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Introduction

About Opera 3

Opera 3 is the most versatile and user-friendly accounting, supply chain management,
payroll & HR, manufacturing and reporting solution from Pegasus Software. A modular
solution, Opera 3 enables you to select the components that match your current business
model, whilst making it possible to add further functionality as requirements change. This
means that the capability or capacity of a system can be seamlessly expanded whilst
safeguarding the investment.

For more information about Opera 3, select the Solutions link on the Pegasus web site.
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About this Guide

This Accreditation Training Courseware offers an accompanying guide to the accreditation
training course.

If you are new to Opera 3, read the Getting Started section of the Opera 3 Help that covers
the application in more detail. You can access this from the Windows Start menu, or by
using the F1 Key or Help menu when you have logged in to the product.
Opera 3 is available for both Visual FoxPro and SQL Server database platforms. This
Accreditation Training Courseware applies to both database platforms, however, there are
certain elements that are only included in one or the other database, and as such, the
relevant sections or paragraphs are clearly identified with the following labels:
[SQL] — only relevant if you are running the application on an SQL Server
database.
[VFP] — only relevant if you are running the application on a Visual FoxPro
database.

Sections that are not identified with these labels are relevant to both database types.

For more information, see the section Functional Differences between Opera 3 Enterprise &
Opera 3 Enterprise SOL section in_the release guide.

Introducing the module

The Cashbook is a fully integrated module giving constant, up-to-date information on any
number of Bank and Petty Cash accounts that have been created within the Nominal
Ledger.

The Cashbook module can only be installed on systems that include the Nominal Ledger.

Information is passed to or from the Cashbook to other associated modules either in Real
Time or by Batch Update routines.

Feedback

Pegasus is interested to hear your views on the documents we provide. To give your
feedback, send an email to training@pegasus.co.uk. Please type
“O3Training_Accreditation_FIN40CashbookR1.4.docx” in the subject box.

Please note that product support is not offered through the above email address.

© Pegasus Training Services 1l
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Key

Icon Meaning

Useful Hint, Tip or Note. General
Comments / Notes

&
LIy

Example —
Examples

¢

Useful Report obtained from clicking
on the print icon while sitting on the
form

During the literature, some basic
Question and Answer /
Troubleshooting points are
discussed. May include a few did
you knows...

Website link

Exercises / Example solution

Report to XLS

- Potential Report Enhanced from
(K Opera 3 (more than simple field
adjustments)

Question FAQs — Only
Answer

Action Menu example of the
corresponding form.

Training Literature Releases

Release Added Information |

R1.0 Originating document (Uplift to O3) and Chapter adjustment.
Includes new Action Menu shots

R1.1 Small Uplift for v1.5x

R1.2 Small uplift for v1.82

R1.3 Uplift for v2.12 — Major SEPA changes

R1.4 Minor help updates
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Module Menu Structure

The following sections will cover the functionality of the options in this module as outlined
in the image below which shows each menu option contained in this module.

[l sales

] Purchase

(] Merminal

=[] Cashbook

j Processing

=5 Batch Processing

[—]u:] Reports

~-[E] Cashbook

. -| Paving In Slip

~[Z] Audit Trail

| Income/Expense

| Unreconcilad

| Cashbook analysis

| Cheques

| Cheques/Remittances

| Cheque List

| Credit Card List

: '| Remittances

~[Z] BACS List

| Transmit BACS

| Recurring Entrigs
13| Bank fAccount List

=) Utilities

----- Set Options

----- 41 Reorganise

----- ’-'él:, Post Recurring

----- ’-'él:, Opening Balances

I'_—'I[[:] Maintenance

----- E Cashbook. Tvpes

----- E Payees Names
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@ Batch Maintenance ™
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3

Reports ™
Processing Utilitias =

Cashbook

Utilities = e

Set Options |
Rearganise

Post Recurring

W

Opening Balances

Maintenance '| {J_,-

| @ Cashbook Types |
Ii Payee Mames

Reports ™ -

Cashbook |

|
Paying In Slip

Audit Trail
Income/Expense
Unreconciled
Cashbook Analysis
Cheques
Cheques/Remittances
Cheque List

Credit Card List
Remittances

BACS List

Transmit BACS

Recurring Entries

] = = = T s =

Bank Account List
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Glossary (of Menu Structure)

Navigator Folder Command

Purpose

Processing
number of processes.

The commands from the Action menu within the Processing submenu provide a

N/L, S/L, P/L Posting

Use the Posting commands to enter Cashbook
postings for accounts in the Nominal Ledger, Sales
Ledger and Purchase Ledger

Bank Transfer

Use the Bank Transfer command to enter postings
between Cashbook bank accounts or between a
Cashbook bank account and a nominal account.

Reconcile

Use the Reconcile command to reconcile the
statements received from your bank with those on
the Cashbook bank records.

Matching

Use the Matching command to correct postings that
have been entered in error, such as transactions
that will not appear on the statements that you
receive from the bank.

Recurring

Use the Recurring command to set up recurring
entries for nominal receipts and payments, sales
receipts and refunds or purchase payments and
refunds. You can create recurring entries for direct
debits, standing orders, BACS receipts and so on.

Controls

Use the Controls command to add further
information about each bank account, such as
overdraft limits and bank statement numbers and so
on.

Batch Processing

Use the Batch Processing command to post
batches of receipts and payments to one bank
account.

Reports

The commands on the reports submenu provide
listings of records maintained in the Cashbook
module. These include lists of records maintained
through the various forms and transactions
generated as a result of Cashbook postings and
other transaction processes.

© Pegasus Training Services
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Utilities

Maintenance

The commands on the Utilities submenu provide a number of processes.

Set Options

Reorganise

Post Recurring

Opening Balances

The Cashbook Set Options contain a number of
rules and options that define the way you work.

Use the Reorganise command to remove items
marked for deletion and reconciled transactions and
where appropriate completed recurring entries etc.

If you have set recurring entries, use the Post
Recurring command to create postings based on
the entry details.

Use the Opening Balances command to enter the
opening balances of your bank accounts.

The classification of Cashbook Transactions Types and Nominal Payees are
entered through the Maintenance Submenu.

Cashbook Types

Use the Cashbook Types command to maintain a
file of transaction descriptions for recall when
postings are made that affect the Cashbook bank or
petty cash accounts.

© Pegasus Training Services
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The Module

The Cashbook is a fully integrated module giving constant, up-to-date information
on any number of Bank and Petty Cash accounts that have been created within
the Nominal Ledger.

The Cashbook module can only be installed on systems that include the Nominal
Ledger.

Information is passed to or from the Cashbook to other associated modules either
in Real Time or by Batch Update routines.

In addition to the existing payment routines within the Purchase Ledger, payments
and refunds can be made from the Cashbook. If you require remittance advices
and cheques in respect of Purchase Ledger payments you must use the Authorise
Cheques routine to generate the paperwork. This also applies to BACS payments.

In addition to the existing receipt routines in the Sales Ledger, receipts and
refunds can be recorded from the Cashbook.

These payments, receipts, refunds, and inter-bank transfers on the Cashbook can
then be reconciled against bank statements.

Standing orders, direct debits and other recurring bank transactions can be set up
to be automatically handled by the Cashbook.

The Monitor Companies screen displays an overall bank balance figure that is
updated in Real Time, providing the update company balances option is checked
in System > Utilities > System Preferences. If not checked, the bank balance
figure can be updated by using Calculate Balances in Monitor Companies.

An optional feature of the Nominal Ledger is Multi-Currency Bank Accounts. This
allows bank balances to be held and transactions to be posted in a currency other
than the home currency.

If you have more than one company in operation, it is also possible to consolidate
the Sales and Purchase Ledger of each company into the Cashbook of a
nominated company of your choice. This means that more than one Sales and
Purchase Ledger can be linked to the same Cashbook and Nominal Ledger. The
Cashbook is directly linked with the target Nominal Ledger of the same company
identifier. Therefore, when you specify to link to a particular Nominal ID in the
Options screen of the Sales and Purchase Ledger, you also link to the same
Cashbook ID. In this case you cannot have a Cashbook in the source company.

© Pegasus Training Services
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Introducing the Cashbook

The Cashbook is a fully integrated module giving constant, up-to-date information
on any number of bank and petty cash accounts that have been created within the
Nominal Ledger. The Cashbook module can only be installed on systems that
include the Nominal Ledger. In addition to the existing payment routines within
the Purchase Ledger, payments and refunds can be made from the Cashbook.
These payments, receipts, refunds, and inter-bank transfers on the Cashbook can
then be reconciled against bank statements. Standing orders, direct debits and
other recurring bank transactions can be set up to be automatically handled by the
Cashbook. Sales Ledger receipts and refunds can also be posted from the
Cashbook.

If you have more than one company in operation, it is also possible to consolidate
the Sales and Purchase Ledger of each company into the Cashbook of a
nominated company of your choice. This means that more than one Sales and
Purchase Ledger can be linked to the same Cashbook and Nominal Ledger. The
Cashbook is directly linked with the target Nominal Ledger of the same company
identifier. Therefore, when you specify to link to a particular Nominal ID in the
Options screen of the Sales and Purchase Ledger, you also link to the same
Cashbook ID. In this case you cannot have a Cashbook in the source company.

The Monitor Companies form in the System module also displays an overall
balance for all your bank accounts in the Cashbook.

e The balance is updated whenever a receipt or payment is posted to a bank
account if the Update Company Balances option is ticked on the System
Preferences form in the System module.

e The balance can also be updated 'by hand' by using Calculate Balances
command on the Monitor Companies form.

The Cashbook is structured into the following sections:

Section Description

Processing This section is where you maintain your Bank Account information You can maintain
bank accounts in different currencies to allow for multi-currency transactions. This is
where receipts and payments are posted to the banks, recurring postings are set up,
transactions are matched up with each other and your bank statements are reconciled
to the transactions in the application.

Batch Processing This section is where batches of receipts and payments are posted to bank
accounts. You might find this useful if you have already banked a collection of receipts
and want to enter them in the cashbook from a manually written paying-in slip. When a
batch is complete, you can mark it as complete so you can create a new batch,
however, you can reopen completed batches for editing, for example to add a missing
transaction.

Reports This section provides listings of records maintained in the Cashbook application.
These include lists of records maintained through the various forms and
transactions generated as aresult of cashbook postings and other transaction
processes. Reports can be used to view information on your computer screen as
well as printing. You can also create BACS and Single Euro Payments Area
(SEPA) files from here.

Most reports provide a number of options to determine the criteria, sequence and
range of records reported.

Tip: Some reports can also be saved as Microsoft Excel spreadsheets. For a
complete list of those reports, see the Printing and Reporting Help topic.

Utilities This section is where you choose the settings for the Cashbook, remove old
transactions from the database, post recurring entries that were previously set up and
post opening balances to the bank accounts.

Maintenance This section is where you define your Cashbook Type codes for receipts and payments
and payee names to record details of payees for cheque, BACs and Single Euro
Payments Area (SEPA) payments.
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How the Cashbook links to other modules

The Cashbook is automatically linked to the Nominal Ledger. The Cashbook can
also link to the Sales Ledger, Purchase Ledger and Payroll modules. Information
is passed to or from the Cashbook either in Real Time or by Batch Update
routines. The Sales Ledger, Purchase Ledger and Payroll modules only link to the
Cashbook if an option is ticked on the System - Maintenance - Company Profiles
form:

e If the Sales Ledger to Nominal Ledger option is ticked, the Sales Ledger is
linked to both the Nominal Ledger and the Cashbook.

e If the Purchase Ledger to Nominal Ledger option is ticked, the Purchase
Ledger is linked to both the Nominal Ledger and the Cashbook.

e If the Payroll to Cashbook option is ticked, the Payroll module is linked to the
Cashbook.

Mominal

Cashbook
—i l—
(R
Refunds Redurids
Purchase
Ledger

Foreign Currency Bank Accounts

An optional feature of the Nominal Ledger and Cashbook is foreign currency bank
accounts. This allows bank balances to be held and transactions to be posted in a
currency other than the home currency.

Advanced Nominal

The Advanced Nominal Ledger must be purchased as an additional module to be
used in conjunction with the standard Nominal Ledger. As the name suggests, it
offers advanced analysis, reporting, enquiry and drill down capabilities. It is
intended for customers who require more sophisticated or flexible financial
analysis.

The Advanced Nominal offers two extra dimensions or ‘floating' codes not tied to
the Nominal Ledger Account as Cost Centres are. These are optional and
therefore make the Advanced Nominal more adaptable. When analysing data
there is greater choice and flexibility by using Cost Centres, Departments,
Projects and the Nominal Account.

Reporting can be instant, with the introduction of definable Views with drill-downs.
There is the ability to report on a year and period ranges, giving customers
greater flexibility when interrogating data. For detailed information about this
feature, see the Advanced Nominal Ledger Help topic.
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Cashbook and Open Period Accounting

Open Period Accounting is an optional feature that allows you to control whether
your Nominal Ledger accounting periods are open or closed for new postings.
Accounting periods can be kept open as long as necessary but are normally
closed once management accounts have been presented for the financial year. If
Open Period Accounting is used, each transaction that is posted in the application
has a Nominal Ledger transaction date, which determines the accounting period
that is posted to and the period name that is displayed at the time of posting. The
period that is posted to can be the current Nominal Ledger period, a previous
Nominal Ledger period, or a future Nominal Ledger period as long as the period is
open. You also do not need to change the application's system date because the
Nominal Ledger transaction date determines which period is updated.

Open Period Accounting works with both the Real Time Update method and the
batch transfer method of updating the Nominal Ledger.

An option on the Company Profiles form controls whether Open Period
Accounting is used.

For more information see the Open Period Accounting Help topic.

If you use the Open Period Accounting feature, the period status for Nominal
Ledger in the Nominal Ledger's Financial Calendar must be 'Open' before the
details can be posted. If the period's status is 'Closed' or 'Blocked', the transfer
cannot be done.
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1 Set-Up

1.1 Recommended Order of Set-up

1.1.1 Before switching on the ‘Use Cashbook’ option in
Company Profiles:

1. Reconcile existing Cashbook

If setting up the Cashbook from another manual/computer system, we
suggest that the Cashbook is implemented after a reconciliation. This
reduces the number of unreconciled transactions that need to be entered.

2. Delete/Post Recurring/Standard Journals

When adding the Cashbook to an existing system that already has the
Nominal Ledger, make sure that existing recurring journals or unposted
journals that affect a bank account are posted or deleted. The journals
can then be recreated again, if required, as recurring entries or Nominal
Ledger postings in Cashbook.

3. Link Payroll to Cashbook

If the Payroll module is being used a decision must be made as to
whether the Payroll is to be linked to the Cashbook. If linked, payments
made by the Payroll will update the relevant bank accounts when the
Payroll to Cashbook Transfer function is performed.

Opera 3 — Implementation Guide Page 22 of 66

4. Receipt and Payment Transaction Types

In readiness for setting up the Cashbook Transaction Types, it is a good
idea to obtain information regarding the types of transactions performed
by the business and how these transactions appear on bank statements,
before installing the Cashbook. For example, you should know whether
transactions are Cash, Cheque or BACS, whether different receipts or
payments appear on bank statements as individual values or whether
many receipts/payments appear as single ‘batched’ total on the
statement. This information helps avoid pitfalls during installation.

5. Standing Orders/Direct Debits

Obtain details of any recurring entries, for example standing orders or
direct debits that are to be set up within the Cashbook.

6. Bank Account Information

Obtain details of bank accounts to be used in the Cashbook. What
overdraft limits exist, if any, for each account? Is a different cheque
design needed for each account? What was the last reconciled statement
number for each account?

7. Sales and Purchase Ledger

If there are many bank accounts in use, establish which bank account
each customer and supplier uses and update their accounts to use that
particular bank account.
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8. Company Profiles

Switch the Cashbook on in System > Maintenance > Company Profiles
and link to Payroll if required. If this option is subsequently switched off,
the data can be affected.

1.1.2 After switching on the ‘Use Cashbook’ option in
Company Profiles:

1. Cashbook Set Options
In Set Options, decide whether a printout of nominal postings and
recurring journals are required after each transaction, the starting
reference number for recurring entries, and determine how many months
reconciled transactions are to be retained for.

2. Create Cashbook Types

From information obtained, create the Cashbook Types relevant to the
business. It is recommended that as few as possible Cashbook types are
created, and that it is understood how the receipts and payments are
shown on bank statements.

3. Sales Ledger — Receipt and Refund Names

In Sales Ledger > Utilities link each Receipt and Refund Name to the
appropriate Cashbook Type.

4. Purchase Ledger — Payment and Refund Names

In Purchase Ledger > Utilities, link each Payment and Refund Name to
the appropriate Cashbook Type.

5. Customer and Supplier Nominal Bank Accounts
Ensure that each customer and supplier account is linked, either by the
default Set Options or on their individual header screens, to the bank
account to and from which their receipts and payments are to be made.
Opera 3 — Implementation Guide Page 23 of 66

Cashbook Processing

1. In Cashbook Processing create all bank accounts and petty cash accounts in the
Nominal Ledger that are to be used in the Cashbook.

2. Add any new bank accounts created in the Nominal Ledger into the Cashbook.

3. Enter the bank account Control options to be used for all the bank accounts, for
example, overdraft limit, last statement number, cheque number etc.

4. Where a requirement has been identified for a specific cheque design for a bank
account, use the design text box within the Control options to specify that a
different cheque design is required.

5. Use the Recurring command to set up the direct debits or standing orders etc, that
have been identified for each bank account.
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Payroll

1. Update the Employee Profile for employees who are to have their net pay
transferred to the Cashbook with the correct Cashbook bank account and
Cashbook Transaction Type.

General | List

“ Employee Profile : 001 - Directors

o] ]

Mominal Bank A/C. : | C310
SSP Days @ 5

Qual, Days Profile :

Profile : 1 Modified :
Description : Directors

Pay Method : B |E| BACS

Holiday Entitement : 25.0

[=]
[=]

27/07/2003

Director
Company Car
COMP Member
[ Trade Dispute
Cashbook

=] Pavisacs/ute

(oon] @

View

Cashbook Opening Balances

1. Use the Opening Balances function to enter the unreconciled transactions for
each bank account arising from the last bank reconciliation.

2. These should be your minimum considerations before and after installation of the

Cashbook.

1.2 Company Profiles

Before the Cashbook can be used it must be activated within the relevant

company profile in System Manager.

Purchase BACS

P3 Mominal Paymt
P4 Payroll ChgCash
P5 Payrl BACS /Auto
P& Sales Refund

F7 Cancelled Ropt
P3 Petty Cash

General ..QP

[ 3 Company Profiles: Z - Orion Vehicles Leasing

= =]

Applications
Financials :
Open Period Accounting
[ real Time Update of Nominal
Cost Centres in Mominal
Project

< Cashbook D>
| E Invoice Register

Supply Chain Management :

Lirks

Financials :

Sales Ledger to Mominal

Purchase Ledger to Nominal

Fayrol to Mominal
Stock Control to Mominal
[¥]Fixed Assets to MNominal
Payrol to Cashbook
[¥]Purchase to Fixed Assets
[Z]PIR/POP to Fixed Assets
Purchase Ledger to Costing

Links
Supply Chain Management :
SOP to BOM
Service Management to Stock
Service Management to SOP

Payrall & HR.
Costing to Payroll

Other

Stocktake Sales Ledger to Costing EC Despatches 5D
Warehouses Stock Control to Costing [include Delivery Terms
Traceability [V]POP to Costing EC Arrivals 5D
Advanced POP BOM to Costing [ Include Delivery Terms
Landed Costs Service Management to Costing EC Sales List
[7] RC sales List
Payroll & HR :
[@]r11D Keep Motes {months) : 12
@
View

Payments
Deductions

&

Upgrade Wizard
Company Background Qptions
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1.2.1 How to activate the Cashbook

The option to activate the Cashbook is located in the Company Profiles command
from the System Manager Maintenance submenu. From the Company Profiles
form select the Options tab. This comprises of the following settings:

e Use Cashbook

This option must be checked on before the Cashbook will become available. The
links to and from the Cashbook and relevant ledger modules are assumed
automatically once this check box is activated.

Payroll to Cashbook

If you intend to link the Payroll module to the Cashbook then this option must be
checked on.

When the form is saved to accept these settings, Opera 3 will validate whether the
existing system can be integrated with the Cashbook. If the existing system fails
the validation checks, an exceptions report will be printed listing those items that
need to be changed before the Cashbook can be linked or become operational.

1.2.2 Automatic Opening Balance

If the link to Cashbook is accepted, the system will Recalculate Bank balances.
This calculates a reconciled account balance for bank accounts by taking the
current balance of the Nominal Ledger bank account and including any
transactions not yet transferred from the Sales and Purchase transfer files that
affect a bank account. The Opening Balances command can then be used to
enter the unreconciled transactions for each bank account

1.3 Utilities Records

This section goes through the records that are required to be set-up within the
Utilities group. This includes Set Options which offer various settings that govern
the workings of the module. This is an essential part of the set-up process.

1.3.1 Set Options

Use Set Options command to specify options and controls that affect the
operation of the Cashbook module's processes and functions. Your setup strategy
will determine the order in which you complete the option settings. You do not
need to complete options for all modules before you begin. Once you begin using
the system, you should be very wary of changing any options. For example,
amending the settings after transactions have been processed might have an
adverse affect on the way existing data is presented or processed. The Set
Options command is an exclusive process.
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That means you cannot change option settings while other forms or processes

that involve the Cashbook module are active.

& Set Options

BACS Payment Software : | ysge IZI

Mext Recurring Entry : RECO00000T

Retain Transactions : 24 | Months

SEPA

Initiating Party ID : Test Payment File
Initiating Party ID Type | Organisation ID

(o] @

Box Description

Print Postings An option that determines whether report of the postings is produced when
you the N/L Posting command on the Action menu associated with the Bank

Account form.

BACS Payment  An option that determines the BACS payment software used and therefore the

Software format of the file created for BACS transmissions.
You can select one of the following from a list:
e AIB
e BBMIl/Lite
e BOS
e Bank Ireland
e BankWare

e Bankline

e Bankline Ad Hoc
e Clydesdale

e Co-op

e HSBC (HSBChnet)
e Lloyds TSB

e  Metro Bank

e NW Autopay

e NW Payaway

e NW Payment Manager

e Royline

e Royline Win (Royline for Windows)

e SEPA BOI (Bank of Ireland)
e SEPA CT (Credit Transfers)
e Santander
e STDBACS
e  Yorkshire.

E Z
Additional BACS Options

Cancel
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Next Recurring
Entry

The number or reference for the next recurring entry. This must have at least
four numeric digits at the end so that the numerals can be incremented
automatically by the application as new recurring entries are generated. Use
this box to identify the start or next recurring entry reference that will be used.

Warning: Amending this number after you begin processing may result in gaps in your
recurring entry number sequence or duplicate numbers.

Retain
Transactions

The number of months (up to 99) that reconciled transactions are retained
within the Cashbook module. When this expires, reconciled transactions are
removed from the Cashbook when you use the Reorganise command.

SEPA

SEPA Initiating
Party ID & Type

The Initiating Party ID is supplied by your bank and must be entered if the
'SEPA CT' option is selected from the BACS Payment Software list. These
boxes are disabled if any other option is selected.

This table explains the Initiating Party Type that must be selected for the

listed banks. If your bank is not listed please contact it to find out whether you
should select 'Organisation ID' or 'Private ID'".

‘AIB ‘Yes ‘
Bank of Ireland Yes
BNP Yes
Danske Yes

Permanent TSB Yes
Ulster Bank Yes

Test Payment
File

This option controls whether a payment file created in the Cashbook - Reports
- BACS List command is treated as a test file.

If this option is selected a new box called Test Indicator is displayed on the
Create BACS File form. This is available so that you can enter an optional
description of up to thirty letters, numbers or special characters (!" and so on)
that is included in a payment file to indicate to the bank that the file is for a
test.

Note: This applies only if you use the 'SEPA CT' format.
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1.3.1.1 Additional BACS Options

If your licence includes SEPA (Single Euro Payments Area) you can set up to two
options for BACS payments from the Cashbook - Utilities - Set Options form.
Each option can include a different banking file format. You may need to set up
more than one system if you pay some trading partners from one bank account
and others from another bank account. For example, you may need to pay some
suppliers in Sterling and other suppliers in Euros using the Single Euro Payments
Area (SEPA) format.

" Additional BACS Options
Additional BACS Payment Software
BACS Payment Software : Mone IEI
SEPA
Initiating Party ID : Test Payment File
Initiating Party ID Type : Organisation ID

9

The first option is selected on the Set Options form; the second using the
Additional BACS Options form from the Action menu on the Set Options form.
You choose the relevant BACS system when you create the BACS payments
files.

Box Description

BACS An option that determines the BACS payment software used for the
Payment additional BACS system and therefore the format of the file created for
Software BACS transmissions when this option is selected.

SEPA The Initiating Party ID is supplied by your bank and must be entered if the
Initiating 'SEPA CT' option is selected from the BACS Payment Software list. These
Party ID  boxes are disabled if any other option is selected.

& Type This table explains the Initiating Party Type that must be selected for the

listed banks. If your bank is not listed please contact it to find out whether
you should select 'Organisation ID' or 'Private ID'".

Bank  Ogamsaond P
AIB Yes

Bank of Ireland Yes

BNP Yes

Danske Yes

Permanent TSB Yes

Ulster Bank Yes
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Accreditation Training Courseware
2 Maintenance

Various Maintenance records will need to be created for Processing and Analysis
purposes. These records are often associated to processing records created
such as “Cashbook Types” and various respective analysis details.

2.1 Cashbook Types

Use the Cashbook Types command to maintain a file of transaction descriptions
for recall when postings are made that affect the cashbook bank or petty cash

accounts.

& Cashbook Type: Rl - Payslip Receipt E\@

General |I;ist Q_J
-]
Cashbook Code : |R1 —
D
Description: Payslip Receipt g
Type: Receipt >
p (@]
i ()

["] credit card

Batched

To Define Cashbook Types

1. Open the Cashbook folder, double-click Maintenance and then click Cashbook Types.

. On the Record menu, click New.
3. In the boxes provided, enter a code and description for the type and then choose the
type and options applicable.
4. On the Record menu, click Save.

Important

Before the Cashbook can be used, every Receipt, Payment and Refund name
within the Sales and Purchase Ledgers must also be analysed to a Cashbook
Type. This then enables the Cashbook to know how to handle transactions
posted by these modules. This is performed within the Sales and Purchase
Ledgers
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2.1.1 Sales and Purchase Records

Sales

When the Use Cashbook has been checked on, every Receipt /Refund Name in
the Sales Ledger Utilities must be linked to a Cashbook Type. This means that
receipts/Refund can be posted in either the Cashbook or the Sales Ledger and
informs the Cashbook how the transaction should be posted.

‘* Receipt Mames @
Mame Cashbook Type Cash Receipt
1: Chegue Payslip Receipt |Z| [l
2: Cash Payslip Receipt |Z|
3 BACS BACS Sales Brnt [l [l
4 e “ Refund Mames @
Mame Cashboaok Type Credit Card
1: Refund Sales Refund |Z| [l
2: Cancelled Cancelled Rcpt |Z| [l
3: |T| ]

Purchase

When the Cashbook has been checked on, every Payment/Refund Name in the
Purchase Ledger Utilities must be linked to a Cashbook Type. This means that
supplier Payments/Refunds can be posted in either the Cashbook or the
Purchase Ledger and informs the Cashbook how the transactions should be
posted.

‘1 Payment Mames @
Mame Cashbook Type
1: lcheque Purch Cash/Chg |Z|
2: Cash Purch Cash/Chg |E|
3 BACS Purchase BACS ||
4 DirectDeb & Refund Names @
5 Name Cashbook Type Cash Refund
1: pefund Payslip Receipt E| [l
2: Cancelled Cancelled Paymt E| [
e [_] =

2.2 Payee Names

Use the Payee Names command to record details of payees for which cheque
and BACs payments are made when you enter nhominal postings in the Cashbook
module using the N/L Postings command on the Action menu of the Bank
Accounts form. The details can be printed on remittance advices and the payee
name included on printed cheques.
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“ Payee Name : BARCO001 - Barclays Business Loan EI-H
i« List
Payee : BARCOOO1
Mame : Bardays Business Loan
SEPA Payee :
Address 18 Drapery
Town Centre
Morthampton
Postcode : MNM1 4GB
Telephone : 01604 545905 Sort Code @ | 94-08-30
Facsimile : Account Mo ;| 90339299
E-Mail Address : BIC :
Web Site : IBAM :
Contact : Miss Matalie Bishop BankRef.: | Cv43ss
ReffRall Mo. : 39084999 BACSRef: | 123423423
)

To define payee names

1. Open the Cashbook folder, double-click Maintenance and then click Payee
Names.

2. On the Record menu, click New.
In the boxes provided, enter a code and details for the payee.
4. On the Record menu, click Save.

w

Use the Payee Names command to record details of payees for which cheque,
BACs and Single Euro Payments Area (SEPA) payments are made when you
enter nominal postings in the Cashbook module using the N/L Postings
command on the Action menu of the Bank Accounts form. The details can be
printed on remittance advices and the payee name included on printed cheques

2.2.1 Payee Name Entries

Box Description
Payee A unique reference of up to eight characters that identifies the payee.
Name The name of the payee as used on cheques and/or remittance advices or as

identification within a BACS file.

Address The payee's address details including post code. The address is included on
Details remittance advices.

Contact A telephone and facsimile number and name of a contact for the payee. This
Details is for reference purposes.

Ref/Roll A building society roll number or an additional reference as required. This is

No. included in BACS files generated if you have selected STDBACS in the
BACS Payment Software list on the Cashbook - Set Options form.

Sort The payee's bank sort code used for BACS payments. These codes should be

Code 6 digits long.

Account The payee's bank account number used for BACS payments.
No
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SEPA The name of the payee (up to 70 characters) that is included in a 'SEPA CT'

Payee payment file created using the Cashbook - Reports - BACS List report. This is
enabled if your licence includes the SEPA feature and bank details have been
entered for the payee.

What's SEPA?

For steps to set up Opera for SEPA please follow the 'Setting Up Opera for SEPA' Help
topic in the 'How to' section of the . This topic also includes steps to set up the
Cashbook and other applications.

Note: Only enter a SEPA payee name if the payee's name is longer than 30 characters
and this payee will be refunded in a 'SEPA CT' payment file. If the SEPA Payee box is
empty the name entered in the Name box will be used in the 'SEPA CT' payment file.

BIC The Bank Identifier Code. If you enter one you must also enter the IBAN code.
Both codes will be checked by Opera when you save your changes to ensure
that they are entered in a valid format.

BIC and IBAN codes must be included for Single Euro Payments Area (SEPA)
Euro payments.

The Single Euro Payments Area (SEPA) is an initiative in the European Union
to improve cross-border Euro payments between EU countries (Eurozone and
non-Eurozone countries) plus Iceland, Liechtenstein, Norway, Switzerland and
Monaco. SEPA comes into effect for Eurozone countries from 1 February
2014, when Euro payments must be transmitted using a SEPA compliant
payment file. Even though the initiative is to improve cross-border payments,
domestic Euro payments are also affected.

For non-Eurozone countries SEPA comes into effect in 2016.
Does this affect Euro payments originating in the UK?

Cross border Euro payments from the UK do not have to be SEPA compliant
until 2016. However, some UK banks may participate in the initiative before
then so SEPA compliant payment files may be accepted for Euro payments to
suppliers based in the European Union. Non-Euro payments (for example in
Sterling) are not included in the SEPA initiative.

Tip: For steps to set up Opera for SEPA please follow the 'Setting Up Opera for SEPA'
Help topic in the 'How to' section of the Purchase Ledger Help. This topic also includes
steps to set up the Cashbook and other applications.

IBAN The International Bank Account Number. If you enter one you must also enter
the BIC code. Both codes will be checked by Opera when you save your
changes to ensure that they are entered in a valid format.

BIC and IBAN codes must be included for Single Euro Payments Area (SEPA)
Euro payments.

Note: Bank Identifier Codes (BICs) and International Bank Account Numbers (IBANS)
are used to identify banks across national borders. The structure and length of the
codes are defined by the International Organization for Standardisation (ISO) so must
be entered accurately. The length of these codes can vary:

- BICs: minimum length 8 characters, maximum length 11 characters
- IBANs: minimum length 5 characters, maximum length 34 characters.

Bank Ref A bank or building society reference allocated to the payee. This additional
information may be required by certain banks or building societies. For
example, payments made using National Westminster Bank's Autopay facility
require a four-digit payee reference to be included in the payments file.

BACS The building society name, if appropriate. This is used to update the
Ref STDBACS file generated if you have selected 'STDBACS' in the BACS
Payment Software list on the Cashbook - Utilities - Set Options form.
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Accreditation Training Courseware
3 Processing

The next section covers the processing aspect of the module, including creating
new records and processing them respectively.

3.1 Nominating a Cashbook Bank Account

Use the Bank Account form to create and maintain bank and petty cash account
records. For information about Cashbook transactions, refer to the section
Cashbook Postings.

“‘ MNew Bank Account

Bank Account : ||

Q

To define cashbook bank accounts

1. Open the Cashbook folder, and then click Processing.
On the Record menu, click New. The Add Bank Account dialog box appears.

In Bank Account, click to select an existing nominal bank account record and
then click OK.

In the boxes provided on the General tab, enter the account details.
Click Action and then click Controls. The Bank Controls form appears.
In the boxes provided, enter the account control details and click OK.
On the Record menu, click Save.

wn

N o gk

& Cashbook Processing : C310 - Main Bank Current Account EI el [Pzl Sei
General | M List . .
S =8 Maintain bank and petty
Description : IVIain Bank Current Account cash account records. Also
shows the
[Ipetty Cash Sort Code : | 20-00-00 Account Mo, @ | 10001457
Address : Main Bank Plc Sterling e  The reconciled bank
54 Lombard Street Recondiled : 656.03 balance.
London Unrecondiled : 406687.71 3 The unreconciled
Current : 406031.68 bank balance.
Post Code - w3 e  The current bank
balance.
Telephone : 0181435000
Facsimile : 0131435081
Contact : Mr D Walters
Title Branch Manager
2
View Y

ﬁa
Controls

o
=
o
O
1)
n
n
>

(@]

-

Document Management
= View F12

N/L Posting
P/L Pasting
5/L Posting
Bank Transfer
5 Reconcile
Matching

Recurring

233337
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‘* Controls @
Cwverdraft Limit : 0
Mext Reconcile Mumber ; 31
Mext Statement Mumber : 31
Mext Paying in Slip : 1
Mext Cheque Mumber ; 411 Design
Last Statement Date : 21032010 =
Currency : Sterling

9 -

Design A reference that identifies the design file for the cheque layout. If you
leave this box blank, the default layout will be used. If you enter a
two-character code here, the cheque design that has these two
characters at the end of the layout file name will be the cheque
design used instead of the default. Same concept as seen in for
example the Sales Ledger. To create the design you must use the
last two characters of the report name which could be anything you
choose. For example, sqchgak.frx and sgchgak.frt. Use the report
layout within System to select your new design. These two
characters are then used in the Profile. Note that the following
document codes are not available: DA, DD, DS, SA, SC, SS and ST

& sqchqan FRT

32KE Microsoft Visual FoxPro Report  29/07/2009 13:09
sqchoad, FRX 22KE Microsoft visual FoxPro Report 2970772009 13:09

General |M5m0 | Ligk: |

Repart | |Sqthtq Paper length : I—D

Description : |Ange\l‘s Stationary Paper width : I—D 1 millmetres
Document i | S0CHQARFRY | st sowce: | =]
Mo, of Copies I 1 3: Chained Report IPEG022 EC WAT Invoice Continuoj
Left margin : IU .0001 inch

Report
Layout

Action - Close

Prinker : I <MOME > j

IModiF\ed I_ I_I &

Controls

You can maintain bank
accounts in different
currencies to allow for multi-
currency transactions. In
addition to details that
identify the bank account,
you use the Controls
command on the Action
menu to define various
settings and controls that
affect the processing
associated with the account.
These include:

. Setting an overdraft
limit.

. Defining the next
reconciliation,
statement, paying in
slip and cheque
numbers.

e  Registering the date
of the last statement
received.

e Identifying the cheque
design to be used for
cheque printing.

e  Defining the operating
currency for the
account.

Once the record has been completed you are able to edit some details again by
using the action button and are able to create and process further records.

Each Customer Account record has an optional Memo Tab that may be used to
maintain a notepad of information associated with the customer.

“ Cashbook Processing : C310 - Main Bank Current Account

General | Memo | List
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By right clicking on the mouse, the following screen appears allowing the user to

select from one of the following options:

General | Memo

%+ Cashbook Processing : €310

List

Print
Copy
Cut

Paste

Cancel

All appropriate customers records will be listed in the List tab

%" Cashbook Processing : C310 - Main Bank Current Account

General || Memo | List
Account Description Address
o310 Main Bank Current Account Main Bank Plc
C315 Second Bank Current Account Second Bank Plc
C320 UUS Dollars Bank Account UUS Bank inc
C330 Main Bank Depaosit Account Main Bank plc
C340 Petty Cash Account

3.1.1 Cashbook Processing Fields

Use the Bank Account form to create and maintain bank and petty cash account
records. For information about Cashbook transactions, refer to the section

Cashbook Postings.

You can maintain bank accounts in different currencies to allow for multi-currency
transactions. In addition to details that identify the bank account, you use the
Controls command on the Action menu to define various settings and controls

that affect the processing associated with the account. These include:
Setting an overdraft limit.

e  Setting an overdraft limit

e Defining the next reconciliation, statement, paying in slip and cheque numbers
e Registering the date of the last statement received
e lIdentifying the cheque design to be used for cheque printing

e Defining the operating currency for the account.
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“ Cashbook Processing : C310 - Main Bank Current Account EI@
Description : Main Bank Current Account
I:‘ Petty Cash Sort Code @ | 20-00-00 Account No., : 10001457
Use for SEPA Paymenis
IBAN @ BIC :
Account Mame :
Address Main Bank Plc Sterling
54 Lombard Street Recondled : 372556.03
London Unrecondled : 166433.78
Current : 538939.81
Post Code ! W34
Telephone : 0181 435000
Facsimile 0181455081
E-Mail Address :
Web Site !
Contact : Mr D Walters
Title : Branch Manager
2
View a v

Once you have created the bank and cash accounts you need, transactions
posted for the accounts result in balances being maintained automatically and
displayed on the Bank Account form. These include

e The reconciled bank balance.
e The unreconciled bank balance.
e The current bank balance.

For foreign currency bank accounts these balances are maintained in the foreign
currency. The home currency values are calculated and displayed 'on the fly'
using the latest exchange rate for the foreign currency. The latest rate is
maintained in the Exchange Rates command in the System module.

3.1.1.1 Prerequisites

Prerequisite

Bank

Bank and petty cash accounts are based on existing nominal accounts which must have been

Account created first using the Accounts command on the Maintenance menu of the Nominal

module.
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3.1.1.2 Bank Account Entries
3.1.1.3 General

Box Description
Description  The account description. This defaults to the name of the nominal account.

Petty Cash Determines that the account is a petty cash account. These accounts can be saved
without sort codes and account numbers. These accounts are ignored in the
Reconcile command.

Sort Code The bank sort code. These codes should be 6 digits long.
Account No. The bank account number.

Use for This is enabled if: your licence includes the SEPA feature, the bank account is a
SEPA Euro account and the bank account is not a petty cash account.

Payments Select if the bank account will be used for SEPA payments using the 'SEPA CT'
banking file format. An IBAN and BIC code must be entered for these accounts -
which are mandatory codes for the banking payments file. Sort code and bank
account numbers are not used in 'SEPA CT' banking files but you can still record
the codes if required.

Important: Do not select this option if you use the 'SEPA BOI' banking file format. IBAN and
BIC codes are not yet used in this format - sort code and bank account numbers are still used.

What's SEPA?

Tip: For steps to set up Opera for SEPA please follow the 'Setting Up Opera for SEPA' Help
topic in the 'How to' section of the . This topic also includes steps to set up the Cashbook and
other applications.

IBAN The International Bank Account Number. If you enter one you must also enter the
BIC code. Both codes will be checked by Opera when you save your changes to
ensure that they are entered in a valid format.

BIC and IBAN codes must be included for Single Euro Payments Area (SEPA) Euro
payments.

BIC The Bank Identifier Code. If you enter one you must also enter the IBAN code. Both
codes will be checked by Opera when you save your changes to ensure that they
are entered in a valid format.

BIC and IBAN codes must be included for Single Euro Payments Area (SEPA) Euro
payments.

Note: Bank Identifier Codes (BICs) and International Bank Account Numbers (IBANSs) are used
to identify banks across national borders. The structure and length of the codes are defined by
the International Organization for Standardisation (ISO) so must be entered accurately. The
length of these codes can vary:

- BICs: minimum length 8 characters, maximum length 11 characters
- IBANs: minimum length 5 characters, maximum length 34 characters.

Account The name of the bank account as it is known to the bank. This name is required in a
Name SEPA payment file along with the BIC, IBAN and so on. It is important that this
name is entered accurately.

Email The e-mail address for the bank.
Address

Tip: If an e-mail address is entered it is used automatically when you use the email icon on the
toolbar to open your email editor.

NH2QEwOO| v @[Fd=sem

Web Site The web address for the bank.

Tip: If a website address is entered it is used automatically when you use the web icon on the
toolbar to open your web browser.

N H2QHwOO|vPu@zeaeem

Contact The telephone and facsimile numbers for the bank and the name and title of a
Details contact at the bank. These details are for reference purposes only.
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3.1.1.4 Controls

e

“ Controls @

Overdraft Limit : 150000

Mext Reconcile Mumber : 249

Mext Statement Mumber 3

Mext Paying in Slip : 443

Mext Chegue Mumber : 23071 Design
Last Statement Date : 22/03/2013 E]
Currency : Sterling

Box Description

Overdraft The overdraft limit for the bank account. When payments are posted for the account, the

Limit application checks that the payment value does not cause the overdraft limit to be exceeded
and a warning is displayed if this is the case. You can also specify a minimum balance for the
bank account by entering a negative value in the box. The application checks that payments
drawn against the account do not cause the minimum balance to be exceeded.

Next The next reconciliation number to be used. Each bank reconciliation is assigned an internal

Reconcile reference number. This is incremented automatically by the application after you have

Number completed a bank reconciliation.

Next The next statement number. This is the number of the next statement you receive from your

Statement bank. It is updated automatically when you process reconciliations for the bank account.

Number

Next Paying  The paying in slip number. It is incremented automatically by the system each time a new

in Slip paying in slip is printed.

Next The cheque number. It is automatically incremented by the system each time a new cheque is

Cheque raised for the account.

Number

Design A reference that identifies the design file for the cheque layout. If you leave this box blank, the
default layout will be used. If you enter a two-character code here, the cheque design that has
these two characters at the end of the layout file name will be the cheque design used instead
of the default.

Last The date of the last statement you received from your bank. It is updated automatically when

Statement you process bank reconciliations for the account.

Date

Currency A reference that identifies the currency of the account. The Cashbook module is a multi-

currency module and allows you to set up bank and cash accounts in different currencies,
provided you are using multi-currency facilities. You cannot amend this once transactions have
been posted for the account.

3.2 Cashbook Processing

Use the Processing command on the Cashbook menu to post transactions for
nominal, sales and purchase accounts and to record transfers between bank and
cash accounts. You use these commands for transactions not otherwise
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generated from other modules (such as Sales or Purchase modules). First

retrieve the bank account you want to process, then select the appropriate .
command from the Action menu. Notes

Note: If the Continuous Posting option is selected on the User Profiles form in the
System module for your user record, you can post movements of the same type
in batches because the application automatically reselects the same command
(N/L Posting, S/L Posting, and so on) when you complete a transaction record.
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3.2.1 Posting Processes

Posting Process

Process Steps & Information

& N/L Posting [l
Input By : MAMAGER.
Type Receipt IZ|
Cashbook Type ;| g1 E| Payslip Receipt
Reference : Extras02531
Value : 500,00 | Sterling
Comment : Extra Labour - Payment
Date : 10/11/2011 1] nov 2011
VAT :
Tax Point : 10/11/2011 E]

) o [ o

& Nominal Ledger Posting : Receipt Detail - 500.00 (Sterling) =
Freehold Buildings - Cost
Account : A110 Q Value : 500,00
Project :
Department :
VAT Code st [7] [0 83.33
Comment: | ExtraLabour -Payment
Account Name Bank Amount  Bank A/C Ve -
Ja110 Freehold Buildings - Cost 500.00f2310 416.67
) F— v
Difference : 0.00
C310 .
Main Bank Current Account Total: 500.00
9
View y
Payes ! I v| I
™ Print Cheque
Stk Code @ Aecount Mot Eamk Fef, ¢

[~ Bacs

[0]4 | Cancel

Credit Card Receipt
Credit Card Mumber Expires Authorise Mo,
[ [ |
Marne ! I
oF Cancel
Cash Receipt
Marme : I
o4 Cancel

Nominal Ledger Postings

Use the N/L Posting command to enter
cashbook postings for accounts in the
nominal ledger. If the Real Time Update
of Nominal option is selected on the
Options tab of the Company Profiles form
in the System module, nominal accounts
selected for processing are updated
when you accept the cashbook posting.
Otherwise, if the batch updating method
is used, nominal accounts selected for
processing are updated when you use
the Cashbook Transfer command on the
Utilities menu in the Nominal module.

To post a nominal cashbook transaction

1. Open the Cashbook folder, and then
click Processing.

2. Retrieve the bank account record for
which you want to post transaction
details, click Action and then click N/L
Posting.

3. If you have selected the Print Postings
option on the Cashbook - Set Options
form, a Report dialog box appears.
Under Output Device, click to select the
output device you want to use. On the
corresponding tab, complete any
settings or options you want to apply to
the output device.

4. To continue, click Report. The Nominal
Postings form appears. In the boxes
provided, enter the transaction header
details and then click OK.

5. If you are processing a nominal
payment, the Payment Details form
appears for you to enter details
concerning the payment method. Click
OK when you have completed the
boxes provided.

6. If you are processing a nominal receipt
involving a credit card cashbook type,
the Receipt Details form appears for
you to enter details of the credit card
number, expiry date, authorisation and
cardholder name. Click OK when you
have completed the boxes provided.

7. A form appears for entry of the
transaction detail lines. Click OK when
you have completed the lines. The total
of all detail lines must match the
transaction value specified on the
Nominal Postings form before you can
post the transaction.
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Post Entry

7

Opera 3

===

l k Would you like to post entry?

’ Yes l [ Mo
e
Posting Report
Ponting Report
& P/L Posting ==
Posting Type : Payment E
Input By : MAMNAGER.
) Carters Limited
Supplier : CAROOO1 Q
Balance : 17072.04
ML Posting Date : | 10/11/2011 D Nov 2011
Transaction Date : | 10/11/2011 B
Reference 1: Purchi0034p
Reference 2 : Cheque E
Currency :
FC Value : 0
Exch. Rate : *
Transaction Value : 240,00
[ on Account
g} oK l [ Cancel
8 Payment Allocations : Purch0034P ==
Date Type Refi Ref2. Value Balance Allocated -
17/07/2010 | Inv [028423 IP0000S3 831.25] 881,25
16/08/2010 | Inv [00347 1POD00S4 1175.00 1175.00
03/09/2010 | Tnv |00823 1P0000SE 11548.49 11548.49
10/03/2010 | Inv |00934 IP000098 269.01 269.01
17/09/2010 | Inv |00562 IP000103 176.25] 176.25
05/10/2010 | Inv (00812 PO00106 64.04| 64.04]
27/05/2011 | Inv (INVOOD77 2958.00 2958.00
1 o
PartPay : 0.00 | Sterling 240.00 to Allocate
o

View

i

Once Yes is selected the Nominal
Posting is then posted immediately and
the Cashbook account is updated with
the transaction details.

Purchase Ledger Postings

Use the P/L Posting command on the
Action menu associated with the Bank
Account form to enter payments and
refunds for supplier account records in
the Purchase module. If more than one
Purchase module is linked to the
Cashbook company, you must select the
company from which the sales accounts
will be read for processing before you
can enter the posting. Before you can
post payments or refunds to supplier
accounts, you must ensure that an entry
exists in the Cashbook Type list box on
the Purchase Payment Names or
Purchase Refund Names forms. Payment
and refund names are defined using the
Payment Names or Refund Names
commands on the Utilities menu in the
Purchase module.

To post a purchase cashbook transaction

1. Open the Cashbook folder, and then
click Processing.

2. Retrieve the bank account record for
which you want to post transaction
details, click Action and then click P/L
Posting. The Post to Purchase Ledger
form appears.

3. In Posting Type, click to select
Payment or Refund according to the
transaction type you want to process.

4. In Supplier, click to select the supplier
account to which the transaction will be
posted.

5. In the boxes provided, enter the
transaction header details and then
click OK.

6. Follow the procedure as you would for
a purchase ledger payment or refund
posting.

> A

Cancel Allocation
Pay Full
Pay Part
Mo Disc
Exhaust
Accept

F4
F5

F&
F7
F&
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& 5/L Posting ] Sales Ledger Postings
Use the S/L Posting command on the
_ : Action menu associated with the Bank
Fosting Type : Receipt [=] Account form to enter receipts and
Input By : MANAGER refunds for customer account records in
Adams Light the Sales module. If more than one Sales
Customer : ADADOO1 Q| Engineering Ltd module is linked to the Cashbook
Balance : 53283,79 company, you must select the company
from which the sales accounts will be
ML PostingDate : | 10/11/2011 E] MNov 2011 read for processing before you can enter
Transaction Date : | 10/11/2011 E] the posting. Before you can p.ost
payments or refunds to supplier
Reference 1: REC005997 accounts, you must ensure that an entry
Referance 2 mm exists in the Ca_shbook Type list box on
' the Sales Receipt Names or Sales
Currency : Refund Names forms. Receipt and refund
names are defined using the Receipt
FC Value : 0 Names or Refund Names commands on
Exch. Riste : 0.000000 the Utilities menu in the Sales module.
Transaction Value : 480.00 To post a sales cashbook transaction
[lon Account 1. Open the Cashbook folder, and then
Advance click Processing.

2. Retrieve the bank account record for
)] [ oK l [ Cancel which you want to post transaction
= = details, click Action and then click S/L

Posting. The Post to Sales Ledger form

K+ Receipt Allocations : RECO597 = appears. .:"‘"’

Date  Type Refi Rafz vake  Adv.  Baee aocated  Resson  Date
10072010 [y |Teo0sa w77 1507 [Foperzam
0 fime 7 ~coNsaLD™ 3% 3.3 !
24092010 [l [19i00885 5639765 %3765

oyi0pn [im [me0ce7s 2500 2800

3. In Posting Type, click to select Receipt
or Refund according to the transaction

Cancel Allocation  F4

57

type you want to process. Pay Full F5
4. In Customer, click to select the |: Pay Part F&
customer account to which the |: Mo Disc =)
5 L transaction will be pos.ted. Exhaust F2
. 50 ey S 5. In the boxes provided, enter the |: Accent
oo ot (R transaction header details and then | : p.
click OK. : (Un)Dispute Fi1
o Q@ o Cancel
vew 4 6. Follow the procedure as you would for | : Due Date F12
a sales ledger receipt or refund posting. m
% Bank Transfer == Bank Transfers :
outBy - Use the Bank Transfer command on the
npuEEY MANAGER Action menu associated with the Bank
Cashbook Type :| T1 [7] BankTransfer Account form to enter postings between
Reference : | troooo12 one Cashbook account and another or
Value : 123685423 between a Cashbook account and a
. nominal account (for example to make
Comment: | Transfer of Fundd postings for bank charges).
Date : 10/11/2011 D Nov 2011
To post a bank transfer
‘i)) ’ oK ] ’ Cancel P
1. Open the Cashbook folder, and then
% Bank Transfer Detail - 1236854.23 (Sterling) == click Processing.

2. Retrieve the bank account record from
which you want to originate the
;;:m« transfer, click Action and then click
‘ Bank Transfer. The Bank Transfer
Comment : Transfer of Funds (From) form appears

Account Name BarkAmount  Project  Department ~ 3. In the boxes provided, enter the
transfer details and then click OK. The
Bank Transfer for.. form appears.

4. In Account, click to select the account
i to which the transfer will be made. Use
« ; the boxes provided to complete the

Difference : 1236854.23

Account : Q value : 0.00

VAT Code 0.00

Vi Bk Curvent Acount Total .00 details of the transaction. You can
continue to add detail lines if required.
2} o Concel When the total of all detail lines

matches the transaction value specified
on the Bank Transfer (From) form, click

OK to post the transaction.
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Use the Processing command on the Cashbook menu to post transactions for
nominal, sales and purchase accounts and to record transfers between bank and
cash accounts. You use these commands for transactions not otherwise
generated from other modules (such as Sales or Purchase modules). First
retrieve the bank account you want to process, then select the appropriate
command from the Action menu.

Note: If the Continuous Posting option is selected on the User Profiles form in
the System module for your user record, you can post movements of the same
type in batches because the application automatically reselects the same
command (N/L Posting, S/L Posting, and so on) when you complete a
transaction record.

3.2.1.1 Nominal Ledger Postings

Use the N/L Posting command to enter cashbook postings for accounts in the
nominal ledger. If the Real Time Update of Nominal option is selected on the
Options tab of the Company Profiles form in the System module, nominal
accounts selected for processing are updated when you accept the cashbook
posting. Otherwise, if the batch updating method is used, nominal accounts
selected for processing are updated when you use the Cashbook Transfer
command on the Utilities menu in the Nominal module.

3.2.1.2 N/L Posting Entries

Box Description

Input By The name of the person maintaining the posting record. The user name as
defined on the User Profiles form in the System module is used as a default
entry. You can select a different user name from the list.

Type An option that determines the transaction type you want to enter. You can select
Payment or Receipt from a list.

Cashbook A reference that identifies the cashbook transaction type. You can select from a
Type list. Cashbook types are maintained using the Cashbook Types command on the
Maintenance submenu in the Cashbook module.

Reference A reference for the transaction.
Value The amount of the transaction in the currency of the bank account.

Exch Rate  The exchange rate for the currency. This defaults to the exchange rate defined on
the System Exchange Rates form. In the case of Euro triangulation, exchange
rates are calculated using special rules where more than one Euro zone currency
is involved in the transaction.

Comment A memorandum or note concerning the nature of the transaction.

Date The date for the transaction. The system date is displayed but you can change if
the transactions are for a different date.

If you use the Open Period Accounting feature, this is the date used to determine
the period in the Nominal Ledger that the transaction is posted to. If the
transaction is allocated to another transaction that generates an adjustment
posting for either a foreign currency rate gain or loss or a discount, the
adjustment also uses the same Nominal Ledger posting date.
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Date... More ...

Open Period Accounting is available in Opera 3

VAT An option that determines whether the transaction is subject to VAT analysis.
That is, whether it is included in the VAT return. If you select the option, you can
accept or amend the default tax point date in the box alongside. In some
circumstances, a tax point date may be different to the transaction date, but is
always the date used to determine in which VAT return period the transaction
belongs. The default is the current system date, but may also be affected by the
transaction date.

3.2.1.3 Payment Details

Box Description

Print An option that determines whether a remittance advice is to be printed for the nominal
Remit payment.

Print An option that determines whether a cheque is to be printed for the nominal payment.
Cheque

BACS An option that determines whether the nominal payment is to be processed as a BACS

payment by your bank using the banking format selected in the BACS Software list on
the Cashbook - Utilities - Set Options form or the Cashbook - Utilities - Set Options -
Additional BACS Options form.

Note: This is available for home currency bank accounts, and for Euro bank accounts if the Use
for ST Payments option is selected for the account.

Payee A reference that identifies the payee.

Tip: Payee names are defined using the Cashbook - Maintenance - Payee Names form.

Bank The sort code, account number and bank reference for the BACS transaction. If the

Details Use for SEPA Payments option is selected for the bank account the BIC and IBAN
boxes are enabled. BIC and IBAN codes are used for 'SEPA CT' payment files instead
of the sort code and account numbers. What's SEPA?

For steps to set up Opera for SEPA please follow the 'Setting Up Opera for SEPA' Help topic in
the 'How to' section of the . This topic also includes steps to set up the Cashbook and other
applications.

The codes default to those entered on the payee name record selected in the Payee
list box.

Bank
Details...

3.2.1.4 Credit Card Receipt Details
[210)4 . Description

| Credit Card The credit card number. This must be 13 digits long. |
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Number
Expires The month and year of expiry. This date is validated against the transaction date. ‘Notes
If a recurring entry is defined with credit card details, the application will not post | s
the entry if the expiry date falls before the transaction posting date.
Authorise An authorisation number, if required. This can include letters as well as numbers if
No. appropriate.
Name The cardholder name as it appears on the credit card.
3.2.1.5 Transaction Details
Box Description
Account A reference that identifies the nominal account record. You can select from a
list.
Value The value of the transaction detail.
Advanced References that identify the dimensions used for the analysis of the current
Nominal transaction line in the nominal ledger. If you have the Advanced Nominal Ledger
Dimensions activation and you are using either of the two additional analysis dimensions
(such as Project and Department), you can override the defaults shown for the
current transaction line; the defaults being those associated with the
corresponding nominal account record identified in the Account box. If the
corresponding nominal account record indicates that the use of one or both
dimensions is mandatory, then you must ensure an appropriate ID has been
entered before you save the transaction line. For further information, refer to the
topic on advanced nominal dimensions associated with the Nominal module.
VAT Code and  The VAT code for the transaction. This defaults to the code specified on the
Value account identified in the Account box. It only applies if you have selected the
VAT option on the Nominal Postings form. The amount of VAT is calculated
according to the rate associated with the code and the amount entered in the
Value box. You can override the default calculation.
Comment A memorandum or note concerning the nature of the transaction. This defaults
to the entry on the Nominal Postings form.
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3.2.1.6  Sales Ledger Postings

Use the S/L Posting command on the Action menu associated with the Bank
Account form to enter receipts and refunds for customer account records in the
Sales module. If more than one Sales module is linked to the Cashbook company,
you must select the company from which the sales accounts will be read for
processing before you can enter the posting. Before you can post payments or
refunds to supplier accounts, you must ensure that an entry exists in the
Cashbook Type list box on the Sales Receipt Names or Sales Refund Names
forms. Receipt and refund names are defined using the Receipt Names or
Refund Names commands on the Utilities menu in the Sales module.

3.2.1.7 S/L Posting Entries

Box Description

Posting An option that determines the transaction type you want to enter. You can
Type select Receipt or Refund from a list.

Input By The user name of the person entering the transaction. The user name as

defined on the User Profiles form in the System module is used as a default
entry. You can select a different user name from the list.

Customer The customer record relating to the receipt or refund. You can select the record
from the list.
Balance The selected customer's current balance taken from the customer's record.

NL Posting The Nominal Ledger posting date. If you use the Open Period Accounting

Date feature, this is the date used to determine the period in the Nominal Ledger that
the transaction is posted to. If the transaction is allocated to another transaction
that generates an adjustment posting for either a foreign currency rate gain or
loss or a discount, the adjustment also uses the same Nominal Ledger posting
date.

More ...

Open Period Accounting is available in Opera 3

Transaction  The transaction date. This is the date used to determine the age of a

Date transaction for reports and enquiries in the application. The default is the
system date. If the transaction is allocated to another transaction that generates
an adjustment posting for either a foreign currency rate gain or loss or a
discount, the adjustment also uses the same Nominal Ledger posting date.

Reference 1 A reference for the transaction. This is mandatory. Typically you use this box for
the main transaction reference.

Reference 2 A second transaction reference. You select the second reference from a list.
The entries you can choose are defined in the Sales Ledger on the Receipt
Names form on the Utilities menu.

Currency A reference that identifies the currency of the receipt or refund. This only
applies to foreign currency bank accounts. You can select the currency from a
list. Currencies are defined using the Exchange Rates form in the System
module and the default depends on the entry in the Currency list box on the
Options form associated with the Customer form.

FC Value The foreign currency value of the receipt or refund. For foreign currency bank
accounts, you enter the transaction amount in this box and the home currency
equivalent is calculated according to the exchange rate.

Exch. Rate The exchange rate for the currency. This defaults to the exchange rate defined
on the System Exchange Rates form.

Transaction The transaction value. For foreign currency transactions, the default entry in
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Value this box will be the home currency equivalent of the value entered in the FC
Value box.

3.2.1.8 Refund Details

Box Description

Print An option that determines whether a remittance advice is to be printed for the refund.
Remit

Print An option that determines whether a cheque is to be printed for the refund.

Cheque

BACS An option that determines whether the refund is to be processed as a BACS payment

by your bank using the banking format selected in the BACS Software list on the
Cashbook - Utilities - Set Options form.

Note: This is available for home currency bank accounts, and for Euro bank accounts if the Use
for ST Payments option is selected for the account.

Payee A reference that identifies the payee.

Tip: Payee names are defined using the Cashbook - Maintenance - Payee Names form.

Bank The sort code, account number and bank reference for the BACS transaction. If the

Details Use for SEPA Payments option is selected for the bank account the BIC and IBAN
boxes are enabled. BIC and IBAN codes are used for 'SEPA CT' payment files instead
of the sort code and account numbers. What's SEPA?

For steps to set up Opera for SEPA please follow the 'Setting Up Opera for SEPA' Help topic in
the 'How to' section of the . This topic also includes steps to set up the Cashbook and other
applications.

The codes default to those entered on the payee name record selected in the Payee
list box.
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3.2.1.9 Purchase Ledger Postings

Use the P/L Posting command on the Action menu associated with the Bank
Account form to enter payments and refunds for supplier account records in the
Purchase module. If more than one Purchase module is linked to the Cashbook
company, you must select the company from which the sales accounts will be
read for processing before you can enter the posting. Before you can post
payments or refunds to supplier accounts, you must ensure that an entry exists in
the Cashbook Type list box on the Purchase Payment Names or Purchase
Refund Names forms. Payment and refund names are defined using the
Payment Names or Refund Names commands on the Utilities menu in the
Purchase module.

3.2.1.10 PJ/L Posting Entries

Box Description

Posting An option that determines the transaction type you want to enter. You can
Type select Payment or Refund from a list.

Input By The user name of the person entering the transaction. The user name as

defined on the User Profiles form in the System module is used as a default
entry. You can select a different user name from the list.

Customer The supplier record relating to the payment or refund. You can select the record
from the list.
Balance The selected customer's current balance taken from the customer's record.

NL Posting The Nominal Ledger posting date. If you use the Open Period Accounting

Date feature, this is the date used to determine the period in the Nominal Ledger that
the transaction is posted to. If the transaction is allocated to another transaction
that generates an adjustment posting for either a foreign currency rate gain or
loss or a discount, the adjustment also uses the same Nominal Ledger posting
date.

More ...

Open Period Accounting is available in Opera 3

Transaction  The transaction date. This is the date used to determine the age of a

Date transaction for reports and enquiries in the application. The default is the
system date. If the transaction is allocated to another transaction that generates
an adjustment posting for either a foreign currency rate gain or loss or a
discount, the adjustment also uses the same Nominal Ledger posting date.

Reference 1 A reference for the transaction. This is mandatory. Typically you use this box for
the main transaction reference.

Reference 2 A second transaction reference. You select the second reference from a list.
The entries you can choose are defined in the Purchase Ledger on the
Payment Names form on the Utilities menu.

Currency A reference that identifies the currency of the payment or refund. This only
applies to foreign currency bank accounts. You can select the currency from a
list. Currencies are defined using the Exchange Rates form in the System
module and the default depends on the entry in the Currency list box on the
Options form associated with the Customer form.

FC Value The foreign currency value of the payment or refund. For foreign currency bank
accounts, you enter the transaction amount in this box and the home currency
equivalent is calculated according to the exchange rate.
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Exch. Rate The exchange rate for the currency. This defaults to the exchange rate defined
on the System Exchange Rates form. |

Notes
Transaction  The transaction value. For foreign currency transactions, the default entryin | =
Value this box will be the home currency equivalent of the value entered in the FC
Value box.

3.2.1.11 Bank Transfers

Use the Bank Transfer command on the Action menu associated with the Bank
Account form to enter postings between one Cashbook account and another or
between a Cashbook account and a nominal account (for example to make
postings for bank charges).

3.2.1.12 Bank Transfer Entries (From)

Box Description

Input By The name of the person maintaining the posting record. The user name as
defined on the User Profiles form in the System module is used as a default
entry. You can select a different user name from the list.

Cashbook A reference that identifies the cashbook transaction type. You can select from a
Type list. Cashbook types are maintained using the Cashbook Types command on
the Maintenance submenu in the Cashbook module.

Reference A reference for the transaction.
Value The amount of the transfer in the currency of the bank account.

Exch Rate  The exchange rate for the currency. This defaults to the exchange rate defined on
the System Exchange Rates form. In the case of Euro triangulation, exchange
rates are calculated using special rules where more than one Euro zone currency
is involved in the transaction.

Comment A memorandum or note concerning the nature of the transaction.

Date The date for the transaction. The system date is displayed but you can change if
the transactions are for a different date.

If you use the Open Period Accounting feature, this is the date used to determine
the period in the Nominal Ledger that the transaction is posted to. If the
transaction is allocated to another transaction that generates an adjustment
posting for either a foreign currency rate gain or loss or a discount, the
adjustment also uses the same Nominal Ledger posting date.

Date... More ...

Open Period Accounting is available in Opera 3

3.2.1.13 Transaction Details
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Box

Account

Description

A reference that identifies the nominal account record. You can select from a
list.

Value

The value of the transaction detail. If you are processing a transfer involving
a foreign currency bank account, boxes are also provided for the home
currency equivalent and exchange rate for the detail line.

Advanced
Nominal
Dimensions

References that identify the dimensions used for the analysis of the current
transaction line in the nominal ledger. If you have the Advanced Nominal
Ledger and you are using either of the two additional analysis dimensions
(such as Project and Department), you can override the defaults shown for
the current transaction line; the defaults being those associated with the
corresponding nominal account record identified in the Account box. If the
corresponding nominal account record indicates that the use of one or both
dimensions is mandatory, then you must ensure an appropriate ID has been
entered before you save the transaction line. For further information, refer to
the topic on advanced nominal dimensions associated with the Nominal
module.

Comment 1

A memorandum or note concerning the nature of the transaction. This
defaults to the entry on the Bank Transfer (From) form.
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3.2.2 Reconcile

Use the Reconcile command on the Action menu associated with the Bank
Account form to reconcile the statements received from your bank with those on
the Cashbook bank records. You can match unreconciled transactions with items
on your statement and make additional entries for items, such as bank charges,
not already posted to the account.

Tip: Make sure your bank entries are up to date. We recommend you post
outstanding recurring entries using the Post Recurring command on the Utilities
menu. If the application detects outstanding recurring entries, a message will
appear asking if you want to post them before you continue with the
reconciliation.

When you have completed details of the statement date, number and balance, the
Unreconciled Entries form displays a grid showing all unreconciled transactions.
You compare the transactions on your the statement received from your bank with
those in the grid. Use the scroll bars to navigate the view. To perform an action,
select one of the following commands from the Action menu. For some
commands, you first click to select the transaction in the grid.

Before starting the reconciliation process, the system will ask whether any due
recurring postings are to be posted.

( Cpera 3 l r

l 3 Would you like to post Recurring entries?

Yes | [ Mo

To reconcile a bank account

1. Open the Cashbook folder, and then click Processing.

2. Retrieve the bank account record for the account you want to reconcile, click
Action and then click Reconcile. The Reconciliation form appears.
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‘* Reconcile: 31

Input By : MAMAGER

Recondliation Date : | 10/11/2011 B
StatementDate: | 10/11/2011 ]
From Statement Ma. : 31

To Statement Mo, @ 31

Sterling

B/Fwd Balance : -656.03
Statement Balance : 0,00

3. In the boxes provided, enter the date, statement number and balance details and
then click OK. The Unreconciled Entries form appears.

%" Reconcile: Unreconciled Entries (Sterling) (e S
Date Reference Cashbook Type Fayments Receipts Balance Line =
[10/01/2010 [Autopay Wk 35 W 2yrl BACS/Auto 514,56 3 Print F2
10/01/2010 |Autopay Wk 40 W ayrl BACS/Auto 514.78 Post E5
10/01/2010 [Cheque Wk 33 W ayroll ChgCash 364,36
10/01/2010 |Cheque Wk 33 W ayrall ChqCash 375.39) Zoom F&
10/01/2010 |Cheque Wk 39 W ‘ayroll ChqCash 430.60 ACCEpt Fa
10/01/2010 [Cheque Wk 33 W ayroll ChgCash 434, 34
10/01/2010 |Cheque Wk 39 W ayroll ChqCash 531,39 (Un) Tick SPACEBAR
10/01/2010 |Cheque Wk 40 W ayroll ChqCash 364,35 -
o q e o Change Line F&
10/01/2010 [Cheque Wk 40 W ayroll ChgCash 375.58
10,/01/2010 |Cheque Wk 40 W ayroll ChgCash 480.80
o1 a ire Cancel
10/01/2010 (Cheque Wk 40 W ayroll ChqCash 434,34 =
10/01/2010 [Cheque Wk 40 W ayroll ChgCash 631,39 &2
Statement Balance : 0,00 Recondled : -656.03 Difference : -656.03
? =

4. Use the commands on the Action menu to perform the reconciliation tasks.

NB - Posting for the account for a transaction that appears on the statement but
not in your Cashbook may be processed. You can also press F5 for this
command.

5. When you have finished reconciling transactions on the account against your
bank statement, click OK. If the statement balances with the cashbook account,
the application marks the selected transactions as reconciled and updates the
bank account's reconciled balance, statement and reconciliation numbers.
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“ Cashbook Processing : C310 - Main Bank Current Account [ = ][==] Notes """"""
General | Memo || List
Description ; Main Bal ‘q Reconcile: 31 | 52 |
[TIPetty Mo, i | 10001457
Input By MAMNAGER

Address : Main Bal | n. oncilistion Date : 10/11/2011 E] Sterling

-056.03
Opera 3
5687.71
Please select the action to be taken for the following recondle 6031.68
record : 317
Post Code
[ l [ Clear ] [ Cancel ] ’ Continue

Telephone |

Facsimile : 018149 | B/fFwd Balance : 556,03

Contact : MrDwa | Statement Balance : 0,00

Title : Branch

@ ’ OK. l [ Cancel l
)
View i

If it does not balance, you can save what you have done so far so you can return
to complete the process at a later date or clear the reconciliation which enables
you to re-enter it from scratch.

3.2.3 Matching

If cashbook postings have been made in error and correcting postings have also
been entered, such transactions will not appear on the statements you receive
from your bank, so you will be unable to reconcile them. Instead, you use the
Matching command on the Action menu associated with the Bank Account form to
match the error and correction postings so you can remove then from the
cashbook bank records. You can report on such postings using the Audit Trail
command on the Reports menu so you can provide a record of the original
entries. Their removal from the bank account record will enable them to be
excluded from the Unreconciled Entries grid form when you next use the
Reconcile command.

“ Matching : Unreconciled Entries (Sterling) - View 1 @

R Date Reference Cashbook Type Payments Receipts -~ (Un} Tick SPACEBAR
25/01/2010 |Autopay Wk 14 W ayrl BACS /Auta 514,76 [ Accept Fa
25012010 |Cheque Wk 14 W ayroll ChqCash 364. 36
25/01/2010  [Cheque Wk 14 W ayroll ChgCash 375.58
25/01/2010  [Chegue Wk 14W ayroll ChgCash 430,80 E
25/01/2010  [Chegue Wk 14W ayroll ChgCash 454, 54
25/01/2010  |Cheque Wk 14 W ayroll ChqCash 631.39
10/01/2010 |Autopay Wk 39 W ayrl BACS /Auto 514,56
10/0142010 [Cheque Wk 39 W ayroll ChqCash 364. 36
10/01/2010  [Chegue Wk 33 W ayroll ChgCash 375.38
10/01/2010  [Chegue Wk 33 W ayroll ChgCash 430,60

I 10/01/2010  [Chegue Wk 39 W ayroll ChgCash 454, 34 -

4 2

@viewl (@ View2 Balance : 0.00

2 o [ em
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When the list is displayed, the following commands are available from the Action -
menu:

Use this To

command

(Un)Tick (or Mark the highlighted line for matching. Select again to deselect the line.
SPACEBAR)

Accept F9 Removes the selected lines.

Switch View Switches between the summary and detailed views. This is displayed only if the

'Switch View' option is ticked on your user profile. The View 1 and View 2 buttons
are also disabled if this option is not ticked.

Note: The 'Switch View' option is selected on the 'Cashbook Grid Selector Actions'
list on the Menu Access page of the System - Maintenance - User Profiles form.

& User Profiles : USER - Mr Smith = [ -2 =]
General | fenu Access | Credit Management ” List |
Meru View : | Cashbook Grid Selector Actions E

)

View y

Note: Matched transactions are removed when you use the Reorganise
command on the Utilities menu.
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To match error and correction entries

1. Open the Cashbook folder, and then click Processing.

Retrieve the bank account record for the account you want to match error and
correction entries, click Action and then click Matching. The Unreconciled Entries
form appears.

3. Use the commands on the Action menu to perform the reconciliation tasks. You
begin by clicking to select a transaction to be matched in the grid. You select the
transaction for matching using the (Un)Tick command on the Action menu or by
pressing SPACEBAR. You repeat this action for each transaction to be matched.

4. When the value alongside the Balance title on the form is zero, you can click OK
to store the matched transactions.

Note: The Unreconciled Entries form shows batch totals for unreconciled entries.
If you want to display the individual transactions making up the batch values, click
View 2. This enables you to match these individual transactions rather than the
batch values if you prefer. You can revert to the list of batch totals by selecting the
View 1 option.

3.2.4 Recurring

Use the Recurring command on the Action menu associated with the Bank
Account form to set up recurring entries for nominal receipts and payments, sales
receipts and refunds or purchase payments and refunds. You can create recurring
entries for direct debits, standing orders, BACS receipts and so on. You post the
recurring entries you set up with the Recurring command by using the Post
Recurring command on the Utilities menu. You can also post them when you use
the Reconcile command. If more than one sales or purchase ledger is linked to
the Cashbook company, you must select the company from which the customer or
supplier accounts will be read for processing.

I "

& Recurring : €310 - Main Bank Current Account = @

General ” Memo | List

Entry Description Type Value -
RECO000003  |Charity Mominal Payment -100.00

L I 2 I
B

View P

Note: For foreign currency recurring entries, the exchange rate used is the one
prevailing at the time the posting is made.

Notes
| Print F2
History F3
(Un) Delete F5
EditEntry F6
View F12
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To set up recurring cashbook transactions

1.

Open the Cashbook folder, and then click Processing.

Retrieve the bank account record for the account you want to enter recurring
transactions, click Action and then click Recurring. The Recurring Entries form

appears.
3. On the toolbar, click New.

4. In the Type box, click to select the transaction type you want to set up as a

recurring transaction.
=  Nominal Payment
e Nominal Receipt
e Sales Receipt
e Purchase Payment
e Purchase Refund

5. In the boxes provided, enter the recurring entry details and then click OK. The

transaction entry form appears according to the transaction type selected.

6. In the boxes provided, enter the details of the recurring transaction. Follow the

same procedures you would for a non-recurring transaction of the same type.

7. When you have finished entering the details of the recurring transaction, click OK.

Header Screen

“ Recurring : C310 - Main Bank Current Account = @
General |Memo List :
== Print F2
Entry : REC0000003 i
History F3
Input By : MAMAGER.
(Un) Delete  F5
Type : Mominal Payment
Description : Charity Edit Entr_l,r F&
Frequency : Months IZ| Every : 1 e =
Times To Post : 99 Mext Posting : | 10/11/2011 E] Eﬂﬂ(ﬂl
Times Posted : 0| LastPosted: /1
[C]vAT Analysis
)
View Y
Nominal Payment Nominal Receipt
Genersl | o | Generdl | e |
o
Account ; Q Type : Pl | PurchCashfChq PEETIRE § | Q Type ¢ R1 | Payslip Receipt
Project Tokal : 0.00 Project : Total : 0.00 HIStI:I F3
Department : Discaunt : 0.00 Department : Discaunt : 0.00 r_n'r
Disc L Bank : 0.00  {Sterling} Disc ML ¢ Bank : 0,00 (Sterling) m
waT = [Trem [Tchg [ Bacs vaT I_LI l—
Payee : | j| Sortcd: | - - et E:g'tm: | S;l?‘;‘/ |oo/o
Comment | Bark Rf Comment s [
Account Mame Tatal = Account Hame: Total —
. 2L L o]
Action - o | Cancel | fction ~ | oK Cance|
o T | P
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General |Mem0 |

Sales Receipt / Purchase Payment

General |Mem0 I

Account ﬁ Account : ﬁ
Ref 1 Ref 2 Refund v| Ref1: Ref2: Cheque vl
Total : 0.00 Discount : 0.00 Total : 0.00 Discounk ; 0.00
Credit e ity Credit {tering) Expiry
Zard Mo ; ate I / Card Mo ; I Date I /
Account MName Total l;l Account Name Total l;l

4

o s o

Ackion - |

oF: | Cancel | Action -~ | oK | Eancel

INew

C

| 4| New L

v

To post recurring transactions

Open the Cashbook folder, double-click Utilities and then click Post Recurring.
The Outstanding Recurring Entries to Post form appears if there are transactions
waiting to be posted.

Select the transactions you want to process.
Click OK.

3.24.1 Header Entries

Box Description |

Input By The name of the person maintaining the recurring transaction record. The user
name as defined on the User Profiles form in the System module is used as a
default entry. You can select a different user name from the list.

Type An option that determines the transaction type you want to enter. You can select
one of the following from a list: Nominal Payment, Nominal Receipt, Sales
Refund, Sales Receipt, Purchase Payment or Purchase Refund.

Description A description of the recurring transaction. The description is used to help identify
the nature of the recurring transaction and will be included on reports and views
where appropriate.

Frequency An option that determines the frequency with which the transaction is to recur.
The default is Months. You can select ‘Months', 'Weeks' or '‘Days' from a list:

Every The number of months, weeks and days to elapse between postings. For
example, an entry of '1' indicates that the posting is to occur every month, week
or day according to the frequency chosen; an entry of '3' indicates every three
months, weeks or days, and so on.

Times to The number of times the posting is to be made. The Post Recurring command

Post compares this value with the entry in the Times Posted box. No more postings
are made once the transaction has been posted the number of times indicated
here.

Next The date for the next recurring posting. The application updates this when you

Posting use the Post Recurring command. The transaction date for the next recurring
entry is based on the next posting date, not the date on which the recurring
entries are processed.

VAT For home currency nominal ledger transactions only, an option that determines

Analysis whether the transaction is subject to VAT analysis. That is, whether it is included

in the VAT return.

History F3
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You can use the Action menu to:

e  Print a report that includes the recurring entries on the form

View when a recurring entry was created and last edited
Delete or recall a recurring entry

Edit a recurring entry

View the details of a recurring entry.

3.24.72 Detail Entries

The boxes on this form depends on the type of recurring entry that is being
created (nominal receipts or payments, sales receipts or refunds, or purchase
payments or refund).

3.2.4.3 Nominal Payments

Box Description
Rem An option that determines whether a remittance advice is to be printed for the
transaction.
Chqg An option that determines whether a cheque is to be printed for the transaction.
BACS An option that determines whether the nominal payment is to be processed as a
BACS payment by your bank using the banking format selected in the BACS
Software list on the Cashbook - Utilities - Set Options form or the Cashbook -
Utilities - Set Options - Additional BACS Options form.
Note: This is enabled for home currency bank accounts, and for Euro bank accounts if the Use
for SEPA Payments option is selected for the account.
Payee A reference that identifies the payee.
Tip: Payee names are defined using the Cashbook - Maintenance - Payee Names form.
Bank The sort code, account number and bank reference for the BACS transaction. If the
Account Use for SEPA Payments option is selected for the bank account the BIC and IBAN
Details boxes are enabled. BIC and IBAN codes are used for 'SEPA CT' payment files

instead of the sort code and account numbers. What's SEPA?

For steps to set up Opera for SEPA please follow the 'Setting Up Opera for SEPA' Help topic
in the 'How to' section of the . This topic also includes steps to set up the Cashbook and other
applications.

The codes default to those entered on the payee name record selected in the Payee
list box.
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3.3 Batch Processing

Use the Batch Processing command to post batches of receipts and payments to
one bank account. You might find this useful if you have already banked a
collection of receipts and want to enter them in the cashbook from a manually
written paying-in slip. When a batch is complete, you can mark it as complete so
you can create a new batch, however, you can reopen completed batches for
editing, for example to add a missing transaction. Note that if more than one sales
or purchase ledger is linked to this Cashbook module, you must select the
company from which the corresponding customer or supplier accounts will be
read for processing.

r“' Batch Processing @

From: |[C310 |Z| Main Bank Current Account

[] show Completed Batches

2 [ o [ o

Tip: You must have at least one cashbook type record set up with the Batched
option selected. Cashbook types are defined using the Cashbook Types
command on the Maintenance menu. If you want to maintain a paying in slip, the
cashbook type record must also have the Paying In Slip option selected.
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When the list of existing batches is displayed, the following commands are
available from the Action menu. Click to select a batch in the list before you select

the command:

& Batch Processing : Main Bank Current Account = |2
General | Ust
Batch Cashbook Type Total Value Complete Batch Number -
Payrl BACS/Auto -514.56 X 500000309
Payrl BACS{Auto -514.76 x F500000310
Payrl BACS/Auto -514.56 x 500000311
Payrl BACS/Auto -514.76 x p500000312
Payrl BACS/Auto -10056.20 x 500000313
Payrl BACS/Auto -514.76 x P500000314
Payslip Receipt 74706.62| R 100000059
Payslip Receipt 462530.58 R 100000068
< i 3
o
WView s

Note: Batches are also completed automatically when you use the Paying In Slip

command on the Reports menu.

To enter cashbook transaction batches

1. Open the Cashbook folder, and then click Batch Processing. The Batch

Processing Selection Criteria dialog box appears.

2. In the From list, click to select the cashbook account record you want to use

for batched transaction entries.

3. If you want completed batches listed so that you can reopen them to make

& Batch Processing : Main Bank Current Account = =2
InputBy : MANAGER Posting Date : | 10/11/2011 E] Reference : 000550
Source: | Sales Type : Receipt Cashbook Type : | Payslip Receipt
Posting Value : 0.00 Paying In Slip : 0
Comment : Batch Total : 462530.58
Type Account Reference Date Value Name -
Sales Receipt ADADDO1 r511 2/07/2002 75.01{adams Light Engineering Ltd |
Sales Receipt AHLODO1 r0309 3/07/2009 3000.00fabington Hire Limited
Sales Receipt BRIDOO2 r579 3/07/2009 492, 20ristol Leather Limited
Sales Receipt ADADOD1 r 10k 7/08/2002 10000.00}adams Light Engineering Ltd
Sales Receipt AHLODDL |3k 7/08/2009 3000.00Abington Hire Limited
Sales Receipt ANDOO0O1 r274.29 7/08/2009 274.29)Anderson Car Factors Ltd p
I« I =] v
)
View

changes, select the Show Completed Batches option.

4. Click OK. The Batch Entries For.. form appears listing existing batches.

5. Do one of the following:

To create a new batch, on the Record menu, click New.

b. To mark a batch as complete, click to select the batch in the list and then press

SPACEBAR.

c. To reopen a complete batch for further changes, click to select the completed

batch concerned and then press SPACEBAR.

d. To view the details of an existing batch, click to select the batch and then click

Action. Click View on the Action menu.

(Un) Complete  F7
=5 View F12

(Un) Complete FJ7
=5 View F12

© Pegasus Training Services

Page 43



Accreditation Training Courseware - O3Training_Accreditation_FIN40CashbookR1.4.docx

6. If you have chosen to add a new batch, a form appears for entry of the batch
details. In the boxes provided, complete the details of the transactions that
comprise the batch.

7. To store the batch details, click OK.

Note: Batches are also completed automatically when you use the Paying In Slip
command on the Reports menu.

3.3.1 Complete/Un-complete a batch

The system by default will display the List tab. If you wish to complete or un-
complete a batch choose the required batch from the list of existing batches.
From the Action menu select the (Un) Complete command. Mark the selected
batch as complete, or, if already complete, reopen the batch for further changes.

3.3.2 Edit an existing batch

If an existing batch is reopened to make changes, click the General Tab. The
General tab will display the existing entries against the batch. The batch is
available for editing immediately. Follow the instructions for creating a hew batch.

& Batch Processing : Main Bank Current Account o ==
{General] List
InputBy : | MAMAGER Posting Date : | 10/11/2011 E] Reference : 000590
Source: | Sales Type : Receipt Cashbook Type : | Payslip Receipt
Posting Value : 0.00 Paying In Slip : 0
Comment : Batch Total : 462530.58
Type Account Reference Date Value Name -
Sales Receipt ADADOD1 r511 2j07/2002 75.01}adams Light Engineering Ltd L
Sales Receipt AHLODO1 r0309 3f07/2009 3000.00jAbington Hire Limited
Sales Receipt BRIDOO2 r579 3/07/2009 492, 20ristol Leather Limited
Sales Receipt ADADOD1 r 10k 7j08/2002 10000.00}adams Light Engineering Ltd
Sales Receipt AHLODDL |3k 7/08/2009 3000.00}Abington Hire Limited
Sales Receipt ANDOO0O1 r274.29 7/08/2009 274.29Anderson Car Factors Ltd p
K n 2 3
=)
View s

3.3.3 View batch transactions

During the editing of a batch or viewing a list of batches, it is possible to view the
details of a selected batch. From the Action menu select the View command.
The system will then display the transactions associated with the batch.

& View : R100000068 [ = [ 3]
{Transactons | Memo

Type Account Reference Date Value Mame -
Sales Receipt ADADOOL rsi1 2/07/2009 75.01jadams Light Engineering L| _
Sales Receipt AHLOOO1 0303 3/07/2002 3000.00Abington Hire Limited 3
Sales Receipt BRIODOZ r579 3f07/2008 492, 20Bristol Leather Limited N
Sales Receipt ADADOOL r 10k 7f08/2009 10000.00{adams Light Engineering L
Sales Receipt AHLOOD1 r3k 7f08/2008 3000, 00bington Hire Limited
Sales Receipt ANDOOO1 r 274.29 7082005 274.29|Anderson Car Factors Ltd
Sales Receipt ADADOO1 rec 1999 9/10/2009 1219, 35/Adams Light Engineering L
Sales Receipt BARODOD1 rec 44.03 9/10/2008 44,03Barto Wiliams Limited
Sales Receipt ELIDO01 r 2000 9/10/2005 2000.00Elite Vehicle Products
Sales Receipt TOPOOO1 r 50000 9/10/2009 50000.00Topcar Motors
Sales Receipt TVOOOD01 r 7500 9/10/2008 5054, 96(Tiveli Construction Lid
Sales Receint ADA0OOL r 1000 14/12/2009 1000.00ladams Licht Enaineerina L ™
< m +

2

S

{Un) Complete F7
5] View F12

Cancel
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3.4 Banking Procedures

At some point businesses have to pay their receipts into the bank. Each different
method of receipt and payment is handled in a slightly different way within the
Cashbook.

3.4.1 Banking Cheque/Cash Receipts

Most companies handle these by entering them onto a paying in slip and taking
them down to the bank. At the bank, cheques are paid into the account as a
single value, which appears on the bank statement for reconciliation.

To represent this on the Cashbook, a 'batched' Cashbook receipt type must be
created. This will record the individual transactions entered against it, but display
only the total value.

When the cheques/cash is taken to the bank it is necessary to complete the batch
and start putting all new cheque/cash receipts into a new batch. This can be done
in two ways:

1. Use the Sales Ledger Posting or Nominal Ledger Posting functions within
Cashbook processing to enter each individual receipt. When the
cheques/cash are to be paid into the bank print out the paying in slip.
This will give the operator a printed report to check against their manual
paying in slip and will complete the batch of cheque/cash receipts. The
next cheque/cash receipt will start a new batch. Alternatively, rather than
printing a Paying In Slip it can be manually completed through the Batch
Processing function.

2. The operator may write all the cheques/cash onto a manual paying in slip
before entering them into the Cashbook. This way they know the total of
all the cheques. The Batch Processing function can then be used to
create a new batch of cheques/cash, with a batch control total being
entered. The batch cannot be completed until the total value of cheques
within the batch agrees to the batch control total. Again the batch can be
completed either by manually ticking it within Batch processing or by
printing the Paying In Slip.

3.4.2 Banking Credit Card Receipts

This type of receipt usually appears on the bank statements as a batch amount.
The credit card receipts are recorded into the PDQ machine as each transaction
is processed. Normally at the end of the day these entries are transferred to the
clearing bank when the PDQ machine is put through its reconciliation function.
The clearing bank then handles these transactions, sends a
confirmation/summary report back and the total of these receipts appear on the
statement as a single value.

To represent this in the Cashbook a 'Batched' receipt Cashbook type must be
created. This will record the individual transactions entered against it, but again
display only the total value. The batch would be completed at the same time as
the PDQ machine's reconciliation is performed.

When the transmission is made to the clearing bank, the batch must be completed
with all subsequent credit card receipts going into a new batch.
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As with cheques and cash, credit card receipts can be entered either through Notes
Sales Ledger Postings and Nominal Ledger Postings or through the Batch

Processing function utilising a batch control total. The credit card receipt batches
can also be completed in two ways:

1. When the credit card receipt transactions are transmitted to the clearing
bank the 'Credit Card List' report can be printed. This will complete the
batch, forcing new transactions into a new batch, and will also give a
printed detailed report against which the confirmation/summary report,
which is sent back by the clearing bank to be checked.

Credit card receipt batches can also be completed by manually ticking them within
the Batch Processing function
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Accreditation Training Courseware
4 Reports

4.1 Publishing a Report

Cashbook reports can be accessed via the Reports Menus in the respective
Module. It is possible to tailor the layout of these reports under development
mode (ADMIN). Once your report criteria has been selected and any matching
data found, a Publisher form will be presented allowing a choice of Screen,
Printer, File or Email output.

®opublishee ==

Please select a destination device for the document you are about

! to publish.

| printer | e | Emai

To print a report;

1. Open the required module folder, click Reports and then click
appropriate report

2. Define the range of records you want included in the report by
entering From and To values.

3. Click OK.
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4.2 To View Cashbook Details

1. Open the Cashbook folder, and click Processing.
2. Find the Bank using List tab, the search icon on the toolbar, or by pressing

CTRL+F.
3. Onthe Action menu, click View (F12)

“‘ View
Recondled From Statement : ]
Unrecondled To Statement : 30
Removed Items From Date : 14/01/2008 B
[[:Show Unrecondled Ttem Balances: To Date : 18/10/2010 B

Q

o | [ oo |

Remember the “Hidden Reports” which are available in forms which have the
printer icon highlighted in the toolbar as well as the Right-Click Export

functionality.

General

N EEE.

PrintACtrl+P)p
“' View in Bank Current Accoun

Transactions

14/01/2008 [121338
30/01/2008 |BACS

Transactions

Sort Ascending

Sort Descending

23fi  Select Column
23 Un-Select Column
18/ Invert Selection

Hide Column(s)
Un-Hide Column(s)

Recondiled : -656.03

9

% View Entries : C310 - Main Bank Cunt

Unrecondil

“ View Entries : C310 - Main Bank Current Account E’
Entries | Transactions || [emo
Date Reference Cashbook Type Payments Receipts Balance Reconcile Statement
14/01/2008 (121338 Payslip Receipt 74706.62| 74050.59 L4
30/01/2008 (BACS Purchase BACS 1336.24 462433,99(25/09/2009 2/
23f02/2008 |546754 Payslip Receipt 21986.28 454471, 1107/08/2009 27f
23/02/2008 [414130 Payslip Receipt 4769258 442484,8307/08/2009 27
19/04/2008 |partpay Payslip Receipt 22940.31] 487411.4207/08/2009 27
07/05/2008 (378823 Purchase BACS 548.08| 461885.9125/09/2009 2/
06/02/2009 |Autopay Wk 44 W Payrl BACS fAuto 514,21 -440053,63(28/02/2009 21f
06/02/2009 |Cheque Wk 44 W Payroll ChaCash 363.81] -441317.4328/02/2009 21f
06/02/2009 |Cheque Wk 43w Payroll ChaCash 375.03 -441692,46/28/02/2009 217
06/02/2009 |Cheque Wk 43w Payroll ChaCash 430,05 -442172.51/28/02/2009 21f
06/02/2009 |Cheque Wk 44 W Payroll ChqCash 433.99) -4426565,50[28/02/2009 21
ﬂﬁﬁiﬂ?i’?ﬂﬂq Chene Wk 44 W Pavrall Thﬂrash 554.45] -443210.9528 /0242009 2r oz
1 1t
Recondled :  -656.03 Unreconciled :  406687.71  Current: 406031.68
o
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4.3

Cashbook

Use the Cashbook command to print
the Cashbook for a bank account or
range of bank accounts from the
transaction group file. Use the
selection criteria to choose from
between reconciled, unreconciled or
all transactions, with unreconciled
being the default. You can also
choose the range of bank account
numbers, statements numbers and
transaction dates. Summary and
detailed reports are available.

List of Reports

Name & Description Example

%" Cashbook

From : k:310

To: C340

Sequence

() Detail

Bank Account Range

E Main Bank Current Account
IZI Petty Cash Account
Selection

() Recondile
(@) Unreconcile

Statement Range Date Range
Fraom : 0 From: | 14j51/2008 D
To: 30 To: 10/11/2011 D
[ oK ] [ Cancel ]

Orion Vehicles Leasing Cashbook by Unreconciled Entries
Created on 31/102010 at 1021 by MANAGER

By Summary Report - From Bank Main Bank C
For Transacions: From 14/01/2008 To 1011122011

To Pefty Cash Account

Orion Vehicles Leasing Cashbook by Unreconciled Entries.

C310Msin Bank Current Aceount

Page [

Reconcled 656,03
Unreconcied 08587.71
Current 40893168
Posting Reconciliation Statement Payment  Receipt  Balance
Date  Reference Co.Cashbook Type  No. Line  Date Amount
14012008 121338 2 Paysiip Receipt 7470662 7405059
10012010 Cheque Wk 35 W 2 Payroll ChaCash %435 7360623
10012010 Cheque Wk 39 W 2 Payroll ChaCash 7538 131088
00172010 Cheque Wk 390 W 2 PayrollChaCash 8060 7283025
0 Cheque Wk 39 W 2 PayrollChaCash a3 7234591
10 Cheque Wk 39 W 2 PayrollChaCash 531.38
w %43

Paying In Slip

Use the Paying In Slip command to
print the paying in slip required for
banking cheques and cash. You can
specify the bank account number
and the last or new paying in slip
reference numbers. If a new paying
in slip reference is used, the bank
account selected is 'locked' by the
application so the reference can be
updated on the bank account. The
application then marks all
transactions that appear on the
report as complete, so the batched
transactions will be completed and
the cashbook batch number
incremented by 1. Any further
transactions using the cashbook
type then appear in a separate
batch. If an existing paying in slip
reference is used, all transactions for
the bank account with that reference
will be included in the report.