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How to Reprint a Previous Months Bank Reconciliation

Overview

You may be required to reprint a bank reconciliation you have previously completed as well as a list of
adjustments and unpresented cheques to accompany the reconciliation.

This document will cover:
¢ How to Reprint Previous Bank Reconciliation
e How to Reprint Unpresented Adjustments List Only

e How to Reprint Unpresented Cheques List Only

How to Reprint Previous Bank Reconciliation
1. Go to Cash Book > Bank Reconciliation

2. Select the appropriate bank reconciliation period from the Previous Months drop down list at the
top of the bank rec screen

3. Click Save and Print-F3

4. Click Print-F12, Preview-F11 or Export-F10 to produce the bank reconciliation for the selected
month



 Bank Reconciliation for 01/12/15

Frevious Monthe | 0112415 -

Cash book balance brouaht fonaward 4310521 %
T okal receipts 70,188,558 Cancel - ESC
Total Payments 7716075 @
Cazh Book Balance 36.132.04 Re-calculate
Totals - F2
Date of bank statement  [13/05/2015 ~ e T
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Total unpresented cheques |2.589.62 g
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Adjuztments - total from Ad| screen 000 Cheques - F5
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This will print out details of the bank reconciliation together with unpresented adjustments list,

unpresented cheque list (if selected to print in system options) and trust trial balance for the date
selected.

How to Reprint Unpresented Adjustment List Only
1. Go to Cash Book > Bank Reconciliation
2. Click on Adjustments-F4
3. Click on Report-F3.
4. Select criterial under advanced settings:
o Show Unpresented items

o Show Presented items



(€ Adjustment Status for Current =]

Presentstion Dste 071272015 E- Unpresented & Presenied & Both O 9

Cate Detasds Amount § [+"] Presenied

5. Click Print-F12, Preview-F11 or Export-F10 to produce the Unpresented Cheque report

How to Reprint Unpresented Cheque List Only
1. Go to Cash Book > Bank Reconciliation
2. Click on Unpresented Cheques-F5. The Unpresented Cheque Status screen will display
3. Click on Report-F3. The Unpresented Cheque report selector will display
4. Select criteria under advanced settings:
o Show Unpresented items
o Show Presented Items

o Show Cancelled Items



A Unpresented Cheque status fer 08/12/15 |E| = | &=
Manual selection Filtes
Urpresented -
Unpeesented number Present ) Unpresert (O Prezentad s
Eoith

Presentation Date [owhzns =

Drate | Detailz | Reletence | Amount |Presanted | | » x
FADAY Automalic Depesit Paymeants 000OONES 38307456 O

0511114 Automatic Deposit Payments D000CTO  $3.300.00 Ol= Ext -ESC
057114 Avtornatic Deposit Payments Won# - £3.24867 | @
FATAS  Automalic Deposit Payments 0000 ve $110.00 O —
MAZAS  Awtemalic Depesit Payments 000001 79 £227 50 | Refiesh- F2
0412105  Automatic Deposit Payments poooaieo $100.00 | i
NAY  Own Pymt: BenAlfleck L Jennites Game 00005059 $3511.31 |

AL Qv Pyt Tom Cruis= DO0DS060 e O Report - F3
3004NS  Own Pyent: Bendifleck & Jermiles Game 00005061 §1.06566 |

00405 Own Pyt Tom Cruise 00005062 $375.68 | V"
OBMFNS  AOH Inswances 00005062 £1.750000 Of= Save -F12

5. Click Print-F12, Preview-F11 or Export-F10 to produce the Unpresented Cheque report
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