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Introduction

Introduction

The Bank Reconciliation Upload (CBRU) application matches the deposits, checks,
and other bank information in your Accounting application account with the data
taken from your monthly electronic bank statements.

For each bank statement you set up in CBRU, you can upload a spreadsheet file to
the DMS and compare the entries with your GL account data for the same period.

Bank Reconciliation Upload supports a set of common bank-industry-standard data
formats, including OFX/QFX, BAI, BAI2, and a 'generic' comma-separated-values

(CSV) spreadsheet format. (There are specific requirements for files in CSV format,
described in CSV File Format Requirements on page 31.)

CBRU also lets you print a summary of your reconciliation activity, as well as a
variety of other bank statement reports.

Overview

This guide provides information for setting up and using all the features of the Bank
Reconciliation Upload application.

You can run CBRU before you have closed an Accounting month, or, if you receive
your statement later in the cycle, after the month is closed (using a routine system
backup tape).

Bank Reconciliation Upload and ADP w.e.b.Suite

As noted in the section on Accessing CBRU on page 2, the CBRU function runs
under w.e.b.Suite as well as Advanced Elite. This document describes how to use the
application in both environments.

Previous Versions of Bank Reconciliation Upload

Earlier versions of the CBRU application ran under different function code names in
the Advanced Elite environment, including BRU.

The function code CBRU replaces any earlier code names used on your ADP system.
CBRU also appears on the Car!nk (CI) menu on all updated ADP systems (in the
AC/General Ledger application account).

Navigation
e Make sure that the Caps Lock feature is on.
e Use the arrow keys to move between fields.
e After typing data into a field, press Enter to move to the next field.
e Use F1 to view the extensive online help.

© November 2008 ADP, Inc. 1
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Accessing CBRU

The CBRU function runs on ADP Advanced Elite systems and on w.e.b.Suite 2006
(and higher) systems. This section describes how to access the application in each
environment.

The screen and field functionality of Bank Reconciliation Upload is essentially the
same in the Advanced Elite and in the w.e.b.Suite environments except that
w.e.b.Suite supports navigation with a mouse and allows you to switch to other
windows (for additional ADP w.e.b.Suite functions) without exiting the CBRU
application.

CBRU in Advanced Elite

Follow these steps to access CBRU from the User Security Menu, in the ADP
Advanced Elite environment.

1. Log on to your AC account.

Function Defaults uTil eXit
csr User Security Menu csr 6003

Account: AC

Function Code: [H3I]

Figure 1. CBRU Login and Function Code

2. At the Function Code field, enter CBRU.

AC CBRU Bank Reconciliation Upload csr 6003

RU Hain Menu
Reconcile Outstanding transactions
Checks Inquiry
Capture GL postings
Reports Henu
Setup Menu

Figure 2. CBRU Main Menu - Advanced Elite Interface

The Car!nk (CI) Menu
CBRU can also be reached through the CI menu on your General Ledger/AC
application account.

Note. The CI menu appears on several application accounts (Accounting, F&I, Parts,
and so on) and contains a related group of function codes for ADP Car!nk custom
applications.

1. Log on to your AC application account.
2. At the Function Code field, enter CI.

2 © November 2008 ADP, Inc.
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Logoff | Links~ | SupportDesktop |  MenuNavigstor | EffectveUser= | Hep - |
Support Login
[ &) = B4 peox| o = FB[E| 2
| » Play ® Rec Bi0e Aitoggle_... £flogout  A3Copyser... 4SRFunctio...
Function Defaults uTil eXit

User Security Menu

Account: AC
Function Code: CI

csr 6015

CI Car!nk Menu Functions
CERM Exchange Rate Maintenance

CERS Exchange Rate Setups

CERV Exchange Rate View

CFMS F&I Menu Selling Setups

CFPQ FTP Print Queue

CGPA GL Posting Automator

CGPI Grid Pricing Installation/Setu
CGRB Multi-company Balance Sheet
CGRG Multi-company GL Balances

CGRI Multi-company AGRI

CQRO Quick Repair Order
CTRD Trial Balance Download
CVFC Vehicle Fee Calculator
CCI Custom Carink

Highlight the function you want to use; then press <Enter=.

1331266174 Auto-Num 162607 Wed dan 17

Connected

adb (csr) C266174

CGRM Multi-company Income Statement
CIRB Multi-company Balance Sheet C1
CIRG Multi-company GL Balances Clos
CIRM Multi-company Income Statement

CPPP Parts Pricing Password Deploye
more belows

F2=Detail F3=Save/Exit F5=Function Code F9=Search f |

Copyriaht ® 1998 -- 2007 ADP, Inc. Dealer Services Group. All rights reserved.

<1

08, 003

Figure 3. Car!nk (Cl) Menu - Advanced Elite View

3. Choose CBRU from the menu.

CBRU in w.e.b.Suite

Follow these steps to access CBRU in the w.e.b.Suite environment.

1. At the Welcome page, enter your user ID and password, and then click Login.

2. Open the Menu Navigator panel.

DMS connection

Menu Tree

a Available functions i
14 My functions

L e
L1450 AC - Accounting GIL
FH Main
-E}D Accounting General Ledger il
1] Document Tracking
FH] End of Day
10 instalistion
1] Joumsl Transacticns
1] Menth Eng
[H] Reports
=11 Acoount and Joumal Setups
FH Menth 12
[TH_] Dats Transfer Liilities
9 Carlnk Menu
CBRU - Bank Reconciliation Upload
CERM - Exchange Rate Maintenance
CERS - Exchangs Rate Satups
CERV - Exchange Rate View |
CFMS - F&I Manu Selling Sstups =

=dp (csr)|C266174| Copyright © 1933 -- 2007 ADP, Inc. Dealer Services

Figure 4. Menu Navigator

© November 2008 ADP, Inc.
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3. Inthe Function field, enter CBRU.
-OR-
In the Menu Tree, open the AC application group, then open the Car!nk Menu,
and then select CBRU-Bank Reconciliation Upload.

I Bank Reconciliation Upload uTil eXit

IRl

BRU Main Menu

&+ Upload Bank Transaction File

" Reconcile Qutstanding Transactions
i Checks Inquiry

" Capture GL Postings

" Reports Menu

" Setup Menu

Make selections with arrow keys; press ENTER to select

FiHelp |  Faexit |

Figure 5. CBRU Menu - w.e.b.Suite Interface

Bank Reconciliation Upload Main Menu

The CBRU menu provides a list of all functions used to set up the application, upload
and process your bank transaction data, and produce reconciliation reports.

See the following topics for information on each main menu function:
e Setting Up CBRU on page 5

e Uploading Your Bank Transaction File on page 16

¢ Reconciling Transactions on page 18

e Check Inquiries on page 24

e Capturing General Ledger Postings on page 25

e Generating Reports on page 26

4 © November 2008 ADP, Inc.



Setting Up CBRU

Setting Up CBRU

The CBRU setup functions allow you to customize the application to best fit the
needs of your dealership.

To operate the normal Bank Reconciliation Upload process, you must define a bank
code for each financial institution whose statements you want to reconcile, and (for
each bank code) set up GL posting rules to record the entries on your electronic
statements in your general ledger.

The data sets taken from some bank statements may also require you to define
transaction type conversions.

To set the CBRU program to capture General Ledger posts automatically for later
processing, follow the procedure in Adding CBRU to the Jobstack on page 14.

AC CBRU Bank Reconciliation Upload csr 6008

RU Setup Henu
Set up GL Post Codes

Set up Transaction Type Conversion
Sets BRU in the Jobstack

Change Set up Passuord

Set up CSV mapping

Set up Companies

Figure 6. Setup Menu

Note. The Set Up Companies menu option is for ADP Support use only.

Setting Up Bank Codes

Use this procedure to define each dealership bank account that you want to manage
using the Bank Reconciliation Upload application.

1. Atthe CBRU menu, select Setup Menu.
2. Select Set Up Bank Codes.
3. Enter the setup password.

© November 2008 ADP, Inc. 5
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AC CBRU (CBRU) Bank Setup csr 6036
Bank Code: | Starting Date:
Bank Nawme: Deposit Date Deviation (Days):

Bank Routing Number: Dther Date Deviation (Days):

Bank aAccount Number: History Retention (Months):

Bank Import Format:

—GLCo——6L Account—AReceipts Journals—Check Journals—O0ther Journals

Enter a Bank Code, or F12=List.

(@Bcip § ERsove/bxit J @bmist ]

Figure 7. Bank Code Setup Screen

4. At the Bank Code field, enter the code for an existing setup, or use the F12=L.ist
command key to select one.

To define a new bank code setup, enter the code you want to use.

AC CBRU (CBRU) Bank Setup csr G036
Bank Code: 1234567890 Starting Date: 01/14/2005
Bank Name: TENREISEIERNN Deposit Date Deviation (Days): 0

Bank Routing Number: 122234149 Dther Date Deviation (Days): 0

Bank Account Number: 243135044 History Retention (Months): 6

Bank Import Format: OFX/0FX

LCo—GL Account—Receipts Journals—Check Journals——O0ther Journals
1 20001 10 11 12
1 20200 10 11 (i1}

Figure 8. Bank Code Setup (example data)

5. Enter the name of the bank, the exact routing number the bank uses, and the
dealership's bank account number.

ank Import Formats
NHone

OFX/OFX

BAl

CSV (Map Not Set)

Figure 9. Bank Import Formats

6. At the Bank Import Format field, use the selection list to choose a supported
industry-standard file-format type. The import format setting controls how the
CBRU reconciliation command processes the data in the uploaded bank
statement file.

6 © November 2008 ADP, Inc.
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Note. The CSV option on this selection list includes a note indicating whether the
data map has been set or not set. Selecting this option for a bank setup requires
you to define how the data columns in the uploaded CSV file are mapped to the
data fields in your Accounting application. You must do this before you reconcile
an uploaded bank data file for this bank. To set up this map, see Setting Up CSV
Mapping on page 12.

7. Atthe Starting Date field, enter the date you want to begin capturing transaction
data for reconciliation in the CBRU application.

8. In the Deposit Date Deviation field, enter the number of days that a deposit
transaction and its corresponding bank statement deposit entry can vary, in terms
of the date of entry in each record-keeping system.

In other words, if the program finds a GL deposit transaction and a bank
statement deposit entry that match in every aspect other than the date, the
program will still consider them a match if the date variance is within the number
of days defined in this field. For example, if you enter a 1 in this field, the deposit
date from the electronic file can be on the same day as the GL entry, the previous
day, or the next day, and the CBRU reconciliation function will flag them as a
match.

9. Inthe Other Date Deviation field, enter the number of days that an 'Other’ type
transaction and its corresponding bank statement deposit entry can vary (as in the
field above for Deposit-type transactions).

10. In the History Retention field, enter the number of months to retain bank
transaction history stored in the Bank Reconciliation Upload application
database.

11. Press F5=G/L Window. The fields in this panel control where the CBRU
program searches for bank transaction entry data within your General Ledger

application.
AC CBRU (CBRU) Bank Setup csr 6036
Bank Code: 1234567890 Starting Date: 01/14/2005
Bank Mame: ALLNUMBERS BANK Deposit Date Deviation (Days): 0
Bank Routing Number: 122234149 Other Date Deviation (Days): O
Bank Account Number: 243135044 History Retention (Months): 6

Bank Import Format: OFX/0FX

—BLCo——GL Account—Receipts Journals—Check Journals——0ther Journals
1] 20001 10 11 12
1 20200 10 11 (i1}

ompany List

1 ADP HOTORS
151 ADP HOTORS
152 nADP HOTORS

Use Arrod Keys to Navigate, Then Press {ENTER> to Select.

TR 1 |

Figure 10. Bank Code Setup - G/L Detail Window (example data)

© November 2008 ADP, Inc. 7
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12. At the GLCo column, enter a company number defined for use in CBRU, or use
the F12=List command key to select one (as shown in Figure 10).

13. At the GL Account column, enter a valid account number where bank
transactions are recorded in your General Ledger.

-OR-
Use the F12=List command key to select an account type and account number
from your chart of accounts.

14. At the Receipts Journals column, press F12=L.ist.

AC CBRU (CBRU) Bank Setup csr 6036
Bank Code: 1234567890 Starting Date: 01/14/2005
Bank Mame: ALLNUMBERS BANK  Deposit Date Deviation (Days): 0

Ba—Co 1 Acct 20001 Journal List———er Date Deviation (Days): 0

==l 10 NEW UEHICLE SALES story Retention (Honths): 6

B|4 11 NEHW VEH DUT-OF-STATE
13 T5D SALES JOURNAL

— 14 HNEW VEHICLE SALES FORD ck Journals——Other Journals
20 USED VEHICLE SALES
21 USE VEH OUT-OF-STATE
22 HWHOLESALE VEH SALES
23 LEASE EXPENSE

24 LEASE BILLING

30 SERVICE SALES CASH
31 SERVICE SALES CHG
32 PaARTS SALES CASH

33 PARTS SALES CHG

<more belou>—

Use Arrod Keys to Navigate, Then Press {ENTER> to Select.

TR 1 |

Figure 11. Journal Selection List

15. Use the Up and Down arrow keys to find the journal (or journals) you want
CBRU to use when searching for bank transaction receipt data, and press Enter
to select each one.

16. Press F3 to return to the GL Window in the Bank Code Setup screen.

17. At the Check Journals column, press F12 and repeat steps 15-16 for bank
transaction check data.

(Note that you cannot select a journal number in more than one of the three
journal columns, for any given row in the GL Window.)

18. In the Other Journals column, press F12 and repeat steps 15-16 for 'other’
transaction type check data.

19. Press F3=Save/Exit to save all changes and return to the Bank Code field. (To
cancel any changes, use the F4 command key instead.)

20. Press F3 again to exit this setup screen.

Removing a Bank Code Setup

To remove an existing bank code setup:

1. Atthe CBRU menu, select Setup Menu.
2. Select Set Up Bank Codes.

8 © November 2008 ADP, Inc.
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3. Enter the setup password.

4. At the Bank Code field, enter the code for the setup you want to remove, or use
the F12=List command key to select it.

5. Press Shift-F8=Delete Record.
6. At the confirmation menu, select the Delete record option.

Setting Up GL Post Codes

Use this procedure to define the posting setups that you want the Bank Reconciliation
Upload application to use when reconciling your uploaded bank statement data with
your General Ledger application database.

Note. In most cases, only a few GL post code setups are required — one for deposits,
one for withdrawals, one for bank account interest (if applicable), and possibly one
for bank fees.

To set up GL post codes:

1. Atthe CBRU menu, select Setup Menu.

2. Select Set Up GL Post Codes.

3. Enter the setup password.

AC CBRU Set up GL Post Codes csr 6003
Bank Code...:
GL Post Code:

Description.:
Company . ....:
Journal.....:

o#—6L Acct—Post 2—LControl——Control2—Description——— Cnt

Enter the Bank code or F12=List.

(@Ecip § Esovc\exit  @ERst ] ]

Figure 12. GL Post Code Setup Screen

4. At the Bank Code field, enter the code where an existing setup is defined, or use
the F12=List command key to select one.

5. Atthe GL Post Code field, enter a defined post code, or select one with the F12
command key.

To create a new GL post code, enter a new value.

© November 2008 ADP, Inc. 9
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10.

11.
12.

AC CBRU Set up GL Post Codes csr 6003
Bank Code...: 1 BANK NUMBER ONE
GL Post Code: INT

Description.: IS IIEEENE]

Company.....: 1
Journal.....: 10

o#—GL Acct—Post X—LControl—Control2—Description—— Ot

1 20000 100.00% CHT1 CNTZ2 testl 1]
1 20001 -50.00% CNT20001 CNTZ220001 TESTZ2 1]
1 23010 -50.00% TEST3 1]

Enter description for the 6L Posting code.

(@B oip § Ehsave\exit )| ZeCance | | 6L Hindou | Gabeiote |

Figure 13. GL Post Code Setup Screen (example data)

Enter a short description for the post code.

At the Company field, enter the GL company number (from those activated for
CBRU), or use the F12=List command key to select one.

At the Journal field, enter the GL journal number where the application should
look for applicable posting data for this post code.

Press F5=GL Window.

Enter the details for each offset posting line that applies to the bank transaction
type for this GL post code:

a. Enter or select a company number.
b. Enter or select a specific GL account number.

c. Atthe Post % column, enter the percentage of the transaction amount (to two
decimal places) that should be posted to the selected account.

d. Enter a control value for the posting line.
e. Enter a control2 value for the posting line.

f.  Enter a posting description for the selected account. The entry here will be
viewable in AGRI.

To enter a longer description, use the F7=Expand command key.

g. Atthe Cnt column, enter -1, 1, or 0 as a statistical counter for the posting
entry.

To add new lines, continue at the Co# column in the next row, or use the
Shift-F7=Add command. To remove a posting line from the GL Window panel,
use the Shift-F8=Delete command key.

Press F3=Close to return to the main setup screen.
Press F3=Save/Exit, and then select the Save changes option.

10
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Removing a GL Post Code Setup
To remove an existing post code setup:

1. Atthe CBRU menu, select Setup Menu.
2. Select Set Up GL Post Codes.

3. Enter the setup password.
4

At the Bank Code field, enter the bank code under which the setup you wish to
remove is defined, or use the F12=List command key to select it.

5. Atthe GL Post Code field, enter the post code you wish to remove, or select it
with the F12 command key.

6. Press F6=Delete.

Setting Up Transaction Type Conversions

In some cases, you may need to define a conversion rule for one or more transaction
types — as used on the statement from your bank or financial institution — and the
transaction type you want to post in your General Ledger.

The setup feature described below allows you to identify transactions (by name) from
a selected bank, and define the correct GL posting type (deposit, withdrawal, or
other) you want to use for the transaction when reconciling your bank statements. For
example, if a bank transaction type named 'SUMMIT ACCEPTANCE FUNDING'is
being processed as an Other transaction type in your reconciliation procedure, and
you want it to be processed as a Deposit transaction type, you would make an entry
for that bank setup here.

To define a transaction type conversion:

1. Atthe CBRU menu, select Setup Menu.

2. Select Set Up Transaction Type Conversion.
3. Enter the setup password.

AC CBAU Set up Transactions Type Conversion csr 6003

Bank Code..: 1 BANK NUMBER ONE

Transaction Nane: GRS

From Type: OTH

To Type: DEP

Enter the Name of the Bank Transaction.

@B oip § Ehoave\exit | @oCance! |l Gloiote f @ES st f |

Figure 14. Transaction Type Conversion Setup Screen

© November 2008 ADP, Inc. 11
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4. At the Bank Code field, enter the code where an existing setup is defined, or use

the F12=List command key to select one.

5. Enter the name for the transaction as defined by the bank or financial institution.

The text string you enter here should match as much of the name of the
transaction, as it appears in the electronic file from the bank, as possible. This
field has a 30-character limit.

6. Atthe From Type field, press the spacebar to switch between the pre-defined
transaction type codes and select the code that is generated by the reconciliation
process for this transaction name (usually 'OTH' for Other).

7. Atthe To Type field, press the spacebar to switch between the pre-defined
transaction type codes and select the code to which you want to convert bank
transactions that match the value in the Name field entered above.

8. Press F3=Save/Exit, and then select the Save changes option.

Setting Up CSV Mapping

Use the procedure in this section to specify how the data columns in the comma-
separated-value files you receive from your bank correspond to the bank-transaction
data types. (Comma-separated value files are also referred to as CSV files.)

Bank Reconciliation Upload allows you to set up the field mapping for each

applicable bank that supplies you with a CSV file for use in reconciling your account

statement.

Note. The requirements for CSV files processed through CBRU are described in CSV

File Format Requirements on page 31.

To set up your CSV mapping:
1. Atthe CBRU menu, select Setup Menu.
2. Select Set UP CSV Mapping.

AC CBRU
Map/Bank Code.........:

(CBAU) CSV Happing Setup

Data File Colunn Mapping
Rou # To Start Extract....:
Bank Reference............:

Transaction Type..........: Deposit Val..: Check Val...:
Date Posted...............:

Transaction Amt (Credit)..: (Debit)..:

Check Mumber..............:

Name Col 1................: Mane Col 2: Mane Col 3:

Memo Col 1................: Hemo Col 2: Meno Col 3:

Pressing F12 will list all Bank Codes with Import Format: CSU

(ZEcip § EEscve/Exit || Zicance /exit | AFE ot fRAIEO 0 |

Figure 15. CSV Mapping Setup Screen

12

© November 2008 ADP, Inc.



Setting Up CBRU

3. Atthe Map/Bank Code field, enter a bank code where a custom CSV file format
is used.

-OR-
Press F12=L.ist to select a bank code from those defined for this screen. Note that
only those bank codes that have already been entered in the Set Up Bank Codes

command (and where the CSV bank import format option has been selected) are
included on the selection list.

4. Intherow # to Start Extract field, enter the row number (in each
imported bank data file) where the comma-delimited transaction data begins.
This feature allows you to bypass any header lines in the imported data file so
that the header content will not be processed as bank transactions.

AC CBRU (CBRU) CS5V Mapping Setup csr G008
Map/Bank Code.........: 12

Data File Column Mapping

Rou # To Start Extract....: 7|}

Bank Reference............: 8

Transaction Type..........: 3 Deposit Val..: DEP Check Val...: CHE
Date Posted...............:1 2

Transaction amt (Credit)..: 7 (Debit)..: 7

Check Number..............: 3

Mame Col 1................: 9 HName Col 2: Mame Col 3:

Hemo Col 1................: 1 Hemno Col 2: Memo Col 3:

Used to skip header line if present

(&Bc1p ) Ehcave/exit | @&Cance|/Exit | SiEbolcte Rocord |

Figure 16. CSV Mapping Setup Screen (example data)

In the remaining fields in the setup screen, enter the column numbers (in other
words, the positions in the uploaded comma-delimited data format) that
correspond to the indicated bank transaction field names.

In many cases, a CSV file column number is used for exactly one type of banking
data, and each number will therefore need to be entered in only one field location
in this screen. In other cases, the same CSV column might have different uses
depending on the type of transaction, so the column number might need to be
entered in more than one field. For example, the same column number might
apply to both credit transactions and debit transactions.

Note. Not all columns are needed for the upload to be processed.

5. Enter the column for the bank reference (description).

6. Enter the column for the transaction type, followed by the codes for deposit type
transactions and check type transactions, if code values are used to identify the
transaction type in this bank schema.

7. Enter the column for the transaction posting date.
8. Enter the columns for the transaction amount, both for credits and for debits.

© November 2008 ADP, Inc. 13
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9. Enter the column for the check number.

10. Enter up to three column numbers for the account name.
11. Enter up to three columns for the check memo value.
12. Press F3=Save/Exit, and then select the Save option.

Adding CBRU to the Jobstack

Use this procedure to add the Bank Reconciliation Upload program to your ADP
Jobstack schedule. When the CBRU job runs in the job stack, the current General
Ledger postings (accumulated since the last job was run) are captured for use by the
reconciliation process.

If necessary, you can also capture the GL postings on-demand using a command on
the main CBRU menu. (This is recommended for the first time you wish to capture
the GL postings and start your first reconciliation.) For instructions, see Capturing

General Ledger Postings on page 25.

To add CBRU to the Jobstack:
1. Atthe CBRU menu, select Setup Menu.
2. Select Sets BRU in the Job Stack.

AC CBRU CBRU Jobstack Setup csr 6036
STACK NAME INTERVAL TIME NEXT-PROCESS FORM-OUEUE
coBR.JS pemLy ot:; STANDARD
Stack name..........c.0 it iin i CABR .J5

Schedule a job stack for processing

The schedule for CABR.JS has already been defined.
1 = Change schedule definition
2 = Activate the schedule

Enter Selection (1.2) or F3=Exit: J]

Figure 17. Jobstack Setup Screen

3. Atthe Enter Selection prompt, enter 2 to activate the schedule. The program sets
the processing time.

4. At the confirmation prompt, enter Y.

Managing the Setups Password

The Bank Reconciliation Upload application allows you to maintain a password that
must be entered by users who select any of the commands on the Setups menu.

To add or change the password:

1. Atthe CBRU menu, select Setup Menu.
2. Select Change Setup Password.

3. Enter the current setup password.

14
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N o oM

AC CBRU CBRU Setup Menu Passuord csr 6036

Enter Current Passuord:

Enter Neuw Passuord:
Confirm New Passuord:

Figure 18. CBRU Menu Password Setup Screen

Enter the current password again.

Enter the new password that you want to use for the setup options in CBRU.
Enter the new password a second time to confirm.

Press F3=Exit.

© November 2008 ADP, Inc.
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Uploading Your Bank Transaction File

Use this procedure to upload the electronic bank statement data file from your bank

or financial institution.

After each statement file is uploaded, you can proceed immediately to the
reconciliation process described in Reconciling Transactions on page 18.

Note. The data file from your bank must be in the file format defined in the applicable
bank code setup. For more information, see Setting Up Bank Codes on page 5.

To upload the file:

1. Open a Reflection session and log on to your AC account.

2. At the Function Code field, enter CBRU.
3. Select Upload Bank Transaction File.

AC CBRU Upload Bank Transaction File

Bank:

File:

csr 6036

Figure 19. Selecting a File for Uploading

4. At the Bank field, enter the bank code defined in the CBRU setups.

-OR-

Use the F12=L.ist command key to select a bank code.
5. The Reflection program opens a file selection window.

Look in: | I3 Reflection

e
My Recent
Documents

Diesktop

My Documents

49
My Computer

:
My Metwark
Places Files of type:

File name: |

OFX/QF¥ Files " %)

e

?:m,

Figure 20. Selecting a File to Upload

16
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Use the Windows navigation features to find the electronic bank statement file on
your PC, select the file name, and click Open.

At the confirmation prompt, click Yes.

The program transfers the selected data file to your Bank Reconciliation Upload
application.

At the Updated/Not Updated count message, click OK to proceed.

The program returns to the Upload Bank Transaction File screen. Enter another
bank code and select another data file, or press F3=EXxit to return to the CBRU
menu.

After uploading your latest bank statement file(s), see the Reconciling Transactions
section on page 18 to continue processing your bank statement.

© November 2008 ADP, Inc.
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Reconciling Transactions

Use the procedure in this section to reconcile your captured General Ledger data with
your uploaded electronic bank statement files.

Note. Before reconciling, make sure you have uploaded the most recent bank
statement file. See Uploading Your Bank Transaction File on page 16.

The reconciliation process uses the most recent captured GL data, either from the last
time the CBRU program ran in the job stack schedule, or from the on-demand
capture procedure. See Adding CBRU to the Jobstack on page 14 or Capturing
General Ledger Postings on page 25.

Starting the Reconciliation Process
To reconcile your bank statement:
1. Log on to your AC account.
2. At the Function Code field, enter CBRU.

3. Select Reconcile Outstanding Transactions. The program prompts for the
initial fields for the current electronic statement.

AC CBRU csrr 6036

Reconcile Dutstanding Transactions

Bank Code: As of:
Bank Begin Balance.: Debits

Bank Ending Balance: Credits

Bank Statement Date: DIFF

Figure 21. Reconcile Transactions Screen - Initial Fields

4. At the Bank Code field, enter the bank code defined in the CBRU setups.
-OR-
Use the F12=L.ist command key to select a bank code.

5. Atthe As Of field, enter the date through which you wish to reconcile the current
statement balance. This will typically be the date on the bank statement.

6. For the first time you run the CBRU Reconciliation procedure, enter the
statement's opening balance in the Bank Begin Balance field. (After the first time
you run CBRU, this field value is filled in automatically based on the ending
balance on the previous statement.)

7. Enter the ending balance from the statement.
8. Enter the bank statement's date.
9. Press F3=Save/Exit to continue.

The program compares the captured GL postings to the transaction entries in the
uploaded bank/financial institution data file and displays the running total of
debits and credits, along with all outstanding and cleared items.

18 © November 2008 ADP, Inc.
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10. Move through the lines in the table and use the screen commands to clear the
entries, as described in Reconciliation Screen Commands below.

Reconciliation Screen Commands

Entries that are
automatically flagged
as ‘cleared' will show

a cleared amount and
date (taken from the
bank record)

The M column
indicates which
entries were added
manually

Use the commands described in this topic to clear the entries in your bank statement
with the postings in your General Ledger.

AC CBRU Reconcile Dutstanding Transactions csr G003
Bank Code: 1 BANK NUMBER ONE As of: 04/10/06
Bank Begin Balance.: 117,500.00 Debits 14149 .65
Bank Ending Balance: 116,555.00 Credits 15094 .65
Bank Statement Date: 03/12/06 DIFF 0.00
—Co—6L Acct——Date—TYP—HRefer i—Vendor——  Anount lear Amt—Cl dt-—-H—
1 [
1 20001 02/08/06 CHE 1234 1.00 Y
1 20001 02/08/06 OTH 128998 TEST2 a0.00-
1 20001 02/08/06 OTH BANK CHA 25.00 25.00 03/09 ¥
1 20001 02/08/06 OTH INT TEST2 1.60- 1.60- 06/23
1 20001 02/22/06 OTH INTJAN TESTZ2 2.7f- 2.¥7- 03/09
1 20001 03/08/06 OTH 128998 TESTZ2 50.00- 50.00- 03/09
1 20001 03/08/06 OTH INT TESTZ2 1.60- 1.60- 03/09
1 20001 03/09/06 DEP 224433 75.00 75.00 03/09 ¥
1 20001 03/22/06 OTH INTJAN TEST2 2.77-
1 20001 04/08/06 OTH 128998 TEST2 a0.00-
1 20001 04/08/06 OTH INT TEST2 1.60-
1 20200 12/11/05 CHK 32 100 SHIT 3.24- 3.24- 03/09
1 20200 01/01/06 CHK 34 100 AL'S 350.00- 350.00- 03709
<more belou>—

Select the desired GL transaction(s) or "x' for All

(aEcip | Gsort f E8ixit | Z&cancel § GEGL Cloar [ IIE | |

Figure 22. Reconcile Transactions Screen

As you work through the list of outstanding transactions, watch for changes to the
figures in the top panel of this screen. The DIFF field displays the difference between
the cleared debit and credit entries. (When the difference is zero, the marked/cleared
entries are in balance with your statement.)

Sorting Options
To sort the transactions in the Reconciliation screen, press F2=Sort.

Field To Sort By—Sort Order
CIZIACTNMN  ASCENDING

GL ACCOUNT ASCENDING
THANS TYPE ASCENDING
ACCTG DATE ASCENDING

Figure 23. Sorting Fields

The list of field names indicates the columns in the transaction table, and in what
order they are sorted.

To change the order of the sorted columns, move to a column name, and press F5 to
move it down or F6 to move it up in the list.

To add a sort field, press F12 and choose another field name. To remove a field from
the sorting list, move to the row for that column name and press Del.

© November 2008 ADP, Inc. 19
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To set a field to sort in ascending order, move to that column name and press A.
Press D to sort in Descending order instead.

Clearing Transactions

To flag a transaction, move to that row and press Enter. The program marks the line
on the left end of the row. To flag all rows, press the asterisk ( *) key.

Press F5=GL Clear to set all currently-flagged transactions as cleared. Enter a bank
clear date.

To reverse a cleared transaction, mark it again with the Enter key, and then press
F6=Unclear.

To search for specific transactions, use the F9=Search command key.

Posting a GL Transaction
To post a transaction from your bank statement into your GL/Accounting database:
1. Press F7=GL Post.

AC CBRU GL Post for Bank Code 1 csr 6024

GL Post Code: INT

Acctg Date..: 03/09/06

Figure 24. GL Post Entry Screen

2. Enter the post code set up for this bank transaction.
-OR-
Use the F12=List command key to select a post code.
3. Enter the posting date for the transaction.

Note. The posting date must fall within an open Accounting month.

At the Refer field, enter a posting reference for the journal entry.
Enter the amount to post.

Press F3=Post/EXxit.

Atthe Do you want to post live prompt, enterY.

N o gk

20
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Entering an Outstanding Item

If you discover a bank transaction that has not yet been added to your set of General
Ledger entries, you can add it from within CBRU.

To enter a bank transaction item manually:
1. Press F8=Manual Entry.

AC CBRU Manual Entry for Bank Code 1 csr 6024
Company..........: [
GL Account.......: TOTALS
Transaction Type.: CHK Deposits
Accounting Date. .: Checks
Refer or Check No: Others
Amount...........:
Description......:

Enter a Conpany Id, or press Fi12=List for a Company LIST.

(@B cip | E8rost\Exit | RERL ist

Figure 25. Manual Transaction Entry Screen

2. Enter the company number, or use F12=L.ist to select a company.

3. Enter the account number, or use F12 to select one of the accounts set up for the
selected bank code.

4. Atthe Transaction Type field, press the spacebar to switch among the
transaction type options for the new entry.

5. Enter the date for the new journal entry.
6. Enter the reference for the journal entry.
7. Enter the amount (two decimal places assumed) for the posting entry.
8. Enter a short description for the new journal entry.
9. Press F3=Post/Exit. The program returns you to the GL Account field
AC CBRU Manual Entry for Bank Code 1 csr 6024
Conpany..........: 1
GL aAccount.......: 2N TOTALS
Transaction Type.: CHE Deposits 75.00
Accounting Date..: Checks
Refer or Check Ho: 0Others
Amount...........:
Description......:

Figure 26. Manual Transaction Entry Screen (example data)
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10.

11.
12.

If necessary, repeat steps 3-9 for an offset account. The program displays the
total of each type of transaction, in the right-hand portion of the screen, as you
create manual entries.

Press F3 to move to the Company field.

Press F3 to return to the list of outstanding transactions. The program
automatically refreshes the list to display any transactions that you entered
manually in this procedure. (To clear the new transaction entry, see Clearing
Transactions on page 20.)

Matching the GL Transaction List to the Bank Statement

Use the feature below to compare one or more selections in the list of transactions to
the entries in the most recent uploaded electronic bank statement.

To compare selected entries:

1.

Move to the transaction lines you want to compare, and then press Enter to flag
each one.

Press F10=Match to Bank. The program opens a window displaying the
uploaded bank statement data.

AC CBRU Reconcile ODutstanding Transactions csr 6024
Bank Code: 1 BANK NUMBER ONE as of: 03/10/06
Bank Begin Balance.: 117,500.00 Debits 0.00
Bank Ending Balance: 116,555.00 Credits 5051.83
Bank Statement Date: 03/12/06 DIFF 4106.83-
—Co—-6L Acct——Date—TYP—Hefer #+—Vendor—— fmount—C lear Ant-Cl dt-H—
1 20001 01/03/06 DEP 100.00 Y
1 20001 01/06/06 CHK 128998 100.00- Y
1 20001 01/06/06 CHK 128998 100.00- ¥
1 —Trans Di—Typ—Lheck No.—— Anount—HNane Y
1
1| 06/23/05 CHK 106022 2097 .55- CHECK #106022 Y
1| 06/23/05 CHK 106068 1943 .90- CHECK #106068 23
1| 06/23/05 CHK 106104 1067 .50- CHECK #106104
i] 06/23/05 CHK 106039 188.80- CHECK #106039 [ ]
1| 06/23/05 DEP 52632.39 DEPOSIT
1| 06/23/05 DEP 21802.84 BANK OF AMERICA FUNDED APP 3B7 ¥
1| 06/23/05 OTH 23.98 wnAMERICAN EXPRESS SETTLEMENT 50
1| 06/23/05 OTH 42 .26 DISCOVER NETHORK SETTLEMENT 60
1| 06/23/05 OTH 1245.10 HERCHANT SERVICE MERCH DEP 911
— <imore below>— low»—
Select one or more Bank transactions to match to 6L trans, then press <ENTER>
(@Ereip | E8e=it || Zacance || EEsearch |

Figure 27. Match Transactions Selection List

Move through the window to find the bank statement entries that match the
selected GL transactions, and press Enter to flag each one. You can also use the
F9=Search command key here.

Press F3=Exit when you have found a match. (To cancel without making any
matches, press F4.)

Correcting a Duplicated Bank Transaction ID

In rare cases, the electronic data file you receive from your bank and upload to the
CBRU application may include a transaction (one or more) that has been given the
same transaction ID number as another transaction that has previously been
reconciled.

22
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In such a circumstance, the Bank Reconciliation Upload program does not
automatically match the duplicated transaction ID to its GL entry. To clear uploaded
transactions that have duplicated transaction ID numbers, you will need to manually
flag them and use the F5 command key to clear the entries.

Final Reconciliation Step

After marking all cleared transactions with the appropriate bank dates and balancing
the debits and credits in the Reconcile Transactions screen, use the Reconcile
Balances command to proceed.

1.

From the Reconcile Transactions screen, press F11=Recon Balances.

AC CERU adjusted Balances for: BANK GENERAL csr 6025
Balance per Bank Statement 376.268.79
Dutstanding Checks -670.,043 .58
Deposits in Transit 9,503.574.87
Other Items -500.00
Adjusted Bank Balance 9,209.300.08
Balance per Books 202, 055.26
Bank Fees

Deposits Not Booked
Checks Not Booked

Adjusted Book Balance | 292,055 .26
Diference T

(Esave\eit ]

Figure 28. Adjusted Balances Screen

If applicable, enter a corrected value in the Difference field. The difference must
be zero (0.00) to proceed with the finalization step.

Press F3=Save/Exit.

Difference 0.00
Do you want to Finalize the Reconciliation (Y/N)?
| [&Cance | |

Figure 29. Finalize Reconciliation Prompt

To finalize the cleared transactions, enter Y at the prompt.

Enter N to leave the transactions as marked, but unposted, and return to the
Reconciliation screen. Continue clearing transactions, or press F3 to exit.

At the Reconcile Outstanding Transactions screen, select a new bank code and
repeat the procedure, or press F3 to return to the main CBRU menu.

© November 2008 ADP, Inc.
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Check Inquiries

Use the procedure below to search your database of banking information for posting
details on specific check transactions.

To perform an inquiry:

1. Logon to your AC account.

2. At the Function Code field, enter CBRU.
3. Select Checks Inquiry.

AC CBRU Checks Inquiry cs 6003

Bank Code..: [N

Check #....:

Figure 30. Checks Inquiry Screen

4. Enter the bank code number where the check is recorded, or use the F12=List
command key to select one.

5. Enter the specific check number, or use F12=L.ist to select a check.

AC CBRU Checks Inquiry csr 6003
Bank Code..: 1 BANK NUMBER OME
Check #....: 34
—Co—6L ACCT—DATE—DESCRIPTION AMOUNT—CLEAR DT—CLEAR AMT—
1 20200 12/01/05 100 AL'S TOW SERVICE 350.00- 02/13/06 350.00-
1 20200 01/01/06 100 AL'S TOW SERVICE 350.00-
1 20200 02/01/06 100 AaL'S TOW SERVICE 350.00-
1 20200 03/01/06 100 AL'S TOW SERVICE 350.00-

<Page 1 of 1>

Press F3.

(@fcip | Eacance i /ciose

Figure 31. Check Detail (example data)

The detail screen lists the GL post accounts, related dates, and cleared amounts.
6. Press F3 to close the detail window.
7. Press F3 again to exit the Check Inquiry option.
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Capturing General Ledger Postings

In some instances, you may need to process the GL postings on demand, rather than
in the ADP Jobstack. To capture the postings, use the Capture command in the main
CBRU menu.

To capture GL postings:

1.
2.
3.

5.

Log on to your AC account.
At the Function Code field, enter CBRU.
Select Capture GL Postings.

AC CBRU BRU CAPTURE GL INFDBMATION cs 6003

Bank code....: | I

Figure 32. Capturing GL Posting Data

At the Bank Code field, enter the code that is set up for the GL company*account
number(s) and journal(s) where you want to capture the transaction data.

The program selects the journal entries and returns to the main CBRU menu.

For more information on capturing GL postings automatically using the ADP
Jobstack, see Setting Up CBRU on page 5.

© November 2008 ADP, Inc.
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Generating Reports

Use the procedures in this section to create reports from the data processed by the
application.

GL Update Log

The GL Update log file is generated each day as the CBRU program runs in the ADP
Job Stack to capture GL posting data. The log file report shows the General Ledger
processing steps for each day's run.

To view the log:

1.

2.
3.
4

Log on to your AC account.
At the Function Code field, enter CBRU.
Select Reports Menu.

Select View GL Update Log. The program displays a list of run dates and times
for the log.

Use the Up and Down arrow keys or the F9=Search command key to find the log
date you want, and then press Enter to open the file in the viewer window.

In some cases, a line in the log file will extend past the right edge of the viewing
window. To see log contents to the right, use the F11=View More command key.

To close the log file, press F3=Exit.

Upload Bank Transaction File Log

The Upload Bank Transaction log file is generated each time you upload a data file
from your bank or financial institution. The report shows the applicable file names on
your Reflection PC and your ADP system, along with the GL transaction entries that
were updated.

To view the log:

1.

2.
3.
4

Log on to your AC account.
At the Function Code field, enter CBRU.
Select Reports Menu.

Select View Upload Bank Transaction File Log. The program displays a list of
run dates and times for the log.

Use the Up and Down arrow keys or the F9=Search command key to find the log
date you want, and then press Enter to open the file in the viewer window.

In some cases, a line in the log file will extend past the right edge of the viewing
window. To see log contents to the right, use the F11=View More command key.

To close the log file, press F3=Exit.

26
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Matched Bank Transaction File Log

The Matched Bank Transaction log file is generated each time the Match to Bank
command is selected during the reconciliation process. The report shows the number
of matching transactions for the corresponding date and time that the command was
selected.

To view the log:

1.

2.
3.
4

Log on to your AC account.
At the Function Code field, enter CBRU.
Select Reports Menu.

Select View Matched Bank Transaction File Log. The program displays a list
of run dates and times for the log.

Use the Up and Down arrow keys or the F9=Search command key to find the log
date you want, and then press Enter to open the file in the viewer window.

In some cases, a line in the log file will extend past the right edge of the viewing
window. To see log contents to the right, use the F11=View More command key.

To close the log file, press F3=Exit.

Cleared Transactions

This report displays a listing of bank transactions that have been marked as cleared in
the Bank Reconciliation Upload application.

To create the report:

1.

2.
3.
4

Log on to your AC account.

At the Function Code field, enter CBRU.
Select Reports Menu.

Select Cleared Transactions.

nC CBRU BRAU Bank Cleared Transactions Report csr 6024

Bank code.............: | IIIBE

Beginning Cleared Date:
Ending Cleared Date...:

Enter the Financial Institution code or F12=List.

@B cip § et § Elun § Gort options f |

Figure 33. Cleared Transactions - Report Definition Screen

© November 2008 ADP, Inc.
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At the Bank Code field, enter the code for the bank or financial institution for
which you want to generate the report, or use the F12=List command key to
select it.

Enter a starting and ending range for the date(s) on which the entries you want to
see were cleared.

Press F5=Run.

(Optional) To adjust the sort order of the report entries, press F6 and use the
command keys to change, add, remove, or move the sort field settings.

Choose an output option, and then press Enter.

BRI Repart

EBRU - Bank Cleared Transactions Report - Run on 06/01/2006 at 08:31:12PH
Bank Code 1 - BANK WUHBER ONE
Fron 03£01/2006 Thru 03/10,/2006

0. 6L Rect—Typ-fccty Dt-Clear 0t— lear Ant-Recon 0t -Refer——Lontro |l ————fnount -Descr ipt fon——Hn |

1 2nn CHE D1/06706 0309706 100,00 03/22/06 128098 1285993 100,00 HE 1 ¥
ek -1on.00 -tan. o0

1 2nn DEP 03709706 03/ 09706 7,00 224433 224433 75,00 Harietta avto p ¥
et 700 7a. 00

1 2nn OTH 03708706 03/ 09706 -alL 00 128993 -5l 00 TEST2

1 znoot O0TH 02/08/06 0309706 25,00 BANK CHARG BAME CHARG 25. 10 BANK FEE i)

1 2niod OTH 02722706 03/09706 2.0 INTJAN -2.77 TEST2

1 2nn OTH 03708706 0309706 -1.60 INT -1.60 TEST2
et -29.37 -29.37

Hore be oM
Use Arron Keys to Mavigate, or Press a Function Key Rs Described Belod.

o | it [ |

Figure 34. Cleared Transactions (example data)

The report lists the dates each transaction was cleared and reconciled. Manual
entries are marked with a "Y' in the right-hand column.

10. (Terminal output only) To close the report, press F3=EXxit.

Outstanding Transactions

This report displays a listing of bank transactions that have not been cleared.
To create the report:

1.

ok N

Log on to your AC account.

At the Function Code field, enter CBRU.
Select Reports Menu.

Select Outstanding Transactions.

At the Bank Code field, enter the code for the bank or financial institution for
which you want to generate the report, or use the F12=List command key to
select it.

Enter the specific date as of which any transactions that appear on the report are
or were still outstanding.

28
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7. (Optional) To adjust the sort order of the report entries, press F6 and use the
command keys to change, add, remove, or move the sort field settings.

8. Press F5=Run.
9. Choose an output option, and then press Enter.

The report includes the outstanding amount of each listed transaction. Manual
entries are marked with a "Y' in the right-hand column.

10. (Terminal output only) To close the report screen, press F3=Exit.

Bank Transactions

This report displays a listing of all uploaded bank transactions (cleared, reconciled, or
outstanding) in a specified date range.

Note. Manual entries do not appear on this report.

To create the report:

1. Log on to your AC account.

At the Function Code field, enter CBRU.
Select Reports Menu.

Select Bank Transactions.

At the Bank Code field, enter the code for the bank or financial institution for
which you want to generate the report, or use the F12=List command key to
select it.

6. Enter a starting and ending range for the date(s) on which the entries you want to
see were cleared.

7. (Optional) To adjust the sort order of the report entries, press F6 and use the
command keys to change, add, remove, or move the sort field settings.

8. Press F5=Run.
9. Choose an output option, and then press Enter.

The report includes the transaction ID number (if applicable) from the uploaded
data file.

10. (Terminal output only) To close the report, press F3=EXxit.

S A

Bank Reconciliation
This report displays the reconciled balances for a specified bank.
To create the Bank Reconciliation report:
1. Log on to your AC account.
2. At the Function Code field, enter CBRU.
3. Select Reports Menu.
4. Select Bank Reconciliation.
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AC CBRU BAU Bank Reconciliation Report csr 5024
Bank Code.............: 1 BANK HUMBER ONE

Reconciliation Date...: 03/22/06 04:08:01PH

Sumnmary vs Detail..... H-

Figure 35. Bank Reconciliation - Report Definition Screen

Enter the code for the bank or financial institution for which you want to generate
the report, or use the F12=List command key to select it.

Enter the specific reconciliation date (for which the bank code was processed in
CBRU), or press F12 to select a date from the list of processing dates for the
specified bank code.

Press the spacebar to switch between the options for a Summary report, a Detail
report, or both.

Press F5=Run.

BRIl Report

BRU - Bank Peconciliation Sunnary Report - Bun on DG/D1/2006 at 19:36:56PH
Bark Code 1 - EAME HUHEER OME
Feconciled on: 03/22/2006 0d:08:01PH For Bank Statesent: 02/08/2005

rleser ipt lon fitount
Balance per Bank Statenent 17, 00,00
Mutstanding Checks -6,8302.43
Deposits dn Transit 1nn
Other Itens 1,000.00
Adjusted Bank Balance 11,717,457
Balance per Books 202, 555,26
Bank Fees -209, 36727
Deposits not Booked 29,829,58
Checks not Booked -1,300.00
Adjusted Book Balance 11,717,457

lse Arron Keys to Mavigate, or Press a Function Key fs Described Below.

B0 o2

Figure 36. Bank Reconciliation Report (example data)

The summary report matches the final reconciliation screen; the detail report lists
each reconciled transaction along with its posted date.

To print the contents of the reconciliation report, use the F7=Print command key.

9. To close the report, press F3=EXxit.

30

© November 2008 ADP, Inc.



CSV File Format Requirements

CSV File

Format Requirements

This section lists the requirements for all bank-transaction data files in comma-
separated value (CSV) format that you wish to process with the Bank Reconciliation
Upload application.

CSV is a commonly-used data format for many enterprises, including financial
reporting and bank account management. However, not all banks use the same data
structure in the CSV files they provide to account holders. CBRU is designed to
accept only CSV files that follow specific rules (in terms of file layout and data
structure) so that the CBRU program can process the files in a predictable and
consistent manner.

Because CSV files — as received from your bank — may require additional
manipulation before they can be processed by Bank Reconciliation Upload, you may
wish to consider using an industry-standard bank data format (such as BAI or
OFX/QFX) instead, if these formats are available for download from your bank. If
you do choose to use CSV format for CBRU processing, use the information in this
section to ensure that the contents in the bank files are handled correctly.

Reading and Modifying a CSV File

Reviewing your CSV |

To use Bank Reconciliation Upload effectively, you will need to have some
familiarity with the columns in the CSV files you intend to upload. In some cases,
you may also need a minimum amount of skill with the spreadsheet program used to
open or generate the data files supplied by your parts vendor, in case you need to
make a modified copy of the file before it is uploaded and processed by CBRU.

For complete information on how to use a spreadsheet program such as Microsoft
Excel, refer to the user instructions supplied by that program's provider.

To view a .CSV file, use your spreadsheet program (such as Microsoft Excel) to open
it on your PC. A spreadsheet can convert the comma-separated value (.CSV) format
into a table with rows and columns, for your convenience in viewing the layout.

file lets you easily see
the column headings,
for mapping purposes

Data

H1 - f« | CREDIT AMOUNT

D E E G H | T K
COUNT# ACCOUNT NAME CURRIPOSTED DATE [CREDIT ATRAN TYPI BANK REFERENCE TIME
000808321 TXVTLIMITED PA USD = 4/17/2007 229.51 ACH 1072406188TC 18:05 -
000808321 TXVTLIMITED PA USD | 4/10/2007  53.22 ACH 1001992903TC 18:54 ¢
000808321 TXVT LIMITED PA USD 4/3/2007 1598.65 ACH 0934852905TC 181142
000808321 TXVTLIMITED PA USD | 4/30/2007 4043.8 ACH 1172014653TC 6:16

;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;

Figure 37. CSV Data in Excel Spreadsheet (example)

Structure Assumptions

The CSV Mapping Setup screen (on page 12) allows you to declare which columns
contain which types of banking data, and on which row the transaction data begins.

The following rules and assumptions regarding the structure of the uploaded CSV
files are built into the CBRU application:

e The file must use a real comma-separated-value format. Native BAI or OFX files
that have been renamed with a .CSV extension cannot be processed as CSV files.
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e Every line in the file starting from the Row # to Start Extract line number is
processed as a bank transaction. Summary lines or comment lines contained
within your CSV files may cause processing errors if they appear on lines below
the Row # to Start Extract line. (If the file you receive from your bank contains
summary data after the last row of transaction data, or has comment data in the
middle of the rows, you should consider using a copy of the CSV file in which
these lines are deleted.)

e The value of the Deposit Val field determines whether BAI-type codes or codes
defined in the mapping setup will be used.

e All amounts in the uploaded CSV file must be positive dollar amounts (with a
decimal point and cents as applicable). The program automatically multiplies
values it determines to be debits by -1.

e Transaction dates must be written in delimited format, such as 11-01-2008 or
11/01/2008. Dates written in concatenated formats such as YYYYMMDD (for
example, 20081101) will not be processed correctly.

e Each field in the rows of data must contain only one value and only one type of
data. For example, the file should not combine the customer number and the
payee name into a single column.

If you need to adjust the format or structure of the transaction data file you received
from your bank, you can use your spreadsheet program to do so. For instructions on
spreadsheet commands, refer to the user guide supplied with that program.

Remember that the file format used by CBRU is a comma-separated value (.CSV)
format, not a spreadsheet format such as the default Excel file type (.XLS). Your
spreadsheet program should contain a simple command that allows you to save a
modified data file into .CSV format.

Additional Processing Rules

During processing, the CBRU program removes double-quotation marks and
converts commas in each CSV row to value marks (as used in the database format
supported by your ADP system). No provision is made for commas that may be
contained in a field within quoted text strings, such as in the name of a payee (for
example, "Delancey, Delancey, & Haynes").

File Name Guidelines

If you are uploading CSV files from multiple banks, it may be an advantage to name
or rename Yyour files using a consistent file-naming convention.

For instance, you might use a naming convention that combines the overall data file
type with the name of the bank, such as transactions_citibank.csv. You might also
use a filename convention that includes information about the quarter or month in
which the new file has arrived, such as wellsfargo_Oct08.csv.

Avoid using an overly-generic filename such as bankdata.csv, which could apply to
any bank.

If you choose a consistent and logical set of unique filenames, you can keep them in a
dedicated folder on your Windows PC, and upload each file from that folder when
you reconcile your bank statement(s).
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