Product Training
Cash and Cash Management

Where “Lean” principles are considered common sense and are
implemented with a passion!
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Cash

Cash
Received .

There are 3 types of cash transactions that can take place in WinMan
O Cash Receipts from Customers

O GL payment/GL receipt
O Payment to a Supplier

Cash transactions are recorded against a Bank which can be found in the header of the
transaction. Cash transactions can have multiple line items.




Cash Receipts

O The only place in the system where cash receipts can be completed is the cash program.

O Cash be received against an invoice, or when no invoice exists, an unallocated cash receipt can be completed.

O A single cash receipt transaction in WinMan can have receipts from multiple customers and can combine receipts

against invoices and unallocated receipts.

O To enter a cash receipt select the action New Transaction.

SYSTEM SETTING:

Cash Receipt transactions will have a transaction number that by default has a prefix of “R”. This prefix can be changed
using the Cash option Receipt Prefix. Enable this option and set the value as the required prefix.

SYSTEM SETTING:

Cash Receipt transactions will have a description that by default is Receipt — {Date} where {Date} represents the date of
the transaction. The default description can be changed using the Cash option Default Receipt Description. Enable the
option and set the value to the required default description. Use {0} for the current date with time or use {1} for the
current date with no time if having the current date in the description is desired.
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Cash Receipts

General Tab

SER

| Genersl | Process Schedule | Accaunts | Other |

Transaction Type

| Receipt - March 3, 2008
Yalue [ USD 000 5

0.00 5

Defaul Bank [~]
3 mar 2008 [

Dessiplion

Bark Yalue

General Cash Infamation

Bank Account

Effective Date [
Cheque Number
Pay by BACS
Reconcied

Exchange Riate
usp [

Bank Curtency

Payment Run

O Transaction Type — Select Receipt.

O Description — The description will default to the
transaction type and the date. This can be amended by
the user if desired.

O Value — The value of the transaction in the system default
currency. This is a calculated field that can not be
amended by the user. If is calculated by taking the bank
value/standard rate of the currency for the selected bank.

Note: If only 1 currency is used, or the currency of the bank
is the same as the system default currency, these values will
be equal.

O Bank Value — The value of the transaction in the currency
of the selected bank.

@ Bank — The bank that this cash is to be received to.

U Effective Date — The date that the transaction will post to
the GL.
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Cash Receipts

General Tab

O cCheck Number — Not used with Cash receipts.

O Pay By Bacs — Not used with Cash Receipts.

UReconciled — Not used when entering cash receipts.

O Exchange Rate — The exchange rate can be used with Banks that are set up with a currency that is different to the
system default. It will default to the Standard Rate of the currency but can be changed. When the rate entered, it
will be applied to all line items added to the Cash Receipt transaction. The exchange rate will be set to 1 and is read
only for banks with the same currency as the system default.

O Bank Currency — The currency of the bank selected. This can not be changed by the user.

U Payment Run — Not used with Cash Receipts.

5

Cash Receipts

Accounts Tab

RER

Transaction Type

U GL account — The cash account used
for the transaction. This is the account
for the bank selected for the
transaction.

QGL Year Period — The posting period
for the transaction based on the
selected effective date.

Transaction

Description | Receipt - March 3, 2008

Valie [ usD oo
0.00 25

Bark Vahue
GL Account Informatian

GL Account

0.1117111.00 [~]]
[ z00803]

GL Year Period




]
Cash Receipts Items
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Cash Receipts Items
Adding an item

[* Cash = @
Customer e, . . .
Selst thectone o e o # QO Adding an item is used when the cash
receipt relates to an existing invoice
Q Select the customer that cash is to be
Caereere |l & received from

Cheque Number [
QIf a check was sent, the check number
can also be recorded for reference
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Cash Receipts Items

mem N QAIll open invoices for the customer will be displayed.

Invoices P
Select the invaices to be settled 5}

S i [ icd o (0 B Winvoices are selected by checking the Include column

£ 1000000

I T oooooggoos | UsD 2500 42500 g0
.I 0000000008 | USD 5 1000000 $53m $E300 s5m [ for the invoice that cash is to be received.
T oooooooOs | usp | s/ 1.000000 $5000 55000 $5000 [

Note: If there is a difference in the value of the check
and the invoice, finish with the wizard, making sure to
include the invoice with the different value. Right click on
the line item and select Modify. Change either the
Account value or the Bank value to reflect the value of

| BED BT cash that is actually being received, and then save the
changes.
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Cash Receipts Items
Adding Unallocated Item

% Cash m ==
[ e s i U Adding unallocated cash is used when the
Deserption Unoloceted ] cash receipt has no related invoice.
Customer Reference | 00004 | &
Hame [ vCCO Systems |
AocuntVabie S0 E W Select the customer that cash is to be
Bank Valie [ $10000 5

received from.

Value.

$100.00

Setllement Discount
Account Curency

GL Account

U Enter the value of the cash receipt.

Exchange Differznce | $000 |
Exchangs Cade | ]
Cheque Number 2

QIf a cheque was sent, the cheque number

can also be recorded for reference.




Cash Receipts Items

Modifying a line
) Cash m=E

iGenerd] | Detaled | Values Accounts | Wite Off | Qther.

Description | |
Cuslomer Reference | CODDD40000 | &
Mame | VALLO Systems |

Account Vakie
Bank Value

Value

Settlement Discount
Account Curtency
GL Accourt
Exchange Difference

Exchange Code

Chegue Number

Cash Receipts ltems
General Tab

O Customer Reference — The customer that the cash is being received from.

QO Account Value — The value of the receipt in the default system currency. If entered by the user, the Bank value will automatically be calculated by
multiplying the Account value by they exchange rate in the Receipt header. The Account value is the value that will be applied to the customer account.

QO Bank Value — The value of the receipt in the bank currency. If entered by the user, the Account value will automatically be calculated by dividing the Bank
value by the exchange rate in the Receipt header.

Q Value - The cash value of the line. This is read-only and cannot be amended by the user. The value is the value that will be posting to the GL.

0O Settlement Discount — Not used with Unallocated cash receipts. When receiving cash against an invoice, if the effective date for the cash transaction minus
the number of days for settlement for the settlement term of the invoice is less than the invoice date the settlement discount will be taken.

O Account Currency — The currency of the customer.
0O GL Account — The AR account for the cash receipt. This is the AR account from the customer master and cannot be amended.

QO Exchange Difference — Not used with Unallocated cash receipts. The exchange difference is the value, in the system currency, of the transaction using the
cash receipt exchange rate being received vs the value of the transaction at the rate it was invoiced at.

QO Exchange Code — Not used with Unallocated cash receipts. When an exchange difference value does exist, the Exchange difference code will determine what
account the difference will post to.

Q Check Number — The customer’s check number for the cash receipt.




Cash Receipts Items
Modifying a line

# Cash A=

 Genersl [Deiled) Yalues | Accounts | Wike OIf | Other.
Description | oooooooaos

\ W Source Invoice — The invoice that the cash is

received against. Not used with Unallocated
N e T cash receipts.

OTarget Invoice — Read only field. Populated
with the receipt number - customer number
to identify the receipt in customer review.
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n
caSh Rece I pts Items Write offs are used to remove values from invoices that will not

Modifying a line be collected

O Write Off value — The value of the write off in the currency

Bean B=[X] of the bank. If a write off value is to be applied to an invoice,
| Benwrel | Detsed | abes | dccourts, [WAIEDH] | Qs the write off value should be added to the cash receipt line
S ' ‘ for the desired invoice.

white Off Value |
Wi Off Code [

e Off czcunt

Note: Using the Action Add Write Off will not affect invoice
values.

O Write off Code — The write off code used to determine the
GL account for the write off.

O Write Off account — The GL account for the write off. User
can select the division and department for the account from
the write off code.

[ Il ]




[
Cash Receipt Actions

Finalise

O The finalise action will set the cash receipt ready to post to the GL
O No amendments can be made once the cash receipt has been finalised.
O If the value specified in the header is greater than zero and does not match the total of the line

items, the user will be alerted to the difference. Line items can then be amended to match the
header, or the header can be updated automatically to match the lines if Continue is selected.
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Cash Receipts Actions
Add Write Off

# Cash ks
| Gonerel | Delaled Yalues | dccourts, [WEST) Diter O Using the Action add write off will decrease the bank
Dot L= | balance and offset to the write off account.

Itz Information

Wite Off Value [

ile Ol Code I U Adding a write-off will not affect invoice values or customer
‘white Off Account 07.0000.00

balances. If a write off is desired for an uncollectible
amount, right click on the invoice line, select Modify, and
adjust the write off for the invoice using the Write Off tab.

O The action to ‘Add Write off’ is the equivalent of using a GL
transaction from within a receipt and not having to
complete a second transaction.
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Cash

Cash General Ledger

0 GL payments and GL receipts are used to receive or pay SYSTEM SETTING:
cash from a bank where no supplier or customer exists. Cash General Ledger transactions will have a transaction
This could be a employee re-payment, bank charge or any number that by default has a prefix of “G”. This prefix can

other event that would affect the balance of a bank
account.

be changed using the Cash option GL Prefix. Enable this
option and set the value as the required prefix.

NOTE: When the balance of a bank is affected, a journal entry

should never be used. A journal entry will affect the balances SYSTEM SETTING:

of the cash account and the other distribution account. Cash GL transactions will have a description that by
However, it will NOT affect the balance of the bank. The bank default is GL Transaction — {Date} where {Date} represents
should match the GL, and to maintain this, a GL payment or the date of the transaction. The default description can be
GL receipt should be completed to affect GL accounts and the changed using the Cash option Default GL Transaction
bank balance. Description. Enable the option and set the value to the
required default description. Use {0} for the current date
U To enter a GL transaction select the action New with time or use {1} for the current date with no time if
Transaction. having the current date in the description is desired.
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Cash Receipts Header

General Tab

B Cash mEE|
Bereral | Piacess Gehedule Accounts | Oiher
Transaction Type | GLTrasactionl b4
Transaction [ ]
Description | Flecsipt - March 3, 2008
Bk Yalie [ spomig)

Gen

Bank Acoount [DefeutBark |4
Effective Date | 3 Mar 2008 [
Cheque Number =

AP —
Fiecanciled N - |

Exchange Rate [ 1.00
Bank Curtency usD
Fayment Fun

B

18
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Cash GL Header

QO Transaction Type — Select GL Transaction.

O Description — The description will default to the transaction type and the date. This can be amended by the user if
desired.

Q@ Value — The cash value of the transaction. This is a read only field that is calculated based on the exchange rate of the
transaction divided by the value entered in bank value.

Note — If only 1 currency is used, or the currency of the bank is the same as the system default currency, these values will
be equal.

O Bank Value — The value of the transaction in the currency of the selected bank. Negative value reflect GL payments and
positive values reflect GL receipts.

O Bank — The bank that the transaction will affect.

O Effective Date — The date that the transaction will post to the GL.
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Cash GL Header

O Check Number — This field defaults to blank and will not use the next check number. If a check number is required (manual
check is being used), uncheck the Pay by BACS field and the next check number will be consumed.

O Pay By Bacs — This option is automatically selected when creating GL transactions. This indicates to WinMan that no check
number is to be used in the transaction. If a check number is required, (using the next check in the series used for payments
Vendors) uncheck this field and the check number will be used.

O Reconciled — Not used when entering cash receipts.

O Exchange Rate — The exchange rate can be used with Banks that are set up with a currency that is different that the system
default. The exchange rate will default to the Standard Rate of the currency but can be changed. The exchange rate entered,
will be applied to all line items added to the Cash Receipt transaction. The exchange rate will be set to 1 and is read only for
banks with the same currency as the system default.

O Bank Currency — The currency of the bank selected. This can not be changed by the user.

O Payment Run — Not used with Cash GL.

10
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Cash GL Header

Process Schedule Tab
% Cash E]@

| General | Frocess Schedule | dccounts | Other |
Tiansaction Type | Bl Tansaction [

Transaetion e ]

Description | BL Transastion - March 3, 2008

Ve [ UsD 000 | i i
el m— The process schedule Tab is used to set up recurring

GL transaction. The value of the transactions will
remain the same for all transactions. The Fields on
the Process schedule will set up the recurring
transaction.

Enable

Desciplion

Active

Peiiod

| Morth [~ ]|

Last Processed Date

7]

Process Day

[
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Cash GL Header

O Enable — Check this box if the process schedule is to be set up.

U Description — A description for the schedule. Can include why it is a recurring entry.

O Active — If the Process schedule will be processed. A process schedule can be enabled, but if it is not active, no posting will occur.

O Period — These 2 fields determine the frequency of the posting. The first field increments the process schedule while they second
field determines the length of time, which can be days, months or years. If a cash GL is to post every 10 days, the first field will be

10 and the second would be Days.

0O Last Processed Date — The last date that the process schedule was completed. The next posting is determined by adding the period
to the last processed date.

O Process Day — Used with time frames of Months and Years. This is the day of the month that the process schedule will post at.

Note: If you enter a process day of 31, in months where there are less than 31 days, the last day of the month will be used for
processing.

22
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Cash GL Header

Accounts Tab
 Cash =

Transaction Type | Receipt [ -]

Transaction

Description | Receipt - March 3, 2008

i T U GL account — The cash account used for
Bark Value T the transaction. This is the account for
: 3 the bank selected for the transaction

LA.:mum 01.111711.00 @
GL Year Pericd [ 2n0e03]
O GL Year Period — The posting period for
the transaction based on the selected
effective date

[ ]
23

Cash GL Items




0 Add a description for the Line item being added.
Cash GL Items

Enter the value of the line in the bank currency or local currency.

= = Make sure to put payments as negative and receipts as positive
Adding an item prt e ¢ il

values.

% Cash

BE=I] 0O Select the GL account that the transaction affects.

Genersl | Detaled Vahues | Accounts, Wite Dif | Qher.
Bty [

Customer Reference

Note: The account selected for cash GL lines should not be the cash
account as this is already specified in the header.

Name [VACCD Systems ]

/:::j;:;va\ue indicates ‘a payment — =‘
Vet [E—
%‘ SYSTEM SETTING:

[Iselect) [ -]

e — The description for a Cash GL line item will default to the description

N of the GL account selected. A system option exists to use description

B - last used for a cash GL line item during the current session of WinMan
instead of the GL account description. Use the system setting Default

: : Cash Description to use to activate this setting. Enable the profile and

select the value “L” for last description. The value “G” will be the same
as the system default.
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Cash GL Actions

Finalise
O The finalise action will set the Cash GL ready to post to the GL.
O No amendments can be made once the cash transaction has been finalised.
O If the value specified in the header is greater than zero and does not match the total of the

line items, the user will be alerted to the difference. Line items can then be amended to

match the header, or the header can be updated automatically to match the lines if Continue
is selected.

13



Cash

Cash Payments

Payments to suppliers can be completed in the Cash program or
the Payment Runs program.

The Cash program should be used for payments to a supplier
when a partial amount is to be paid or any amendments need
to be made.

The Payment Runs program is used to mass process payments
for suppliers. The Payment runs program is designed to pay
multiple suppliers at one time. The program uses defaults
where necessary but does not allow for exceptions.

For example — No partial payments are allowed, and calculated
settlement discounts may not be amended. If exceptions do
exist, the Cash program should be used to generate the
payment.
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Cash Payments Header

General Tab

SYSTEM SETTING:

Cash Payment transactions will have a transaction
number that by default has a prefix of “P”. This prefix
can be changed using the Cash option Payment Prefix.
Enable this option and set the value as the required
prefix.

SYSTEM SETTING:

Cash Payment transactions will have a description that
by default is Payment — {Date} where {Date} represents
the date of the transaction. The default description
can be changed using the Cash option Default Payment
Description. Enable the option and set the value to the
required default description. Use {0} for the current
date with time or use {1} for the current date with no
time if having the current date in the description is
desired.

™ Cash

BE X

General | Piocess Schedule | Accourts Other

Trarsaclion Type [Pamenl B
Transaction T
Description | GL Transaction - March 3, 2008

Bank Value UsD 0.00

General Cash Information

Bank Account Defaut Bark
Effective Date [ 3 vtar 2008
Cheaue Number [ imE

S —
Feconciied N - |

Exchangs Rate [ 1.00
Bank Curtency usD |2
Payment Run

14
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Cash Payments Header

Transaction Type — Select Payment.

Description — The description will default to Payment and have the date of the transaction appended. This can be amended by the user if desired.
Value/Bank Value — Are read only and will automatically calculate based on the line items added to the payment.

Bank Account — The bank that the payment will be made from.

Effective date — The date the transaction will post to the GL.

Check Number — The next sequential check number for the bank selected will default in.

I I L S

Pay By BACS — If the payment is to be electronic and no check is required, the Pay by BACS should be checked. This will disable the check number
field above and not use a check number.

O Exchange Rate — If the bank selected for the payment is a foreign currency bank, the standard exchange rate will be used. Users can amend this
exchange rate for an individual payment.

SYSTEM SETTING:
Cash Payment transactions will have the Pay By BACS field automatically checked for electronic payment. If checks

are used more frequently, the Pay By BACS field can automatically not be checked. Use the Cash setting Pay by
cheque as default setting, enable the setting and set the value to Y to pay by check by default.

/]
Cash Payments Header

Accounts Tab
# Cash . m ==

| General | Process Schedule.

Transaction Type [

Transaction [ -

O GL account — The cash account used for the

Description | Receipt - March 3, 2008

Ve [ vsons transaction. This is the account for the bank

el L= selected for the transaction.

GLAccnum [ommoe

Slvebord [ a0 QO GL Year Period — The posting period for the
transaction based on the selected effective
date.




]
Cash Payments Items
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Cash Payments ltems
Adding an Item

 Cash - g&d
Supplier aa
Select the suppiier to be paid y
O Adding an item is used when the cash
payment relates to an existing
invoice.
Suppisr Refererce Ei
[apEX
O Select the supplier that cash is to be
paid to.

32
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Cash Payments Items

7 cash = O All open invoices for the supplier will be displayed.
Invoices 8
Select the invoices to be settled }j . .
T e T e e i | O Invoices are selected by checking the Include column for the
h\ T HE ! § 100000 $656800 §1568.00) $156800] [ | invoice that is to be pald

Note: If there is a difference in the value of the check and the
invoice, finish with the wizard, making sure to include the
invoice with the different value. Right click on the line item and
select Modify. Change either the Account value or the Bank
value to reflect the value of cash that is actually being received,
and then save the changes.

) N
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Adding Unallocated Item

Adding Unallocated Item

5 Cash =1
General | Delsled Values Accounts | WilteOif  Oiher
Desciption | Unallocated |
O Adding unallocated cash is used when
. Supplier Reference 500007 @
the cash to be paid has no related o e |
invoice. ascunt ek — me|
Bank Value [ $00055
Value $0.00
O Select the supplier that cash is to be Sellemen! Do }7_7' 00|
. Account Currency us
pald to. GL Account [o.21000
Exchange Differerice. | $000 |
. Exchange Coda [ |
O Enter the value of the cash receipt. e e
| I




]
Cash Payments ltem

- - =
MOdIleng aline
Gereid! Detailed  Yalues Accourts Wit Off  Other
Desciiption [ 77889 ]

Item Information

Supplier Fieference | 5000070000 ] <

Narne | APEX
st Vel [ smmiE 0

Bark Value S0 0

$38000 |

50005

Walue

Settlement Discount

Account Currency [uso
GL Account | 01211000
Exchange Difeionce | $000 |

Exchangs Code
Check Number [

35
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Cash Payments ltems

General Tab

U Account Value — The value in the supplier currency that will be applied to the invoice. If the
account value is amended, the difference between the full invoice amount, and the new
value, will be the value outstanding on the invoice.

U Bank Value — The total value of the transaction including settlement terms and exchange
gain/loss.

U Value — The calculated total value of the transaction. This is a calculated value based on the
exchange rate of the Payment. The value is calculated by taking the bank value and dividing

by the exchange rate.

U Settlement Discount — The discount value in the currency of the supplier.

36
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Cash Payments Actions

Finalise
O The finalise action will set the cash receipt ready to post to the GL.
O No amendments can be made once the cash receipt has been finalised.
O If the value specified in the header is greater than zero and does not match the total of the
line items, the user will be alerted to the difference. Line items can then be amended to

match the header, or the header can be updated automatically to match the lines if
Continue is selected.
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Cash Payments Actions
Add Write Off

# Cash ks
General | Delaled | Malues | Accaunts. (/ST | Oiher
e ‘ O Using the Action add write off will decrease the bank
i Ol Vloe balance and offset to the write off account.
‘white OHf Code.
Ay O Adding a write-off will not affect invoice values or
supplier balances.
O The action to Add Write off is the equivalent of using a
GL transaction from within a payment and not having
to complete a second transaction. It can be used for
bank charges or fees
I I |

19



Payment Runs Header
Run Type

Payment Runs

Run Type TR
Choose a BACS or cheque n })

Payment Method
(& Chegque
O BACS

Item Selection

(%) Select all tems for papment
O Select no items for papment
) Select items by due date

/]
Payment Runs Header
Run Type

QO To start a Payment run select the Action = New Run
O Payment Method
O Check — A check number will be assigned for each supplier payment.
O BACS - Used with electronic payments, no check numbers are assigned.
O Item Selection
O Select All items for Payment — Will default all invoices to be paid.
O Select No items for Payment — Will default no invoices to be paid.
O Select items by Due Date — All invoices up to a specified date will be selected.

NOTE: Item selection will set the default value for the invoice to be paid. These settings can be overridden, and invoices can be
either added or removed for payment.

20



Payment Runs Header
Bank

Payment Runs

Bank oaia
Choose the bank for the nn ;j

QO Bank — The bank that the payment is to come from. Only
invoices from suppliers that have the selected bank set the

= supplier bank can be selected.
Bank | DeraiitBark B - |

Due Date [ Mar 2008 r ) ) ) )
O Due Date — When using the item selection to select items by

due date, all invoices with a due date less than the specified
due date will be defaulted to be selected for payment.

41

Payment Runs Header

Description

Payment Runs

Description e
Gt the description of the n ;}
Q Identifier — The identifier of the payment run. The
default is the date that the run is created on. This can be
Idertier 0030304 | amended by the user.

Deeseription Diefault Bank

O Description — A description for the payment run. The
default is the bank name but can be amended by the
user.

42
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]
Payment Runs Items

43

Payment Runs Iltems
Adding an item

@ WinMan Latest Release

Els Tasks Mavigation Tools Windows Help Developer
% Sy 2 7 )

/¥ WinMan Centrdl | 98 Sales Invoices .+ %) Payment Runs |

Invoices  Papments  Diher

Payment Flun | 2n08-0304 | Masspapmerttype | Chack. | Open

| Default Bark.

| [Defat Branch | RunTotsl [ §500.00 55

E tlemant D] Cux Amount T[Inchd | Cu Invoics]Cor Invoi
b'mmhnﬂ B S 0 A sl $20000 0
AT01000 SBID000000 08/30/200 o 0 300 |y $300.00 $300.00 Irvoice $0.00

QO Alisting of all invoices for suppliers that have the selected bank set-up as the supplier
bank will be displayed. Use the include column to amend the default setting if an invoice
should be included in the payment run.

O Once invoices have been selected, use the action Process Payments to create payments.




]
Payment Runs Actions

Process Payments

Payment Runs

Effective Date B
Choose the date for these papments })

Payment Runs
Effective Date 3 Mar 2008 BE | choque Humber od
Chooss the cheque riumber to star the re

Cheque Nurrbst | (]

N T T R

45

Payment Runs Actions
Process Payments
O Effective Date — The date of the transaction and the date that is used to determine
what accounting period the transaction will post to.

O Check number — The starting check number for the run. WinMan will determine the
last check number used for the bank and suggest the next number.

O The process payments action will set the payment run ready to post to the GL.

O No amendments can be made once the payment run has been finalised.

23



]
Payment Runs Retitns

Remittances
Print Batch
Mass printing ada
Select the ophions for remittance advice printing V
Select the process ) All Unprinted
required
i ) Range
) Payment Bun
Payment Run ‘ n‘
Cheques only @
Bai

| '
~N

Payment Runs Actions
Remittances

O Checks can be printed by selecting a range, using the All unprinted option or selecting the
Payment run most recently completed. Using the All Unprinted option assumes that all checks
have been printed from WinMan and that the only checks to be printed are the ones from the
most recent payment run.

Note: When using the cash program to create a payment or a GL payment, and consuming a check
number, make sure to print the check from WinMan. This will ensure that the check numbers from
WinMan will match the check stock being printed. If a manual check is created, print the check to a
blank piece of paper to ensure future correct check printing.

Note 2: Use the “Checks only” check box to ensure only checks are printed. In runs that use

electronic payment, and paperwork is required, ensure the “Checks only” check box is not selected,
and a non-numbered check will print.

48
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Payment Runs Actions
Bank Review

49

Bank Review Header

Summary Tab

sfummay, Losh, Qe
Bark [ooiaitBark -
Desciption [Defaut Branch
Sunmay
«Ts el o B O 9
Information ]
Statement Balance : $ 0.00
Actual Balance : $ 43354 i
Historic Balance Information U

Actual Balance

O Statement Balance — The bank balance
as it appears in the bank table. This will be
the total of all reconciled transactions. As
transactions are reconciled, the value of
the transactions will be added to the
statement balance.

O Actual Balance — The value of all
transaction for the bank.

25



Bank Review Header
Cash Tab

SYSTEM SETTING:

The cash tab will display all transactions that have
not been reconciled or are less than 60 days old. 60
Days is a WinMan default and can be amended using
the Bank Review setting Days to look back for Bank
Review. Enable this option and set the value to the
number of days to be included.

TIP: Use the Funnel icon just above the grid and on the far right of the page to manually override the
60 days a single instance. If the funnel is used repeatedly, use the system setting.

51

Bank Review Actions

Reconcile

O Use the cash view to view all transactions and make sure the Reconciled column is visible. Check
the items that are to be reconciled. Once complete use the action = Reconcile to complete the
reconciliation. This will indicate the date of the reconciliation as well as update the statement
balance of the bank.

Note: All reconciled transactions that are older than 60 days will automatically be filtered from the
screen. This setting can be altered by;

Administration = System Option -2 Options = Bank Review = Days to look back for Bank Review

A manual override can also be done by selecting the Filter icon beside the grid label “Cash
Information” and entering a new date range.
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Bank Review Actions

Transfers

e Q Transfers are used to transfer funds
Barks 3 between banks. Use the action—> Transfer
Select the source and target bank accounts for the transfer
and select the bank where the funds are
being transferred to as well as the bank
where the funds are to be transferred

Source Bark | DefoutBark__| Bank Transfer

Taiget Bark [ Values }G) from.

Erter the value o be transferied and to be received

O Select the value of the transfer. In cases
vt | =0 where the 2 banks have different

[ | 5 currencies, the value to be transferred will
have to be entered as well as the value to
be received. Select a description for the

transfer and the date that the transaction
e D will use for posting.
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Bank Review Actions

Bank Contras

‘Bank Contras

Options P
Select one of the options ;)

U Bank Contras are used to pay customers
and receive cash from suppliers. These
types of transactions are opposite of the
typical transactions. Cash is typically

@ Make Payment To Customer received from customers and paid to
() Receive Papment From Supplier .
suppliers.
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Bank Review Actions
Make Payment to Customers

When paying a customer;
Q Select the customer
QO Enter the value of the payment
O Enter a description for the payment
O Enter the bank that the cash is to be paid from
QA Enter the check number
O Enter the date of the transaction for posting

Q Print the check using the report “Remittance Advice — Customers”
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Bank Review Actions

Receive Cash from Suppliers

When receiving cash from a supplier;
O Enter the supplier
O Enter the value of the receipt
O Enter the description for the receipt
Q Enter the bank that the cash is to be received to

O Enter the date of the transaction for posting
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Bank Reviews Actions
Tools - Renumber checks

Bank Review

Cheque Re-Numbering v
Enter the cheque numbers you wish to re-number y

O Select the bank for the checks that need to
be re-numbered.

ek LOofa Fork — 8 O Select the starting check number.
First void cheque number I]

Lastvoid cheaue rumbes | om _

New cheque nurmber 1003 O Select the ending check number.

O Select the starting check number used for
re-numbering.

v
~N

Bank Review Actions

Reversing Transactions

% inMan Certral (5 Bank Review
Sumay. | Cash | Other|

Bark Defeult Bark. -

Deseription Default Branch

Balances $

Statement Balance. 20000 F :

] O To reverse a payment or a receipt right

i i

S i B - — . ¥ click on the transaction to be reversed.
Cashld. 7 CashDescripti  CashValu'V BankValu'V EffectiveD ¥ Reconcil Reconciled D ¥ GL Chart Id. ltem Type 7 System Type W ltem Type: .

RO R T | ¥ SO T o TOrTLG TR P SRR feon

FoONEROR | ATO005 | ¥ O ST [P G S o

000000001 | Recet - Mon $5100  $5100 23/07/2007 oL R Finalised Trensaction Receipt D For I’eCEIptS select the optlon to Reverse

s == A e )

i S ST R R e Receipt and for payments select the

- o0 AT ST [P e ) )

e $1200 15/08/2007 RN Finslised Trensacton Receint Opt|on to Reverse Rece|pt.

oo P | v T P e B

[ " | s vomwmor s TR Y =

RODOOI $10.00 21/08/2007 LURRRRRRNG R  Finalised Transaction Receipt

oot 3 cooy $9.00 14/09/2007 oLnmnoe R Finalised Transaction Receipt

RooooL_*. Adtofts oLnmno R Open Transaction Receipt

PR [Pt e | $0] SO0 TP e e




