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Auto Check Rec

INTRODUCTION

Auto Check Rec downloads transactions from your bank that would normally appear on a
bank statement. It then automatically matches the bank transactions to your TOPS
Checkbook transactions. When there is a “match” it marks the TOPS Checkbook
transaction as cleared. If there are unmatched bank transactions (bank service charges,
interest, etc.), you have the ability to manually match them or create an “Adjustment” in
TOPS to record the unmatched transaction in the General Ledger and in Check Rec. This
greatly speeds up and simplifies reconciling a bank account.

Currently, the only bank Auto Check Rec interfaces with is Alliance Association Financial
Services. In thefuture, other banks will be added. The reason thiswill be a slower process
that will take time to implement with other banks is due to the fact that TOPS must work
with each bank individually to handle receiving the download of bank transactions.

Using Auto Check Rec.

futo Check Bec. From the Check Rec menu, click the Auto Check Rec menu tab.

Y ou will seethe Auto Check Rec “Welcome” screen:

Welcome to Auto Bank Rec

@I Auto Bank Reconciliation

Welcome to TOPS Professional - Auto Bank Reconciliation!

Sglﬁ:l a Bani: ba_Bv;m‘
@ To Ps Aliance Aruockaton Financaal Semces

Aliance Associalon Financlal Services

/ Craig Lee Hunlinglon
cihuntingtom@iaals.com
: / BE6-734-4567 480-608-2927
Select Communily Group
<Sebect a Community Groups ¥ l:l

2R

Mest

If you have not used Auto Check Rec before, you must first perform afew setup functions.

Setup

D Bank L ogin Info

Use this setup tool button to compl ete the bank interface so you can login
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into the bank’ s system and download bank transactions. It will look like this:
Bank Login Information

Bank Setup

Sebect a Bank

Bank Information

Management Information

User/Management |0
Pazswaond
Confirm Parrword:

£708

Download Date Range: | Past 15 Days

| seve J[ coce || Em |

Select a Bank —the first step on the bank setup screen is to select a bank
using the drop down arrow * . Once you select a bank, you will see these
fields for entering the bank login info:

Bank Information — this comes from TOPS and cannot be changed. It isthe
bank’ s contact information.

Management I nfor mation — you must complete this information to have the
credentials to interface with the bank’ s system through the internet. Itis
made up of these fields:

User/Management | D — the bank assigned customer ID for your
organization. The bank usesthis|D to alow entry into their system
and to identify your organization so you may download bank
transactions in order to do the Auto Bank Rec.

Passwor d — a password you setup to further secure your login into
the bank’ s system.

Confirm Passwor d — re-enter the Password entered above to make
sure you have typed it correctly.

Download Date Range — give a cutoff # of days for downloading
bank transactions to match with your TOPS Checkbook transactions.
The choices are:




e 1Day

e 7Days

e 15Days
e 30Days
e 45 Days
e 60 Days
e 90 Days

By letting you select the days range for downloading past bank
transactions, it prevents downloading bank transactions for past
periods you might have already reconciled manually before you
started using Auto Bank Rec.

TOPS will not download a duplicate bank transaction that has already
been downloaded, so this days range only involves new bank
transactions that have not previously been downloaded into TOPS.

Save — click the Save button to save the Management Information that lets
you log into the bank’ s system.

Cance —click Cancel to exit WITHOUT saving the information entered.
Exit — click to Exit back to the Welcome screen saving the changes.

Community Groups

Back on the Welcome screen, once you select a bank, the Community Group selector is active:

&) Auto Bank Reconciliation E| = E|

Welcome to TOPS Professional - Auto Bank Reconciliation!

Select & Bark o Begn

@TOPS Al Associaion Finsncid Servens v ]

ANvance A%0C 18000 FIRGRC el Benices

/ Craig Lee Hurtinglon
cifurdinplondfaals com
/ HAB-TR44967 4BO-BOG-2927

Select Coemmundy Group:
“Gedacl & Comenunity Giougp) - D

=

Mt Ex

Use the down browse arrow * to select a Community Group. Community Groups are explained

below.
Community A “Community Group” issimply agroup of communities that all use the
Group same bank. Community Groups can be further organized by the TOPS user




who handles bank recs for a certain group of communities. There can be
multiple “Community Groups’ organized by user for the same bank.

Note: You cannot use Auto Bank Rec. unless you setup at least 1
Community Group.

D Use this setup tool button to complete the community bank assignments so
you can login into their system and download bank transactions. It will look
likethis:

Setup Community Groups

ﬁl Community Group Control

Mo Community Groups Have Been Defined.

Creale a Maw Bank Group by Pressing the «Mew: Button B alow.

2] 2 [3
Eigt

Thefirst time you select Setup Community Groups, you will see the screen
above. You must setup at least ONE community group.

‘ Click the New button to setup a Community Group.
Hew

Here you are selecting which communities use this bank.

Select Communities




&) Community Group Setup

Group Hame

% [0 - Endgeon E slates

#i []08 - Alpire Maadows HO#
# []5A2 - Sienra Aedge

) []¥d - 5 enple Condormeam

@

[T View Sedectad ltarms Dy 3
‘ O | Larcel

Group Name — Enter a name for this Community Group. The name should be something that
would help you identify which communities are included in the group. For example, you might
use the name of the bookkeeper that works with this group of communities.

Select Communities - Simply place a checkmark next to each community that uses this bank. 1f
acommunity uses the selected bank for ALL its bank accounts, then clicking the checkbox next
to the community will include ALL bank accounts for the community in Auto Check Rec.

If acommunity has some bank accounts placed with a different bank, click on the + sign to view
the individual bank accounts under a community. Below shows an example of how the display
of the individual bank accounts will look when the + signis clicked.

=8 - Sample Condominium
M - Alliance Bank
[]02 - Suntrust

Checkmark the individual bank accounts that are part of the Community Group for this bank.

View Selected Because the community list might be very long for a management company,
[tems Only you are able to shorten the list being displayed by check marking View
Selected Items Only. Thiswill only display those communities that are
check marked as being part of this Community Group.

Once you have finished selecting the communities or individual bank accounts that go with this
Community Group, you will see them displayed like this:

Sdected Communities’Bank Accounts




) Comm unity Group Setup

Group Mame

+ [#] 0 - Buidgeon E statas

# [] 08 - A Mesdoves HOA
# [#] SR2 - Serna Ridge

S - Sample Condominium

[+] 01 - Allance Bank
D (52 - Sumirazt

[ Wiews Sefecied Ibems Oy

»
!

ok

2

The checkmarks mean these communities and individual bank accounts are part of the
Community Group you set up.

Y ou may come back to Community Groups at any time to add more communities or select
individual bank accounts that should be part of this Community Group.

a Click the OK button when you are done selecting communities or individual
oK bank accounts within acommunity. Thiswill save the changes made.
@ Click the Cancel button to exit without saving any changes.
Cancel

Once Community Groups are set up, whenever you view the Community Groups you will see
your groups listed like this:

Existing Community Groups




& Community Graup Cantral

% ‘r b
Hew Ed [rebete Ext

Select Community Group - To select an existing Community Group to view the setup or make
changes, either double click on the Community Group or single click to highlight it, then click
the Edit button.

Delete Community Group — single click to highlight the group, then click the Delete button.

This completes the Auto Bank Rec setup instructions. Y ou are now ready to use Auto Bank Rec.
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Using Auto Bank Rec

To use Auto Check Rec, start at the Auto Check Rec “Welcome” screen:

Welcometo Auto Bank Rec

@J Auto Bank Reconciliation

9 TOPS

Welcome to TOFPS Professional - Auto Bank Reconciliation!

Select a Bank to Begn
Alhance Bsociabon Fnancial Seraces W D

Clation Financal Se
Craig Lee Huntingion
cluntingtomastsa com

/ S88-T-456T 4806052027

Select Commumnily Group
<Sebect a Commurity Groups v D

Mexl Esat

N2

Follow the instructions below to use Auto Bank Rec.

Select Bank | You must select abank in order to use Auto Bank Rec. Use the drop down
arrow ¥ to select the bank. Currently, only Alliance Association Financial
Servicesisthe only bank available to use with Auto Check Rec.

Select A “Community Group” is simply a group of communities that al use the same

Community | bank. Community Groups can be further organized by the TOPS user who

Group handles the bank recs for a certain group of communities. There can be multiple

“Community Groups” organized by user for the same bank.

Y ou must select a Community Group in order to use Auto Bank Rec. Usethe
drop down arrow ¥ to select the Community Group.

-

M et

Once you have selected a Bank and selected the Community Group, click the
Next button to proceed.

Y ou will see the community bank accounts listed for those communities in the Community
Group you selected:

Bank Account Summary
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'.ﬁ?.: Dewnload Bank Transactione

Bank Alkance Association Financial Senvices
Group; AAFS Group 1
Download Bank Transactions

Last Totad Uncleated Uncleated Bark.
Comenuraly/Bsrk Downkoad  Unmolched Sreec™  Ciedis Hepdncks
Diate Tring [Checks] [Dopostz)

01 -SUND WM ACRES

0 -Akance Avin flank - Chaclkong

s Lo KR 100602012 0 MEM874  $25500 (700000 WIBISIN 965N $0.00
A A Bk 10090012 0 7000 S0 (92200 $T13700)  $7137.00 $000
PESHIACATE M DOMIM. | [Aooizoi 2| SWIASS  $3B2310) ($30.26376)  $1065389  $1064364 ($15.25) m

. Mew
Aroid Copaardoad Purk Bk
RAetash Valdai Tomt Flue Eb::!bi H Ext

Through the Bank Account Summary screen, you can complete your bank reconciliations or just
download bank transactions during the month to update the information. Y ou can update the
bank transactions as often as you like during the month, not just at the end of the month when
you are doing a month end reconciliation.

WEe'll cover each of the columns and button functions on this screen.

Community/Bank | Lists each community and the bank accounts within the community that
are part of the selected Community Group. The Community ID is shown
along with the community name. Likewise, the Bank ID is shown aong
with the bank account name.

Last Download When the Bank Account Summary opens, it shows the balance in the
Date or Statement | TOPS Checkbook and the downloaded bank transactions for each bank
Date account as of the Last Download Date. The Bank Account Summary will

take into account all transactions up to and including the Last Download
Date. When you download more recent bank transactions the Last
Download Date will be updated for the new date.

If you click on the New Statement Date button, then enter a bank
statement date, this column heading will change to Statement Date and all
the transactions and balances will change to show up through and
including this date.

First Time Use—thefirst time you open the Bank Account Summary, the
Last Download Date column will show “N/A” for Not Applicable. It will
continue to show “N/A” until you do the first download of bank
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transactions. Once thisis complete, the column will show the date of the
Last Download.

Total Unmatched
Trxns

After downloading bank transactions, there may be some transactions that
TOPS cannot match automatically. These are “Unmatched” transactions.
Y ou will need to take action to manually match these transactions to the
TOPS Checkbook. Y ou will see the Edit button highlighted in RED
indicating that you need to click the Edit button to either manually match a
bank transaction to a TOPS Checkbook transaction or add an adjustment
into the TOPS Checkbook for things like bank service charges or interest.

Checkbook
Balance as of Date

When the Bank Account Summary first opens, it shows the balance in the
TOPS Checkbook for each bank account as of the Last Download Date. |If
you enter anew Download Date or Bank Statement Date, then it will show
the TOPS Checkbook Balance as of this date and ignore any transactions
dated after this date.

Uncleared Credits
(Checks)

Checks written reduce your bank balance, therefore, they are creditsin
your TOPS Checkbook. The column shows the total of the Uncleared
Credits (like AP Checks written) meaning either they have either not
cleared your bank “as of” the statement date (the bank does not know you
have written these checks yet) or they are “Unmatched” with a downloaded
bank transaction.

Unclear ed Debits

Debits, like Deposits, increase your bank balance in the TOPS Checkbook.

( Deposits) The column shows the total of the Uncleared Debits (like Owner Cash
Receipts) meaning either they have either not cleared your bank “as of” the
statement date (the bank does not know you have made these deposits yet)
or they are “Unmatched” with adownloaded bank transaction.

Reconcile Thisis asubtotal made up of:

Balance TOPS Checkbook Balance

+ Uncleared Checks
- Uncleared Deposits
Reconcile Balance

The Reconcile Balance should agree with the Bank Statement Balance. If
there is adifference, then either there are Unmatched Downloaded Bank
Transactions you must resolve or there is an error in the transaction
amounts that needs to be addressed.

Bank Statement

Shows the Bank Balance from the downloaded bank transactions. The

Balance Bank Balance shown here will depend on the last time you downloaded
transactions from the bank. If you are reconciling the bank account, then
as you enter the Statement Date it will refresh the Bank Statement Balance
“asof” the statement date.

Difference Thisisacalculated balance. It showsthe “Difference” between the

Reconcile Balance from TOPS Checkbook Balance compared to the Bank
Statement Balance.

The Reconcile Balance should agree with the Bank Statement Balance. If
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thereis a Difference showing, then either there are Unmatched
Downloaded Bank Transactions you must resolve or thereis an error in the
transaction amounts that needs to be addressed. For example, you might
need to enter an adjustment into TOPS to record Bank Interest earned.

The Edit button takes you into a particular bank account so you can view
the detail and manually “Match” Downloaded bank transactions to TOPS
Checkbook transactions. Using the Edit button, you can complete a bank
reconciliation for individual bank accounts rather than working globally
across a number of communities.

If you see the Edit button highlighted in RED it indicates there are
Unmatched downloaded bank transactions for that bank account. Y ou
must click the Edit button to either manually match a bank transaction to a
TOPS Checkbook transaction or add an adjustment into the TOPS
Checkbook for things like bank service charges or interest.

See the manual section below titled Completing Bank Reconciliations for
more information on using the Edit button.

Dawnload
Trenz

Through the Download Trxns button, you download bank transactions
that had not previously been downloaded. When you click this button, you
will see this date entry screen:

Bank Download Date 10/ 8/3n2 e

[ Coontinue Jl Cancel ]

You MUST enter adatein order to download bank transactions. All bank
transactions up to and including this date will be downloaded subject to the
Number of Days setting in Setup. It will not download previously
downloaded transactions or any bank transactions earlier than the Number
of Days setting in Setup.

As bank transactions are downloaded, TOPS will automatically match
them with TOPS Checkbook transactions and mark as “ Cleared” those
bank transactions that match a TOPS Checkbook transaction. It also filters
the TOPS Checkbook Balance, Uncleared Checks, Uncleared Deposits,
Reconcile Balance, Bank Statement Balance and Difference columns so
they only take into account transactions up through the Download Date.

Continue - click this button to proceed with downloading bank
transactions up to and including the date entered.

Cancel — click this button to exit without downloading bank transactions.
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Pritt Bank
Rec

Click the Print Bank Rec button to print a bank reconciliation report.
When you click this button, you will see this screen for selecting which
communities and which bank accounts to include in the report.

When you click the Print Bank Rec button, you will see this screen:

Print Bank Reconciliation Reports

1) Download Bank Transactions

Benk Alkance Associston Fingncisl Senaces

Groug: AAFS Group |
Print Bank Reconcile Repan
R R e TP R
Chechbock | Fivcrcie Bk,
Folect  CommunénBank Crechty Detds Ditlererce
S ol s A N = W 7 e S e it | .
01-SLIKDM ALRES
[1-Aksne s S Hark - 1 iR 2 $4,500000 $0m 000 FA.500 .00 §A.500.00 SO0 | Vi
e ] 1 ] ] ] ]
OE-ERIDGETOWN ESTATES
[ | takance Axm Bk - 1w | #eeAm 125500 (15t NENIN,  HEXIN 000
g{?”m i — ] ] ] ] ] ]
O | Fskencs Aun Bank - | ORI $7.12500 VIR (ANES0N  sTiEFo0| 4713700 SO0 || Yiew
| Checking ] ] I ] ] ] ]
HEHIVCASE CORD0MINEIN
O 01 A% s Bk - Chieking 1R 2 045 FLEE0 | LM TS| A0 EEIRY S40EEIRT 000 | View

Merek P Bk

Notice there are checkboxes next to each bank account. Y ou can individually checkmark bank
accounts to include on the report or use the button below to Select or Unselect bank accounts.

Select A0

Ulnaslect 41

Click the Select All button to select all the bank accounts listed.
Click the Unselect All button to clear any checkmarks.

Click the Print Bank Rec button to print the bank reconciliation reports for the
bank accounts.

Click the Exit button to return to the previous screen.

By default, the printed Reconciliation Report will print one bank reconciliation per page.

I et
Staternent
[ ate

Entering a New Statement Dateisthe first step in reconciling bank
accounts. Entering adate here filters the TOPS Checkbook as well as
downloaded bank transactions so the Bank Account Summary screen only
shows transactions up to and including the Statement Date.

When you click this button, you will see this date entry screen:
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Bank Statement Date 10/ 3722 bt

[+] Dorwdoad the Statement Balance

[ Contme | [ Concel |

You MUST enter adate to filter TOPS Checkbook and downloaded bank
transactions through. Unlike the Download Trxns button above, this
function does NOT download bank transactions. It does, however, have a
checkbox below that will download the bank statement balance.

Download the Statement Balance — this checkbox gives you the
option to download the bank statement balance “as of” the date you
specify. Downloading the bank statement bal ance plugs this amount
into the Bank Statement Balance on the Bank Account Summary
screen.

As bank transactions are downloaded, TOPS will automatically match
them with TOPS Checkbook transactions and mark as “Cleared” those
bank transactions that match a TOPS Checkbook transaction. It aso filters
the TOPS Checkbook Balance, Uncleared Checks, Uncleared Deposits,
Bank Statement Balance and Difference columns so they only take into
account transactions up through the Statement Date.

Continue —click this button to proceed with downloading bank
transactions up to and including the date entered.

Cancel — click this button to exit without downloading bank transactions.

E st

Click the Exit button to exit from the Bank Account Summary screen.

Refresh

il

Click the Refresh button to update the TOPS Checkbook balance and the
Uncleared Checks, Uncleared Debits, Reconcile Balance and the
Difference Calculation. Y ou might want to do thisif you posted a
transaction while the Bank Account Summary screen was open that
affected the TOPS Checkbook balance.

Bank Account Validation

Arcount
W alidation

Click the Account Validation button to make sure the bank account
numbersin the TOPS Bank Accounts file match with the bank’s. When
you click this button, TOPS will connect to the bank’ s system viathe
internet and compare the bank account numbers in the TOPS Bank
Accounts file to the ones on file with the bank.

Note: If the bank account numbers do not match between the TOPS Bank
Accounts file and the actual bank account number on file with the bank,
then you cannot use the Auto Bank Rec program. Use the Account
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Validation button to find out where the bank account numbers do not
match.

When you click the Account Validation button, it will shows the results of the validation like
this:

Bank Account Validation

".:' Validate Group Bank Actounts

Bank: Alkance Association Financial Senices
Group: AAFS Auto Bank Rec
Validate Group Community Bank Accounts
e
Comenity/ Tk Bark Aot & ;
1234567 Fal Edt
X Sarmple Condorrium . ]
[12-Rassrve Moy Maiost 123456 Fasa Edt |
T - - )
Vitaon 5 [ ]
| !

Status — the Status column shows whether the bank account number in TOPS matches a bank
account on file with the bank.

Pass — the bank account number in TOPS matches with the bank. No action is required.

Fail —the bank account number in TOPS does NOT match with the bank. It means the
bank account number in TOPS iswrong and must be changed to match with the bank.

To correct the bank account number in TOPS, click the Edit button. Y ou will
see this screen for entering the correct bank account number:

H-Smﬁg&mdﬂm&ﬁm
01 - Operating Cash Accourt

Account #: 7500645457

[ Save J[ Cancel J

Enter the correct bank account number, then click the Save button. Thiswill save the
corrected bank account number into the Bank Accountsfilein TOPS for this community.
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Completing Bank Reconciliations

Accounting Theory

Financia statements should not be released to community officers until the bank accounts are
reconciled. This prevents you from distributing financial statements that may not be accurate.
Y our bank accounts are one of the main “controlling accounts’ to ensure the accuracy of your
financial statements.

The accounting principle behind reconciling a bank account is to make sure the Bank Statement
Balance at the end of a period agrees to the cash account in your General Ledger that represents
each bank account--except for “reconciling items’ which you have identified. “Reconciling
Items” are checks or deposits that have not cleared the bank as of the reconciliation date. These
are called “outstanding items”.

Y ou may aso have bank service charges or interest that may not have been recorded previously
that may need to have an “ Adjustment” entered to record them in the TOPS Checkbook (which
also updates the General Ledger) in order to match all the bank transactions shown on your bank
statement.

The following explains how to use the Auto Bank Rec to complete a bank reconciliation.

Stepsto Follow
To reconcile bank accounts, start at the Bank Account Summary screen:

Bank Account Summary

£1) Downlnad Bank Transactions E||E|rg|

Bank: Alliance Association Financial Senaces
Group: AAFS Group 1

Download Bank Transactions

Commurity/Bank Dowrload  Urmalched| g g~ Credity Dbt Balarca Sthabemerd Diflorerce

(M -SUNDOWH ACRES

Ot e s Blark - Checking A i £5.500.00 100 $000( §8500.00

S-ERIDGETOWH ESTATES

01 ABarce Asen Bark < Checking. | 10002012 0 BaweT 25500 ($70000) HEBIM,  HEHI 000 m
SR 2-Sinnne Ridge A

O -ABance Aasn Bk 10 2 1] $7.02500 $1.1037.00 81.12500) §$TEZT DD £7137.00 S0.00 ﬂ

W SHIWCASE CONDOMINIUM
M-Aksnce fatn Bark - Dheckng

10SE012 2 E7 0455 380370 [$H0MITE|  $I0BEIES 1054864 [$15.25) m

Mew
Auata [ amrioad Prond Bank
Refiath Vaidat ‘ it b SI.EJ:':H Ext
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D owrload
Trenz

Firgt, if you have not already done so, you must click Download Trxns button.
Thiswill make sure you have downloaded ALL the bank transactions that had
not previously been downloaded as of the date you are reconciling the bank
accounts.

When you click this button, you will see this date entry screen:

Bank Dovwnload Date: /30,2012 bl

[ Continue ][ Cancel ]

Enter the date you are reconciling the bank accounts “as of”. All bank
transactions up to and including this date will be downloaded subject to the
Number of Days setting in Setup. It will not download previously downloaded
transactions or any bank transactions earlier than the Number of Days setting in
Setup.

As bank transactions are downloaded, TOPS will automatically match them
with TOPS Checkbook transactions and mark as* Cleared” those bank
transactions that match a TOPS Checkbook transaction. It also filtersthe
TOPS Checkbook Balance, Uncleared Checks, Uncleared Deposits,
Reconciling Balance, Bank Statement Balance and Difference columns so they
only take into account transactions up through the Download Date.

Continue — click this button to proceed with downloading bank transactions up
to and including the date entered.

Cancel — click this button to exit without downloading bank transactions.

MHew
Statement
Date

Entering aNew Statement Date is the second step in reconciling bank
accounts. Entering a date here filters the TOPS Checkbook as well asthe
already downloaded bank transactions so the Bank Account Summary screen
only shows transactions up to and including the Statement Date.

When you click this button, you will see this date entry screen:

Bank Statement Date: 93002012 hd

Download the Statement Balance

[ Contirue ][ Cancel ]

Unlike the Download Trxns button above, this function does NOT download
any bank transactions. It does, however, have a checkbox below that will
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download the bank statement balance.

Download the Statement Balance — this checkbox gives you the option
to download the bank statement balance “as of” the date you specify.
Downloading the bank statement balance plugs this amount into the Bank
Statement Balance on the Bank Account Summary screen.

As bank transactions are downloaded, TOPS will automatically match them
with TOPS Checkbook transactions and mark as*“ Cleared” those bank
transactions that match a TOPS Checkbook transaction. It also filtersthe
TOPS Checkbook Balance, Uncleared Checks, Uncleared Deposits, Reconcile
Balance, Bank Statement Balance and Difference columns so they only take
into account transactions up through the Statement Date.

Continue —click this button to proceed with downloading bank transactions up
to and including the date entered.

Cancel — click this button to exit without downloading bank transactions.

When the download is complete, the screen will refresh with updated balances like this:

Bank Account Summary

-_‘-jf: Dewnload Bank Transactions

Bank Alkance Association Fmancial Senices
Group: AAFS Group 1

Download Bank Transactions

Commursy/Bark,

0 -SUMDOWH ACHES
0 -Alkance Asm Bank - Checking

R Lw ST ATES 90012 0 4819874 S254500  ($7000)  $1635074| 1635374 su00 | €4 |
I Alrrs A B smanon 0 #1200 PO (0B00]  $213700 | $7137.00 3000 | e |
PRGHASE CONMNMSLM. || smogon 2| S0A045E 8382310 [$026376)  $108538% ) $1054364 #15.25) m

Refiezh

Aol
Vabdaten

Dromrdcund Prirt B
Tnans Res

Any bank account where the Edit button is highlighted in RED either has a*“ Difference” or
unmatched bank transacti ons--meaning downloaded bank transactions that TOPS cannot match
with TOPS Checkbook transactions.
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If abank account does NOT have the Edit button highlighted in RED, then it means the
Reconcile Balance from the TOPS Checkbook agrees with the Bank Statement Balance. All
downloaded bank transactions have either been matched or there were no bank transactions
available for download as of the date entered when you did the download function..

When the Edit button is highlighted in RED, it means thereis a* Difference”

between the Reconcile Balance and the Bank Statement Balance. It also might
mean there are unmatched bank transactions that you must fix manually
because TOPS could not make the match automatically. These could be bank
service charges, bank interest or simply a cash receipt transaction where the
amounts might not agree.

Click the Edit button to proceed with manually fixing the downloaded
transactions.

The bank account details will show:
Individual Bank Account Details

@' Bank Transactions

FH-SHOWCASE CONDOMINIUM (01-Aliance Assn Bank - Checking)

TOPS Checkbook Transactions Default Cleared Date: | 9/30/2012 v Show &l ltems

| Date Bank # T_ype Check #  Amount Cleared Date Description ) - Statuz 5|
EEUAEN  [Depost | AROTT | $20000| 9/30/2012 | Owner cashirecsipls - 11 | Matehed

| anaamz | Depost | ARMZ | $130.00) /302012 | Ouwner cashreceipls - 12 | Matchea |-

anenz | theck | omzE | $14s000) INsUREIT ' L

(a2 | (thesk | om2m | s228610] |FREERIENEIT L |

| anr2012 Check | 00123 1200 US POSTAL SERVICE

[anazmz | [ Depost | | g220m0| /3072012 Builder Subsidy | Matched

[aamanz | oheck | ooi2e | 475,00 | PEST CONTROL '

(swz | [oeest | AAGIS | SO0 S/AVAN1Z | Guecashicospls: 13 Matced

| 8s30s202 Deposit | AR-023 $30,000.00 | Reserve Transfer

[a/avamz | |pepost | swonzr | gmaa3) | Sranned cash receipts I

| vz | |Depost | sNozse | 21033 | Scanned cash receipts '

| | | | 1

Downloaded Bank Transactions
| Tran Drate Ref. ID Type Check #  Amount Drescription Status

[ ¢ [ 700040120 Orline Tr.., | Mew Beilasbals | sawmi]
2 917/2012 | 700040134 | Deposit | $[34.101 700040134 Online Tr.. | Mew | TotalMatched Trens 4
Tatal Unmatched Trans :I
Checkbook Bal. 9/30/12 | $37.10455
Uneleared Credit{Checks] |m
Uncleared DebitD eposits] $30.263.88
Fieconciling Balance @I
Current Bank Balance |w
Difference ’TQ‘S]E

Download Trens Shaw Bank Tranzactions [ Print Bank Rec ] [ Mew Statement [ ate ] [ |4 ] [ Lancel ]

The top portion of the screen lists the TOPS Checkbook transactions. The bottom portion of the
screen shows downloaded but Unmatched Bank Transactions.

The example above shows ALL the Bank Account Details because “ Show All Items” is checked.

shaw allltems - Check this to show all the Bank Account Details or uncheck to just show the
“Unmatched” transactions.

WEe'll go over each function on the screen.
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Notice the bottom right side of the screen:

Downdoad Date 9302012
Total Matched Trang 4

Total Unmatched Tixns

Checkbook Bal 973012 £37.10455
Uncleared Credil{Checks] $3.823.10
Uneleatad DebitDepasits) £30, 26388 Indi catgs Un-
Reconciling Balance £1066389 reconciled

- Bank Account
Cument Bank Balance

Difference

This shows a summary of the bank reconciliation for this bank account. If there are Unmatched
Bank Transactions or a Difference, then this bank account is not yet reconciled. When
reconciled, there will be NO Difference and NO Unmatched Bank Transactions.

Click the Download Trxns button to download bank transactions “as of” a
date you enter. All bank transactions not previously downloaded will be
downloaded for this bank account up through and including the date entered.

Adpusiments Recording Adjustments

Click the Adjustments button to record an adjustment in the TOPS Checkbook
for abank transaction that was downloaded, but cannot be matched to a TOPS
Checkbook transactions. An example of this might be bank interest earned on
this bank account.

Enter Adjustment

) Add to TOPS Check Book =

E fheciree Disle _UEI.-’,E[I_-".-_"IE:'I: W

Clant Date e -

CheciFal B

Amiin [$15 25]

Ralensrcn Bodasidmert

[F] Addta TOPS GA
Gl Accound B £Setect a G Dillset Acoounts -
Lok J[ Cwew |

Enter the following info to record an Adjustment transaction in the TOPS
Checkbook:

Effective Date — the date this transaction will be recorded “as of” in the TOPS
Checkbook. It should be a date within the month you are reconciling this bank
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account.

Clear Date—what bank statement period was this Adjustment transaction
cleared in? It can be different from the period of the Effective Date, but most
likely iswithin that same period.

Check/Ref # - you can enter a Check # or Ref # if you wish, or just leave it
blank.

Amount —the default is the Difference from the bank reconciliation, but you
may enter any amount here you wish. Enter a CREDIT to the TOPS
Checkbook with aminus (-) sign. Enter aDEBIT to the TOPS Checkbook
without any sign.

Reference —afree form 25 character description of this Adjustment. An
example might be “Bank Interest”.

Addto TOPS G/L ) eqve this box checkmarked if you wish to add this
transaction to both the TOPS Checkbook AND record it in the General Ledger
for this bank account aswell. Typically, you would want to add the
Adjustment to BOTH.

G/L Account # - by default, the cash side of any Adjustment isthe GL
Account # that represents the bank account you are working on. Use the down
browse arrow ¥ to select the OFFSET GL Account #, such as, Interest, or Bank
Charges.
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Manually Matching Bank Transactions

TOPS may not be able to automatically match some downloaded bank transactions. In those
cases, you would need to make amanual “match” to clear the TOPS Checkbook transaction.

Start at the Bank Account Details screen:

ﬁf- Bark Transactions

Individual Bank Account Details

Das Bkt e
B o
aN4/2n2 [ ]
[ anzamz | [ Ehack
an7Em2 Chack
a2 Chesck:
aas | Dogon
e | [ Enoes
782 [Depsst
S0 o
a2 Deposd
| WA | Dot

Downlaad

Db

H-Sample Condominiun (01-Fist Mational Bank)
TOPS Checkbook Transactions

Chack 8 Amowrt Ch;lﬂdﬂﬂ_h Crespscrighicen Slnln "~
AR 20000 ‘3!31:’2131.? Oiwrest cash recepts - 11 Mateled
| apamz $I7000) YHAIZ | Owner coth secogis - 12 | Mstched |
[ [ v s | ﬂ.lﬂ]m. INSLIRE IT | |
Qs £2.288,10 PRECISION CUT LAWHS
i £y e 1200 US POSTAL SERVICE
' R0 WAL Bulde Subeir Matched
| omzen | 7500 A4 PEST CONTROL | '
| anm3 o0 Ovwret cah seespis - 13
AR023 $320.000.00 Rezarve Transds
Sh002N 3143 Scanned cath receply
| sHESt | 21033 Searvod cath recapls

Drefsudt Claceed Dt | 30/2012 ¥ 2] Show Al iema

Chockbock Bal 2I0MZ SITI0455

Usnchaared CredCheckz) $302210

Unmatched Bank Undiosed DatiDeposis] | $XX307%

. Flecering Balsnee $10/592 65
Transactions 10553

Cimest Bk, Bislance &0 EESES

Diference FI0T000

[2] Show Bk Tiansactions [ PunBakRec | [tiewStwemeiDae [ ge | [ pacel ]

$70.00 TO00401 20 Ol Ta

$200,000 00, TOMHTT 4 Orbes T

Pl A Menched Trns 3
Tolad Unmatched Tong 2

The transactions circled above were not automatically matched as they were downloaded from
the bank. To match the downloaded bank transactions with a TOPS Checkbook transaction, do
the following:

Right Click - TOPS Checkbook Transactions— position the cursor on one of the TOPS
Checkbook Transactions, then use the RIGHT mouse button to Right Click on the transaction.
Y ou will then see this menu:

Shiowe Makching Trxn

Match with Highlighted Download Trxn
IIndo

Clear Trxn

Through this menu you can manually match the Unmatched Downloaded Bank Transactions.
Each of these menu items can be used as follows:

Show Matching Trxn —From thelist of TOPS Checkbook transactions, if you highlight

a checkbook transaction, right click to open the above menu, then click on Show
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Matching Trxn, it will highlight the matching download transaction in the list of
Downloaded Bank Transactions. It will also work the opposite way where you can click
to highlight a Downloaded Bank Transaction, right click to open the above menu, then
click on the Show Matching Trxn, it will highlight the matching TOPS Checkbook
Transaction.

Match with Highlighted Download Trxn — To manually match a Downloaded Bank
Transaction to a TOPS Checkbook Transaction, first click to highlight the Unmatched
Downloaded Bank Transaction. Once the Unmatched Downloaded Bank Transaction it
highlighted, click on the TOPS Checkbook transaction you wish to match it with, then
right click to open the above menu. Click on the Match with Highlighted Download Trxn
on the menu. It will “match” the transactions together and mark that item as “cleared” in
the TOPS Checkbook Transactions.

Undo — Click to highlight a TOPS Checkbook Transaction that you wish to mark as
“uncleared”. Once you highlight the TOPS Checkbook Transaction, right click to open
the above menu, then click on the Undo menu item. It will remove the “clear date”
making the TOPS Checkbook Transaction “uncleared”. The amount of this “uncleared”
item will be added into the total for either the Uncleared Credits (Checks) or Uncleared
Debits (Deposits) totals for this bank account.

Clear Trxn - Click to highlight a TOPS Checkbook Transaction that you wish to mark as
“cleared”, meaning, the item shows on the bank statement or Downloaded Bank
Transactions. Once you highlight the TOPS Checkbook Transaction, right click to open
the above menu, then click on the Clear Trxn menu item. It will record the “clear date”
removing the item from the Uncleared Credits (Checks) or Uncleared Debits (Deposits)
totals for this bank account.

Right Click - Unmatched Downloaded Bank Transactions — position the cursor on one of the
Unmatched Downloaded Bank Transactions, then use the RIGHT mouse button to Right Click
on the transaction. Y ou will then see this menu:

add Adjustment o Checkbook
nda
Delete

Through this menu you can manually match the Unmatched Downloaded Bank Transactions.
Each of these menu items can be used as follows:

Add Adjustment to Checkbook —if you need to add an Unmatched Downloaded Bank
Transaction, such as Interest or a Bank Service Charge, to the TOPS Checkbook, click
this menu choice. It will open the Adjusment screen where you can record the
Unmatched Transaction to the TOPS Checkbook and also to the General Ledger account
that goes with this bank account. The Adjustment screen looks like this:

Enter Adjustment
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) Add to TOPS Check Book =

[ Hhescivpe Dusle [T o P 1 e bt

Clast Date [ P 1 e ) ~
Checified &

Al [$15.25)
Rielerercs Bodpsdmart

[#] Add ta TOPS G/

G Accound B £Select a G/ Dillset Acoount Ee

Lok [ Cexs |

OK — Accepts the Adjustment as entered and Posts it to TOPS.
Canced — exits from the Adjustment screen without recording the transaction.

Undo — Click to highlight an Unmatched Downloaded Bank Transaction you wish to
Undo aprevious action. Once you highlight the Unmatched Downloaded Bank
Transaction, right click to open the above menu, then click on the Undo menu item. It
change the “ Status” column back to the previous setting. For example, if you marked a
transaction for deletion as described below, it will revert back to “Open” (unmatched).

Delete - Click to highlight an Unmatched Downloaded Bank Transaction you wish to
“Delete”. You might want to delete a Downloaded Bank Transaction where you already
entered an Adjustment previoudly for it. Or, sometimes you might download some
extraneaous bank transaction that has no dollar value so it has no impact on your bank
reconciliation. Inthis cases, it would be OK to Delete the Downloaded Unmatched Bank
Transaction.

Warning: Never delete a Downloaded Bank Transaction that needs to be recorded
in the TOPS Checkbook in order to balance the Bank Statement Balance to the
TOPS Checkbook Balance.
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Completed Bank Reconciliation

A completed Bank Reconciliation where al the bank transactions are matched and you can
reconcile the TOPS Checkbook to the Bank Statement Balance would ook like this:

Completed Bank Reconciliation

@:‘ Bank Transactions

HCCSHOWCASE CONDOMINIUM [01-Aliance Assn Bank - Checking)

TOPS Checkbook Transactions Diefault Cleared Date; | 343072012 Y| Shiow &1l ltems

Downloaded Bank Transactions

I Tren # Clate

Ref. ID

Type

Check #

Amount Description

Status

Download Drate

Date Bank # Type Eheck_ #  Amount Cleared Date Description Statuz a
ﬁ fDeposit | AR-011 ' !14_286_00I 9/30/2012 waner cash receipts - 11 | Matehed |
91142012 | |Deposit | ARDIZ | $130.00] 9/30/2012 | Owner cash receipls - 12 | Matched |-
972012 | Check | 0012%7 $1.450.00| INSURE T | L
91772012 | ']Check | 001238 | §2.208.10 “PHEC|§|_9_HEE|I___L_§\_,_\JNS |

972012 | |Check | 001239 | #1200 |US POSTAL SERVICE |

anasnt2 | |Deposit | | $22000) /3002012 | Buider Subsidy | Matched
9/28/2012 | Check | 001240 $75.00 | Abs PEST CONTROL |

9/28/2012 | Depst | ARMI3 | $7000] 9/30/2012 | Owner cash receipts - 13 | Matched
9/30/2012 | |Deposit. | AR023 | $30,000.00 | Reserve Transfer | Mlatched
_SM‘I 2_ | | [reposit | SO0 | - -.;—5_3.43 | Scanned cash receipts |

9/3042012 | Deposit | SMO254 $210.33 Scarned cash recaipts |

| | | | | | | i

9/30/2012

Tatal Matched Trens 5

Total Unmatched Tmnsa’
Checkbook Bal. /30412 | 43710455

Uncleared Credi{Checks]

Uncleared DebitiDn epositsj

Recanciling B alance

N —

Current Bank Balance

Difference

[iownload Trens Show Bank Tranzactions Adjustments

There are three things to check to determine if your bank account is reconciled:
1. All the Downloaded Bank Transactions are “matched”
2. The Reconciling Balance and the Current Bank Balance are the same total
3. The Difference shows a zero ($0.00) balance

If this bank account is reconciled, then you are ready to print the Bank Rec Report below.

[ Print Bank Rec ] [ Mew Statement Date ] [ Ok ] [

Print Bank Rec

Click the Print Bank Rec button to print the reconciliation report for this bank
account. You will be prompted to enter the Bank Statement Date for printing
the report “as of”.

Click the New Statement Date button to enter a new Bank Statement Date for
this bank account. It will then refresh the screen filtering all balances to show
“as of” the new Statement Date entered.

MNew Statement Date

Click the OK button to accept any matches made or Adjustments made to this
bank account. Until you click the OK button, all changes entered to this bank
account are pending.

=
e
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Click the Cancel button to exit without recording any matches or Adjustments
to this bank account.

From the Bank Summary screen, when all bank accounts are reconciled, it would look like this:

All Bank Accounts Reconciled

I'“ Deeemlpad Bank Transactions

Bank: Alliante Association Financial Serdices
Group. AAF S Group 1

Download Bank Transactions

0B BRIDGE TOWN ESTATES

Ot Alop e Bk Cking | 9002 B MEWET SN (000 $EBIM HISHITE 3000
ot sl 008 B SO0 P00 (SLIB0N) 703700 $7137.00 5000
36 SHOWCASE CONDOMINIUM ' ' '
s o | sosadia 1| 4045 QA0 ($2376)  SADEEIEY  SA0ES3ES 1000

Vialdahion Tora Rec

Rigliesh ‘

Henw
Gtafement Ewl
Dste

Y ou can tell the bank accounts listed are in balance the following ways:
1. TheReconcile Balance and Bank Statement Balance match each other
2. The Difference for each bank account listed is zero ($0.00)
3. None of the Edit buttons are highlighted in RED.

If the bank accounts are reconciled, then you are ready to click the Print Bank Rec button to get a
printed report.

Print Bank Reconciliation Reports

you click this button, you will see this screen for selecting which communities

Click the Print Bank Rec button to print a bank reconciliation report. When
Ak &an
Rec
and which bank accounts to include in the report.
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&) Dewnload Bank Tranzactiorm

Bank Aliance Associabon Financal Seraces

Group, ASFS Group 1
Print Bank Reconcile Report
Sistemart | Crmckiook | Jcusd  Unchsed  Hoh Bk
Felect  CommoniyBank Copcfity Dipksty ooy
st Dk Bibess Eiwcki]  epoas  Thee Sabimict 1l
OTSURDTWH AORES
O nce fepan Fank - 1 0G0 2 $4.500.00 000 Wi FE 0000 §, 50 1 jalii
OBERIDGETOWN ESTATES | |
[ oARenos Saan Eark 100RE0T2 | BETRETE | S| N0G  MEFEITN  REEIN HmE E
N SHOWCASE COND DMBILM
o gwmn Hard. 10MRE012] SRIE0D | Paee| (RIZE0N  $TIIT00  $TI3T00 500
o Jﬁfmﬁﬂm WO SANTOASE | SRMILOD| [90263T6N SNESNES,  ganrcass wm E|

Frrit Bk
g -

Notice there are checkboxes next to each bank account. Y ou can individually
checkmark bank accounts [ to include on the report or use the button below to
Select or Unselect bank accounts.

Select A

Click the Select All button to select all the bank accounts listed.

Unatect 41

Click the Unselect All button to clear any checkmarks.

Puint Bank
<] Click the Print Bank Rec button to print the bank reconciliation

reports for the selected bank accounts.

Ex

Click the Exit button to return to the previous screen.

By default, the printed Reconciliation Report will print one bank reconciliation
per page.

This compl etes the manual section on Auto Bank Rec.
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