceptions Only

Date format:  DOMMYY Date: 27.09.011 @+ Perod: | 0. September 2011 - Prompt for alocatons

Date * Reference Detals Aphacode Acc No Name Mts Chegue No Amount

Matching is based on the Reference and Match Field columns:

The matching of bank items from the import file and EXO Business Debtors is based on the value
held in the Reference field of the import file, and the DRACCS field specified in Bank Reconciliation
> Setup > Bank Formats > Debtor Field to match.

Columns with a white background represent data from the bank import file.
Columns with a grey back-ground represent data that has come from Debtors.
Rows in Red text are receipt reversals, e.g. dishonoured Direct Debits.
The grid displayed is an Exogrid, so includes the following properties:

o Sort by any field by clicking on the appropriate column header.

o Move columns for better comparison of the data.

o Right-click to set visible columns, save settings or restore defaults.

o Right-click and select Find to search for particular text or values.

Automatic Payments Process Exception Handling

Exceptions are items where the system couldn’t find the matching Debtor account, or it found more than
one matching Debtor account.
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Click Exceptions Only on the Process Automatic Payments window to list the exceptions only.
When the AP Process first starts, the grid will display exceptions only.

Click All Transactions to display both exceptions and successful matches.

To obtain a report of exceptions click Report > Exception Report.

Bank Reconciliation AP Exceptions Report
Rec No: 3 Alc No: 4070

Date File Alphacode Details
010472003  TRENT Transaction ¥344
010472003  ZAMBOO Transaction #345
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Duplicates

Duplicate items are those where the system has found more than one Debtor that matches the code in the
Reference field from the import file. These are highlighted in the bank reconciliation by showing
**Duplicate** in the Debtor name field. In the above example a duplicate is found for “TRENT".

To correct duplicate exceptions:
1. Either double-click on the affected line, or select the line and click Duplicate Search.

2. The Debtors Account Search window will be displayed already populated with the results of a
search based on the text from the Reference field. In the following example, the search was
performed on “TRENT”.

2| Account Search Ii“ﬂ“ﬂl

i File Mavigate Help 4 ]

i) New | o Select & Close 3 Cancel |

Search key:

= [¥] Extended search
[TRENT| Search i
&/ [7] Include inactive

Afc Alpha Code Mame Account Group  Contact  »

29 TRETALO1 TREMT TALBOT RETAIL

m

< [ b

Motopartz.co.nz

Review the search results and double-click to select the correct Debtor to which the payment/receipt
should be applied. The system then updates the grid with these details.

Account Not Found

If the system cannot find a Debtor account that the payment/receipt relates to, the Debtor account
number, name and matching field will be blank.

To correct Account Not Found issues:

1. Process the successful APs (see page 467).

2. Return to the main Bank Reconciliation screen.
3. Identify the item on the right-hand side.
4

Double-click to make a Cashbook entry, and code the payment to the correct Debtor account.
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Automatic Payments Process Performing the Update

Once the list of APs with matching debtor accounts has been reviewed, the operator can process the work.

1. To manually allocate reversed payments, check the Prompt for allocations box on the Process
Automatic Payments window.

Note: This only applies to payment reversals (e.g. dishonoured Direct Debits). It does not apply to

normal APs (payment/ receipt transactions).

2. To start the processing, click Process. The system will display the following confirmation:
Automatic payments processed successfully (GL Batch No 1322)
3. Click OK.

4. If the Prompt for allocations option is ticked, the system will display the Debtor Transaction
Allocation screen for each payment reversal. Manually allocate the new transaction.

The Effect of Processing Automatic Payments
This section describes what happens behind the scenes once the Automatic Payments process occurs.
Automatic Payment value matches an outstanding invoice.

If the value of the Automatic Payment matches the value of an outstanding invoice in the matching debtor
account, EXO Business will automatically allocate the Automatic Payment to that invoice.

Automatic Payment value doesn’t match any outstanding invoice

If the value of the Automatic Payment doesn’t match any of the outstanding invoices in the matching
debtor account, EXO Business will create an unallocated payment/receipt transaction for the Debtor.

Payment/Receipt Reversals

Payment/receipt reversals (e.g. dishonoured Direct Debits) will appear on the Transactions tab for the
Debtor account (see page 125).

Note: The Allow Part Allocation in the Bank Rec AP and Auto Allocate Bank Rec AP to Latest Invoice

profiles can be enabled if required.

General Ledger Journal

For each Automatic Payment the system generates a General Ledger journal DR Bank CR Debtors Control.
For payment reversals, this is CR Bank DR Debtors Control. This entry is posted automatically; there is no
need to run the Debtors to GL posting utility.

Effects on the Bank Reconciliation

Returning to the main Bank Reconciliation screen, having completed an Automatic Payment Process, there
will be some differences.

e The Automatic Payment items from the right-hand-side of the Bank Rec will be cleared off. These
are now ‘reconciled’ to the newly created GL transactions.

e The GL Balance as at dd/mm/yy will be updated with the value of the newly created GL entries.

e The newly created GL transactions representing the Automatic Payments will be ‘reconciled’
therefore they do not appear on the left-hand-side of the reconciliation.
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Bank File Format Setup

Bank File Format

If Bank Reconciliation is to be run in CSV mode (i.e. the bank’s data will be imported into the reconciliation
then matched to GL transactions), it is necessary to set up a Bank Format record. This is a definition of how
to interpret the data on the import file; which position holds the date, the amount and so on.

There is one Bank Format for each GL Bank account. When running the bank reconciliation in CSV mode,
the system will pick up the appropriate Bank Format based on the GL Account entered in the set-up
window for a new CSV reconciliation.

Bank File Format

If Bank Reconciliation is to be run in CSV mode (i.e. the bank’s data will be imported into the reconciliation
then matched to GL transactions), it is necessary to set up a Bank Format record. This is a definition of how
to interpret the data on the import file; which position holds the date, the amount and so on.

There is one Bank Format for each GL Bank account. When running the bank reconciliation in CSV mode,
the system will pick up the appropriate Bank Format based on the GL Account entered in the set-up
window for a new CSV reconciliation.

Bank File Format Setup

Bank formats are set up on the Bank Formats window (Setup menu > Bank Formats), or in EXO Business
Config at Admin > Banks > Bank Formats (Reconciliation).

P "

20 Bank Formats ':'_I' I_IEI I_I&

i File Mavigate s ]
E_xj_ﬂew | 25 Edit | el Save < Cancel |'[|Tl |4 4 F H J

Format Mo GL Bank Account

E-Motopariz.m.nz
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To create a new Bank Format record:

1. Click New. The Bank Format Details tab is displayed:

' [20] Bank Formiats =
! File Mavigate 5 )

e el sve X Concel T K40 M J

sl

Details |

Format no:

GL bank afc: 04000-00

Column positions

Transaction date: 3 MTS: 0
Cheque no: 5 Reference: 0
Details: 8 Particulars: ]
Amount:
@ Total: 4 (7 Credit - Debit: 0 i

Mumber of rows to skip when loading a file

Header rows: 0 Footer rows: 0

Automatic payment

MTS receipts: AP Debtor field to match: | ALPHACODE -
MTS reversals: DD
1
| Motopartz.co.nz

2. Enter the format number (this will automatically select a sequential number) and GL Account
number for the bank account.

3. Complete the remaining details according to section Bank Format - Details Screen.

To delete an existing Bank Format record, click the 1 button on the toolbar. The system will prompt for
confirmation of the delete request.

To edit an existing format, click Edit, or double-click to edit an existing record. The Bank Format Details tab
is be displayed.

Creating a New Bank Format

To create a new bank format, click New, a sequential format number will be automatically assigned. This
can be manually overwritten though. Complete the remaining fields using the table below as reference.

Field Description

Format no: Unique identifier of this record. Can be defined on entry of a new Bank Format.
This number is automatically assigned, but can be manually overridden.

GLBank A/c The General Ledger account and sub-account that represents the bank that is
to be reconciled. Choose the GL bank account for this format by entering it
here. You can search for this by clicking in this field and pressing the TAB key
(illustrated above), double click the selection or highlight and click the Select
and Close button.
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Column Positions (These are the column numbers in the Unreconciled Items from the Bank statement

table)

Transaction Date
MTS

Cheque Number
Reference
Details

Particulars

The field number on the import file that holds the transaction date.

The field number on the import file that holds the MTS code

The field number on the import file that holds the Cheque Number

The field number on the import file that holds the transaction’s reference
The field number on the import file that holds the transaction details

The field number on the import file that holds the transaction’s particulars

Amount (Only one of these two options can be selected by enabling the radio button)

Total

Credit Debit

Select this if the amount (positive and negative) is held in one field position.
Having selected this, enter the field number on the import file that holds the
amount

Select this if the positive and negative amounts are held in different positions
on the import file. The next 2 field are the field number on the import file that
hold the Credit and Debit amounts respectively.

Number of rows to skip when loading a file

Header rows

Footer rows

Automatic payment

MTS receipt

Debtor field to
match

MTS reversals

This is the number of rows at the top of the import file that should be ignored.
These rows will not contain bank transactions

This is the number of rows at the bottom of the import file that should be
ignored. These rows will not contain bank transactions

This field will contain all the MTS codes for bank receipts that the system
should look for when determining whether a bank transaction is to be included
in the Automatic Payments Process. Up to 10 values can be entered here,
separated by commas.

Select a field from the DRACCTS table that this system will use to identify the
matching Debtor account for Automatic Payments (see page 464). During the
AP Process, the system will read the Reference field from the import file and

attempt to look up the Debtor account based on the field identified here.

This field will contain all the MTS codes for reversals of bank receipt that the
system should look for when determining whether a bank transaction is to be
included in the AP Process. Up to 10 values can be entered here, separated by
commas.
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Example

The following is a sample file that could be read by the above Bank Format specifications:

P =

Mj BankData.csv - Notepad ||| [ﬂl
File Edit Format View Help
3,111111,1/04/2011,1210,CHQ1210,, ,Transaction # 315 -

3,111111,1/04,/2011,1210,CHQ1220, , ,Transaction # 316
3,1111311,1,/04/2011,1210,CHQ1230,, ,Transaction # 317
3,1111131,1/04,/2011,-6780,135,,,Transaction # 318
3,111111,1,/04,/2011,25,135,, ,Transaction # 319
3,11131311,1/04,/2011,-2150,CHGQ2150,, ,Transaction # 320
3,1111311,2/04,/2011,-2350,CHQ2350,, ,Transaction # 321
3,111111,2/04/2011,-2360,CHG2360,, ,Transaction # 322
3,111111,2,/04,/2011,-1012.5,Invl,DAN,AP, Transaction # 323
3,111311311,2,/04/2011,-22.5,Inv2,HED,AP,Transaction # 324

Foreign Currency Bank Accounts

Bank Reconciliation can be run for foreign currency bank accounts. This is where the Currency on the GL
account is set to something other than the local currency.

=l General Ledger Account Details
: File Navigate Help

Hame: LS BANK ACCOUNT

Details |Transar_ﬁuns I Budget | Motes I History Motes | Analysis|
Account Details Period Totals
12, September 2010
& t no: 4050
caenbitis 11. October 2010
Account name: LIS BANK ACCOUNT 10. November 2010
09, December 2010
Report code: BAMNE 03. January 2011
; 07. February 2011
Account group: |Current Assets E 0&. March 2011
Debitforedit: i@ Usual Debit (7 Usual Credit Current Year:
05, April 2011
Section: 71 Profit and loss 04. May 2011
2 03, June 2011
@ Balance sheet Aszet vI 02. July 2011
01, August 2011
Cverride GST rate: -1. ALUTO SELECT RATE "] 00, September 2011
rency: sD - Account balance:

This section only describes the differences in Bank Reconciliation that occur when running it for between
foreign currency bank accounts. The Foreign Currency section (see page 291) should be read to understand
all functionality provided.
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To perform a Bank Reconciliation with a foreign currency:

1. When creating a new reconciliation, having specified the GL Bank account, the system recognises
that the account is in foreign currency and makes appropriate changes, e.g. Foreign columns
become available.

- .
[ 24 Bank Reconciation s s
I File Setup Took Repoms Help (s ]
5 o Edit Reconcilliation =] Smee . Cancel [ 51 8 i (8 Calculnte Sedected. EE5 Auto batch L AP Proceising ,’.'
[ Dol s
GL Balance a% at 16082012 i el Ltank Statement Opening Balanoes: (L)
Reconclation Type: Ml Bank Stalessent Closing Balonce (st 1608.2012): .01
Lok I ._*+_
Unreconeded GL Transactions as at 1H0E.M012 Transacksans appeanng on the Bank Statement
‘ Sag o Dabe Chesges o Debads o & Bemiurit 5o Line o Cate Chasgaano  Debals Fowraon At Sl
- | . i R - i ] Im
l

2. The following fields are now displayed in foreign currency:
e GLBalance
e Bank Statement Opening Balance
e Bank Statement Closing Balance
e Total unreconciled items (bottom of left hand section)
e Total items on bank statement (bottom of right-hand section)

3. Forindividual items listed in the grid, the system also displays the local currency value of each
transaction. Items ‘reconcile’ or match, if the foreign currency amounts agree.

Cash Book Entries with Foreign Currencies

Cash book entries must also recognise the foreign currency exchange rate.
To create a cash book entry with a foreign currency:

Utilities > Bank Reconciliation > [New] > Tools > Make Cashbook entry

Enter the transaction as normal, except now the Exchange Rate will be entered:

Lr Ao Hames Dbl Type ChgRef Dabe F. Exponse F. Inoome GET Ex Hate BAoe
GL |00-04000-00 CURREMT 8aAMS ACCURRENT BAMNG ACCOL 2F05.201 100,00 0. 5%

If the date of the Cashbook entry is on or before the reconciliation date, the transaction will now appear in
the left-hand list (as unreconciled). The GL Balance will also be updated to reflect the new transaction.

Unreconciled GL Transactions as at 27.09.11
Seqno Date Cheque no  Details Foreign Amount Sel
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Creditors Payment Processor

The Creditors Payment Processor function enables you to process cheque or direct credit payments for
creditors either singularly or in a batch. The Payment Processor prints the cheque, the remittance advice
and allocates the payment against the account in one complete process. In the case of direct credits, the
Payment Processor does not process a cheque. Instead it creates a file to be loaded into your desk banking
program. The file for your specific bank should be loaded in the set up. The remittance advice can be e-
mailed to a supplier when you have this set up.

A cheque can be printed for a one-off payment using the manual cheque printing option in the Payment
Processor. The manual cheque function has the capability to issue refunds to debtors. A debtor refund is
used for example, in the case of an overpayment by the debtor.

The Payment Processor has the ability to calculate prompt payment discounts on invoices being paid and
deduct that discount from the payment. The Payment Processor interacts with the creditor authorisation
function within MYOB EXO Business. The release for payment is affected when this option is enabled within
EXO Business and therefore must be used in conjunction with the staff login features (see page 20).

The Creditors Payment Processor function enables you to process cheque or direct credit payments for
creditors either singularly or in a batch. The Payment Processor prints the cheque, the remittance advice
and allocates the payment against the account in one complete process. In the case of direct credits, the
Payment Processor does not process a cheque. Instead it creates a file to be loaded into your desk banking
program. The file for your specific bank should be loaded in the set up. The remittance advice can be e-
mailed to a supplier when you have this set up.

A cheque can be printed for a one-off payment using the manual cheque printing option in the Payment
Processor. The manual cheque function has the capability to issue refunds to debtors. A debtor refund is
used for example, in the case of an overpayment by the debtor.

The Payment Processor has the ability to calculate prompt payment discounts on invoices being paid and
deduct that discount from the payment. The Payment Processor interacts with the creditor authorisation
function within MYOB EXO Business. The release for payment is affected when this option is enabled within
EXO Business and therefore must be used in conjunction with the staff login features (see page 20).
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Setting Up Payment Processor

Account > Creditor Payment Processor

When the Payment Processor is started, the following main screen is displayed:

Creditor Accounts T(m]
Fnd Invokes
Creditor: Al group: lél ',l Alclst: |No kst v | Extenced search: [
Credit status: | A v| Dueby: 27.00.2011 v Ignoce rerobalances:  [V]  Ignore zero value transacticns  [V]
Pay By
© Cheque @) Drectredt Bank account rrnber: | 04000-00, CURRENT BANK ACCOUNT -]
AccNo[Name Nolnvs Relessed Totll ToPay Curr
 Motopartz.conz l i I A

When using the Payment Processor for the first time, you need to set up general information before
proceeding with the program.

Select Utilities > General Setup. The following window is displayed:

Print remittance when paying by DfC: IUse separate cheque report:
Email remittance advice to creditors: Cheques per page: D
Show email before sending:

First cheque na:
Show foreign currency warning:

= I o 2499

Consolidate OJC to General Ledger: SERAe M
Allow selection of GL Acc: ] Reset

|12 Mailshot for printing and emailing remittance when paying by 0/C:
General Ledger account for D/Cs:  |04050-00. US BANK ACCOUNT -

Lo J[ conce |
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The following configuration options are available on this window:

Field Description

Print Remittance
when paying by D/C

Check this box to enable the printing of remittance advice notes for surface
mail to the creditors.

Email Remittance
advice to Creditors

Check this box to enable e-mailing of remittance advice notes to creditors. E-
mailing remittance advice requires an external e-mail account set up on the
machine that runs the Payment Processor. The user also needs the e-mail
address set up in the Creditors Account Details (see page 106) window.

Show email before
sending

Check this to display the email on the screen before sending this to the
creditor.

Show foreign
currency warning

Highlights any foreign currency creditor payments in red and displays a
warning that the current selection contains foreign currency creditors.

Consolidate D/C to
General Ledger

If you intend a batch processing of direct credits to creditors, check this
checkbox to allow the Payment Processor to make one entry into the
General Ledger, for that list of payments. The General Ledger account is the
bank account that is updated with the consolidated entry. This consolidation
is posted to the current period in the General Ledger.

Allow selection of GL
Acc

Tick to specify the Direct Credits GL account.

Use Mailshot for
printing and
emailing remittance
when paying by D/C

Check this box to launch the Mailshot window (see page 528) after
processing Direct Credits (see page 486).

General ledger
account for D/Cs

Specify the account you use for Direct Credits. Only active if the Allow
selection of GL Acc checkbox is ticked.

Use Separate
Cheque Report

Check this box to allow the printing of cheques on one sheet and remittance
advices separate forms (as opposed to a combined “tear-off” cheque and
remittance document on one form).

Note: If the Use Separate Cheque Report option is selected, the

FinPPSeqChgRep.CLF Clarity form is used, as well as the standard
FinChqWr.CLF.

Cheques per Page

This option is used in conjunction with the printing of cheques separate from
the remittance. It determines how many cheques can be printed at the same
time. For example an A4 sheet of paper may contain 3 individual cheques.
This requires the Use separate check report option to be checked.

First cheque number

This is only available when the Reset button has been clicked. Enter the start
of the range for the cheques to be used.

Last cheque number

This is only available when the Reset button has been clicked. Enter the end
of the range for the cheques to be used.
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Reset The Reset button allows the entry of the range of the cheques being used. If
a cheque inside that range exists in the creditor’s database, the range is
rejected.

Setting up Bank File Formats

Before processing Direct Credits or Direct Debits, bank file formats must be set up for Creditors and
Debtors.

To set up the file format of a bank output file:

1. In EXO Business Config, go to Admin > Banks > Debtors (Direct Debit) or Admin > Banks > Creditors
(Direct Credit).

2. Click New to create a new bank format.

| ,:[ WYOE EXO Configurator - Demio Mode = =] b |
DFile Account  Help
Pz | G Company ) Essential | o Admin | 98 System 6 Profiles [T Forns &) Staff i Wilities

4 Pusness Admin - | o | bl Save. = Camcel o Edit | i Delete T8 File Format

4 Courier '| .
Courr Selup |
Stock dequest Types '

4 #eviod Blawrde Murmher: 11 | Cefait
Crrent Periced
Fnanciad Year
Period S hioes
Period Hisbory Cribont fie: CHiTesplanr. it

4 Qs
Cehios (Dect Delxt) Bk e formaks ) Comina Separabed 0 Foeed Lergth
Creditons (Drect Credt)
Bar Focmats (Reconaiaton)

4 Sehp Ly pamlbeiy |
Exspatch Methods

& Geryer o Ledoger Lser payer bank:
Argdimnt Growps
L Contral Accounts
L Report Batches

4 END Fruoee
Branches
Tk Rates
Curvaryses
Payrnenl Groups
Payment Types
Payment Derominatons
Fan st Ky Poeits
ol Toms

4 Creditors
Crisiitor Aodoumt Groups =11

Hatopasta.co.nz Do |Exmndin |

2] Load Eank Ede

i, Hawse: ANT

| Uedr bark:

3. Enter a bank number. If this is the default format check the Default checkbox. Enter a name in the
Bank Name field. Specify the output file and the file format: CSV or fixed length. For Direct Credit
file formats, enter the user bank name, user number and user payer per bank fields.
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4. Clicking the File Format button displays a line-by-line illustration of how the file will be created:

Order Description Data Type
1 Record Type UNMODIFIED STRING
Header 1 Record Type UNMODIFIED STRING
Header 2 Subscriber ID LINMODIFIED STRING
Header 2 Subscriber ID UNMODIFIED STRING
Head;r 3 Eatchi.lmber IMMODIFIED STRING
Header 3 Batch Number UNMODIFIED STRING
Header 4 Null UNMODIFIED STRING
Header 4 Null UNMODIFIED STRING
Head;r 5 Subscribers Acc Mo IMMODIFIED STRING
l-leader 5 Subscribers Acc No IMMODIFIED STRING
Details
Data Format: | NO FORMATTING v Field Width:
t
Text: 1 - m
Pad Char: 0 () Right

For existing bank format entries, double-click on a row to show the bank name, whether it is the default
bank, the location that the file will be sent to, and the structure of the file.

Tip: MYOB EXO Business holds commonly used Bank Formats on the partner web site. These can be
downloaded, and then imported into Bank File Formats. This will save time in setting-up the file

details. However, once the details have been imported, they may have to be adjusted to meet
particular requirements. To load a standard file from the website into the bank setup, click the Load
Bank File icon.
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Setting up Lists

Creditors can be grouped together into lists for the purpose of selecting which Creditors to pay. For
example, Creditors that must be paid early can be put into a special list. This grouping is different from
Account Group, which is held on the Creditor account.

To create new account lists, select Setup Account Lists from the Utilities menu in on the Creditors Payment
Processor. The following screen is displayed:

List mo: 1 List name: END-OF-MONTH

To create a new list:

1. Click New. The following window appears:

List mo:

Details
List no: L
List name: EMD-OF-MONTH Add Account

Account

L i e oo i
15, TELECOM

_-—-‘_---_-_--—“'_""—--_

2. Enter the name for the new list.
3. Click Add Account to add Creditors to the list.

4. Choose the Creditor from the Account Search window and click Select & Close or double click to
select this Creditor. Repeat steps 3 and 4 until all the required Creditors have been added to the
list.

5. Once all Creditors have been added to the list, click Save.
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Editing and Deleting List Items
To edit or remove items:

e To edit an existing item on the list, select the item and click Edit, or double-click on a row to view
and edit.

e Toremove a list, select the list and click the m button.

e Toremove a Creditor account from the list, press CTRL+DEL and click OK to confirm the deletion of
this record.

Note: This only deletes the Creditor from this list - it does not delete the Creditor record completely.

Batch Payment Process

Batch Processing involves setting up and processing a batch of payments to a number of creditors.

The payments are based on outstanding creditor invoices. So the key task is to select which invoices are to
be paid. This selection is based on user-defined criteria, which would include selecting invoices that are due
up to a certain date. Invoices must also be released before they can be paid, and the creditor’s account
must be set to a To Be Paid status before a payment will be generated to settle the outstanding invoices.

Batch Processing involves setting up and processing a batch of payments to a number of creditors.

The payments are based on outstanding creditor invoices. So the key task is to select which invoices are to
be paid. This selection is based on user-defined criteria, which would include selecting invoices that are due
up to a certain date. Invoices must also be released before they can be paid, and the creditor’s account
must be set to a To Be Paid status before a payment will be generated to settle the outstanding invoices.

Selecting Creditor Transactions to Pay

To select the creditors to pay:

Select Account > Creditors Payment Processor, or from the MYOB EXO Business menu select Transactions
> Creditor Payments > Creditor Payment Batch Processing. The following window appears:

;'@f Creditors Payment Processor [r=r][-@ ”
i File Reports Transactions Utilities Help %)
i ReleascAll | & ReleaseNone | 8, PoyAll | 8. PayNone | [l SavePayStatus | 3 ColcDisc | iy Process Chegues

Paymontdote: o—
Creditor Accounts [l’ransocbons:
Fnd Invoes e . .
Creditor: Al group: iJ '_i Alckst: [Noisl v Extended search: [T
| [ TT— | —_ — r—
Credit status: Al ¥| Oueby: 27.09.2011 v [gnoce rero balances: V] [Ignore zero value ransactions |V
Pay By
©) Cheque ) Drect cedt Bank account number: 04000-00. CURRENT BANK ACCOUNT ']
AccNo  Name No Invs Released Total Yo Pay Curr
Motopartz,co.nz L o Jl I
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Enter the criteria for selecting invoices to pay:

Enter the Creditor account name and press ENTER if only one Creditor is to be paid, (or use ?” and ENTER) if
all the Creditors are to be paid.

Credit status and Account Group are from the Creditor Account
User A/c list is a previously defined user list (see page 477).

Due By date will determine which invoices will be selected. Only invoices with a payment due date
less than or equal to Due By will be selected for payment.

The Pay By Cheque or Direct Credit options select Creditors based on the Default Payment type on
the Creditor Account, e.g. the following account has a cheque default payment type.

Once the selection criteria have been entered, click Search. The main grid will be populated with the
creditor accounts that meet the selection criteria.

Release Invoices for Payment

A ‘payable’ invoice is one that is not held and is due. The release of invoices can be done at an account level
on the Creditors Accounts tab, or against specific transactions on the Transactions tab.

To release or not release ALL payable invoices on ALL displayed account, on the Creditor Accounts tab:

Click the Release All button on the toolbar to set ALL payable invoices on all displayed Creditor
accounts to RELEASED.

Click the Release None button on the toolbar to set ALL payable invoices on all displayed Creditor
accounts to NOT RELEASED.

To release or not release all the payable invoices on a specific Creditor, select the Creditor from the grid on
the Creditor Accounts tab, then right-click to display options to release or hold all invoices for that account:

The opt

o

2| Creditors Payment Processor
i File Reports Transactions Utilities Help
i & Release All | € Release None |9 Pay All | S_ PayMone | 5 SavePayStatus | [ ¢

Payment date: EERV: R bEENELS
Creditor Accounts | Transactons

Find Invoices

Creditor: Afc group: |.|5.JI ¥ | Afclist: IN° list v] E;

Credit status: [.ﬁ.]l v] Due by: 28.09.2011 [E~- Ignore zero balances: #

Pay By

(71 Cheque @) Direct credit Bank account number: 04000-00, CURRENT BA
Acc Mo Mame Mo Invs Released Total To Pay Curr

........................................ pa},. this account 1 298.25| M 2. UsD

8 AUSSIE CAR PAR : 0 0.00 N |0.AUD
11 AUTOBITS UK CA Den't pay this account 0 0.00 N |3 GBP
19| CROWN.MOTARY 0 0,00 M |5 5GD

Release all on this account

Release none on this account

Hold all on this account

ions listed will affect all payable invoices for the selected account.
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Controlling Individual Invoices

Alternatively, individual invoices for a specific account can be controlled.

1. Double-click on a row and the system will display the invoices for the selected Creditor on the

Transactions tab.

— e S o -t _""
2l Creditors Poyment Processor. =
! File Reports Transactions Utilities Help &
: 5 Release Al Release ane | () Hold
Payment date: RN B4
Creditor Accounts | Trensactions
Delais prme
1 - SYDNEY PART MART 5 S
Murnber of noces: 7 B § Amount
Releaned mupicas: o = | Part Allocate
) Percent ar
Total amount: 0.00 - aid o
Diake Irveokoe Mo Referencs Aanaunt Aamaunt to Pay Refease Status Ref 1 Ref 2
11082011 | {imoice | 614,14 0.00|NOT RELEASED | 10070/
11082011 | 3154 Invoice _ 614,19 0,00 |NOT RELEASED 10071
i8.08.2011 100225 Trvvoece GBIF.26 000 MOT RELEASED 0015
18.08.2011 123455 [Inwoice 110227 0.00 [NOT RELEASED 10016/
|18.08.2011 | 14554 | Invoice _ 767,05 0,00 MOT RELEASED | 10017
02.09.2011 §11113 Tnwoice 67.50 003 MOT RELEASED AMMEDL 1151111
02.00.2011 111111 Invoice 3.3 0.00 MOT RELEASED
Matopar tz.com.au [ ls_n.00. Il |lafu Bat:

2. Torelease, not release or hold ALL payable invoices on the selected Creditor, on the transaction

tab:

e Click the Release All button on the toolbar to set ALL payable invoices on the selected

Creditor to RELEASED.

e Click the Release None button on the toolbar to set ALL payable invoices on the selected

Creditor to NOT RELEASED.

e Click the Hold All button on the toolbar to set ALL payable invoices on the selected Creditor

to HELD

3. To change the release status of individual invoices, select the row, then either use the SPACEBAR to

move through the statuses, or right-click and select the required status from the pop-up menu.
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Paying Part of an Invoice
To part pay an invoice:
1. Select the invoice that is to be part-paid.

2. Right-click on the selected line, and chose the Part Allocate option, or choose SAmount or
Percentage radio button, and click the Part Allocate button.

3. A prompt to enter the part allocation amount will be presented. Enter the dollar amount or the
percentage that is to be paid, depending on the option selected.

4. Click OK. The transaction grid will be updated to reflect the allocation entered, e.g.

|Date |Invoice Mo Reference |Amount ease Status  Ref 1l Ref2
|11.08.2011 10070/

|In'u'nice

—————
111.08.2011 | 31345 Invoice _ 614.14 000 NOT RELEASED | 10071
18.08.2011 100225 Invoice 877.26 0.00 NOT RELEASED 10015

Change Authorisation

Invoices may be ‘un-authorised’ if the value exceeded the entry clerk’s authorisation limit. An invoice
cannot be released until it has been authorised.

To change the authorisation:

Having selected the invoice, use F8 or right-click>Change Authorisation to toggle between authorised and
un-authorised. The authorisation value on the grid will reflect the change.

Note: To use the Authorisation function in MYOB EXO Business, set the profile Enable authorisation

on Creditors payments. The limits for each staff member must be set. In EXO Business Config, select
Staff > Profile Assighment > Staff, and set the Cred. Invoice Auth Limit field on the Authority tab.
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Other Functions on the Transaction Tab
The following functions are also available from the Transaction tab:

e Double-click on a selected invoice to see the invoice details.

ey View wrase E=8 Eol ===

i File Help

;._*.‘,Erll'lt | i Nlargin Fie Chart Histare | =3 E-mail ;_:,T;Custom'u'icw |

Invoice: 3139 A/C 1. SYDNEY PART

Tax Invoice Ho: 313446 Inveoice Dakbe: 13.08_2011
Aecount Na | Refarance Ho: 10071
Bayment Tue @ 30.035.2011
Currency AR 1.0000
To; SYDNEY PART MART 451 TRZHAINE AVE
Po BOX T4DZ SURRY HILLS
SZUARY HILLS SYDBEY
ZYDNEY
Caode Deagraption Dty iPrace Dioch Total
WEIPEROL STANDARD WINDSHIELD WIPER 20 %._50 g.0 150. 00
WIPEROZ TWIMEDGE WIND SHIELD WIPER 20 T-9 a.o 159 80
AIRFREOL alR FRESSURE GUAGE 10 .75 a.o 47,50
ARNTSELOL ANTISELIZE LUBRICATOR 10 14 _B§ a.0 148 . 60
Subr Total 545,30
G5T Touval 63.24
Inveica Toral wla, 14

et b 2

e To edit the Creditor account details, click the Creditor Account button on the toolbar.
e To set the Creditor To Pay to Yes, click the Pay button on the toolbar.
e To set the Creditor To Pay to No, click the Don’t Pay button on the toolbar.

Once the status of individual invoices is complete, click on the Creditor Accounts tab to deal with the next
Creditor account and/or complete the pay process.

Set Accounts to be Paid

This step involves specifying which creditors to pay. A Creditor may have its invoices in a released state, but
will not be paid until the Creditor To Pay status is set to Yes.

e To set all displayed accounts to be paid, click the Pay All button on the toolbar on the Creditors
Accounts tab.

e To set all displayed accounts to not be paid, click the Pay None button on the Creditors Accounts
tab

The To Pay status on individual accounts can be set using any one of these methods:
e Select the account line on the grid, then use SPACEBAR to toggle To Pay between Yes and No.

e Right-click on the account line on the grid, then use the Pay this account or Don’t pay this account
options.

e Double-click on the account line to get to the Transaction tab, then click the Pay or Don’t Pay
button on the toolbar.

The To Pay column of the main grid shows which accounts will be paid (“Y) and which will not be paid (“N”).
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Prompt Payment Discount

To take up a supplier’s prompt payment discount, the Creditor’s account must be set up with a percentage
discount. To do this:

1. In EXO Business, go to the Details 2 tab of the Creditor Account screen and enter a value in the
Prompt payment discount field:

(f5

' Creditor Account Details

! File Mavigate Help

L] Mew | il Save =l Save Bt Exit X LCancel | T d=h | i |N 4 F M

kel e

Mame: GREY LYMNN MAIN STATION
Detailg 1 | Details 2 |Con13cts | Transactions | Orders | Extra Fields | Serials I Discounts/Prices | Motes | HIE

Payment GST

Default payment type: | CHEQUE »| | ABN: |
Override GST rate -1, A

BSE Acc#

Bank account name: Remittance

. [ 5end M-Powered Paymel

Miscellaneous

Default Invoice Mode: GL =
Primary Lead Time: 0
Secondary Lead Time: U
Prompt payment discount {36): 5
Remittance Contact: |L|

Remittance Methad:. [ = |

2. In Payment Processor, click the Calc Disc button ( & ).
Discount will be calculated on invoices where:

e Creditors accounts where To Pay is set to “Yes”.

e The prompt payment discount has been set-up for the creditor

e The creditor’s invoices have been released.

e The Due Date of the creditor’s invoice is less than or equal to the Payment Date on the main
Payment Processor screen.

A new transaction is generated to represent the discount taken.
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Processing Cheques
Finance > Account > Creditors Payment Processor > [Process Cheques]
To process cheques:

1. Click the Process Cheques button to initiate the printing of cheques and accounting updates. This
button is only available when dealing with Cheque payments. The following message will be
displayed.

Confirm Mext Chegque Mumber 23

2. Click Yes to confirm that the cheque number is correct.
3. A Cheque Remittance report is generated; review this report, then print.

4. Once complete, a summary of the cheque run is displayed:

21 Cheque Print Batch Result o] @ (s
Chequ... Account#  Mame Total Print QK?

g5 2 | SOUTHERM ALTOSTOP 1000, 00 Y

95 3 PANMURE ALUTO TRADE SUPPLIERS 100,00 b

97 6 |ENERGY LTD Fa7.00 Y

93 21/ JEMSEN & ROTHVILLE BUILDIMG SERVICES 200,00 Y

99 22 QFFICE PRODUCTS DEPQOT 450.00 ¥

5. Select a line a press the SPACEBAR to toggle the Print OK? flag. If set to “No” the system will leave
the account unpaid.

6. Click OK to initiate the accounting updates. Accounting update will not be performed for accounts
where Print OK? is set to “No”.

A Creditor transaction is created for the payment. This is allocated to the invoices that made up the
payment, i.e. the released invoices.

The system also updates the General Ledger:
e DR Creditors Control
e CRBank
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MYOB EXO Finance

Finance > Account > Creditors Payment Processor > {Pay By Direct Credit option selected} > [Process

D/C’s]

To process Direct Credits:

1. Click the Process D/C button to initiate the creation of the Direct Credit file and accounting
updates. This button is only available when dealing with payments by Direct Credit. The following

window is displayed:

P

..| Select Bank

File Mame;

Bank:

Processing Date:

28-09-2011

anz2392011

11, AMZ

-

B0 ECE 55

[] Use Default Bank

oK

| [ Cancel

2. Modify the File Name if required. If a different bank to the default bank is required, uncheck the
Use Default Bank box, then select a new Bank from the drop-down-list. Click OK to continue. A

message window appears, giving the user an opportunity to view the file.

3. Click Yes, then Open to see the contents of the file.

4. The next message prompts the user to confirm that the process should be completed:

E

Update accounts

~ b EXO Business will now update your accounts,
' if you choose NOT to update these accounts
DO MOT transfer this file to your bank

Update accounts ¥

—)

4

Yes

[ No

5. Click Yes to continue; this will perform accounting updates.

6. If the Use Mailshot for printing and emailing remittance when paying by D/C setup option has
been enabled, the Mailshot window will open (see page 528), allowing you to bulk send remittance

advice to Creditors.

7. The final step is to import the newly created Direct Credits file into the desktop banking software

and subsequently processed.
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Manual Cheque Process

The manual cheque facility is used to raise a cheque payment when the payment does not necessarily
relate to outstanding creditor invoices. For example, a payment is being made to refund a debtor, or a
payment is being made where the creditors invoice either doesn’t exist or has not been entered into
creditors.

1.
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Select Transactions > Manual Cheque. The Manual Cheque entry window is displayed:

|21 Creditors Payment Processor = | E=E
I File Reports Transactions Mities Help 5

i Print Cheque () Clear Cheque .

Payment date: Cheque number: Suppress printing:
| Mardinl Chemque I . -
Chegque Detais i
To: Amount 52 a.a0
Address Daladz

fbeferance: Entered by:

Sark account: | GO-04000-00. OURRENT DAMG ACCEL  Peried: 0. September 2021 " ] Prinit Traneactiors |
b A Hame Dtais Type % Experse GaT -
Polopar bz com.au | 45 000 Il [afy al:% 4506250 |

Enter cheque details:

Field Description

To The name of the person or organisation that this cheque is to be made out to.

Amount$ The total amount of the cheque. This field is calculated from the integrated
cashbook amounts (in the panel on the lower half of the screen) and therefore

cannot be changed directly.

Address The address details of the recipient.

Details Any details that you require.

In the bottom grid, enter the analysis of the payment. It can be charged to General Ledger expense
account(s), debtor accounts and so on, by entering the appropriate character in the Ledger Lr
column. Press D,C,X. D for Debtors Ledger, C Creditors Ledger (for payments in advance of an
invoice), eX Expense.

Enter Details to appear on the transaction narrative.
Enter the amount and tax code/amount.
Click the Print Cheque button on the toolbar to print the Remittance/ Cheque form.

A prompt is given to confirm the cheque number. Click Yes to continue.
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8. The system will prompt for confirmation that the cheque printed successfully. Click Yes to perform
the accounting updates. The system will provide the GL batch number.

9. Click the Clear Cheque button to clear any information that you have entered into this screen.
Reversing a Cheque
Transactions > Creditor Payments > Creditor Payment Batch Processing

To reverse a cheque:

1. Select the Reverse a Cheque Payment option from the Utilities menu. The Account Search screen is

displayed:
|21 Account Search EI @
i File Mavigate Help @

i

Search key: -
TRENT] e [¥] Extended search
[ tndude inactive
Afc Alpha Code Mame Account Group  Contact =
29 |TRETALD1 TRENT TALBOT RETAIL | 2
| b

Motopartz.co.nz

2. Select the Creditor account line for which the cheque is to be reversed and double-click it.

'l Reverse a Cheque for AUTOBITS UK CAR PARTS
Select Chegue Details
Chegue number: Invoice sub total: £1,596.50
Igl v] Details Invoice tax total: ~ S0.00  f Reyerse
Total: §1,596.50
Invio Date Ref 1 R Amount
1 [ 3

3. The Select Cheque Number list box displays the cheque numbers that have been processed for the
selected Creditor. Select the cheque number to be reversed, and click the Details button to display
the cheque details. If this is the cheque to be reversed, select the corresponding details line and
click the Reverse button. A prompt appears to confirm the reversing of this cheque.
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