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OVERVIEW OF MONTH END PROCEDURES

Accounts Receivable 
Do not update payments or sales for the ‘next month’ until current month is closed. 
1. Run Batch Status Report to verify all Sales Invoices are Posted 

a. Jobber, Sales Invoice Entry, Batch Status Report
2. Create and Post Finance Charges 

a. Accounts Receivable, Finance Charges, Calculate Finance Charges
b. Accounts Receivable, Finance Charges, Finance Charge Report
c. Accounts Receivable, Finance Charges, Update Finance Charges

3. Print Customer Statements
a. Accounts Receivable, Reports, Open Item Statements, Print Statements

4. Print Reports
a. Accounts Receivable, Reports, Short Aged Trial Balance
b. Accounts Receivable, Reports, Sales Tax Reports, Summary Sales Tax Report

5. Prepost and Release entries to GL Link File
a. Accounts Receivable, Release to General Ledger, Prepost Report
b. Accounts Receivable, Release to General Ledger, Release to Link Files

6. Reindex.  All users must exit the system.
a. Accounts Receivable, Reindex Files

7. Close Period in Accounts Receivable
a. Accounts Receivable, Close Period

Jobber Inventory
You may input BOLs and print invoices for ‘next month’ but do not update the batches until the
Jobber and AR modules are closed for the current month.
1. Run Batch Status Report to verify all Sales Invoices are Posted

a. Jobber, Sales Invoice Entry, Batch Status Report
2. Verify all BOL Batches are Posted and Matched to Purchase Invoices

a. Jobber, Fuel Bill of Ladings, PrePost Report 
3. Prepost and Update transactions to GL Link File

a. Jobber, Release to General Ledger, PrePost Report
b. Jobber, Release to General Ledger, Release to Link Files

4. Reindex.  All users must exit the system.
a. Jobber, Reindex Data Files

5. Close Period in Jobber Inventory
a. Jobber, End of Month

Once Accounts Receivable and Jobber modules are closed for current month, you may enter and
update cash receipts, BOLs and sales invoice in the new month, even if other modules are not
closed.
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Accounts Payable
AP is the only module that closes by Date.  Invoices and checks may be created for the next
month even if the current month is not closed.  
1. Print Open Invoice Report and Check Register (with EFTs) for the month

a. Accounts Payable, Reports Menu, Invoice Status Report
b. Accounts Payable, Reports Menu, Check Register

2. Prepost and Release GL transactions to the GL Link File
a. Accounts Payable, Release to General Ledger, PrePost Report
b. Accounts Payable, Release to General Ledger, Update to Link Files

3. Reindex.  All users must exit the system.
a. Accounts Payable, Index Data Files

4. Close Period in Accounts Payable
a. Accounts Payable, Close Period

General Ledger
GL can remain open until you are ready to add next month data to the system.  
1. Create and Post Journal Entries

a. General Ledger, Programs, General Ledger, Transactions, Generate Recurring Entries
b. General Ledger, Programs, General Ledger, Transactions, Add Journal Entries

2. Release and Post All Module GL Link Files
a. General Ledger Link, Check and Fix Files
b. General Ledger Link, GL Link Report
c. General Ledger Link, Update General Ledger

3. Print General Ledger Reports
a. General Ledger, Programs, General Ledger, Reports, Trial Balance
b. General Ledger, Programs, General Ledger, Reports, General Ledger
c. General Ledger, Programs, General Ledger, Reports, Balance Sheet
d. General Ledger, Programs, General Ledger, Reports, Income Statement 

4. Close Period in General Ledger
a. General Ledger, Programs, System Manager, Transactions, Reindex Application Files 
b. General Ledger, Programs, General Ledger, Transactions, Close Period

Federal and State Fuel Tax Reporting
Petro-Data supports federal tax reports plus many state reporting requirements.
1. Calculate and print federal and state tax schedules.

a. Jobber, Fuel Tax Reporting, Fuel Tax Calculate
b. Jobber, Fuel Tax Reporting, Texas Tax Module, Calculate Texas Taxes
c. Jobber, Fuel Tax Reporting, Other State Module, Calculate and Create
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Bank Reconciliation
An optional activity, bank reconciliation can be processed after Accounts Payable is closed.
1. Bank Reconciliation

a. Accounts Payable, Bank Reconciliation, Reconcile Bank Account
b. Accounts Payable, Bank Reconciliation, Enter Deposits/Misc Charges
c. Accounts Payable, Bank Reconciliation, Bank Detail Report 
d. Accounts Payable, Bank Reconciliation, Remove Cleared Items
e. Accounts Payable, Bank Reconciliation, Verify Balance Forward
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ACCOUNTS RECEIVABLE

All invoices and payments must be entered and updated at this point.

Step 1 - Verify all Sales Invoice
Batches are Posted 
Jobber, Sales Invoice Entry, Batch
Status Report  

1. Enter today’s date.
2. Choose option 1 for All

Unposted Batches

Sample report with Unposted
Batches.

If any batches are on the report,
stop and correct these batches.

Step 2 - Post Finance Charges
Accounts Receivable, Finance
Charges, Calculate Finance
Charges

1. Run this option only if you
apply Finance Charges to your
customers.  

2. Enter ‘Y’ to acknowledge the
Finance Charge Disclaimer. 

3. Select the output type for the
report. 
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1. Choose either Due Date or
Invoice Date for the calculation.

2. Enter the Finance Date charge
date. 

3. Enter the Finance Charge
percent.

4. Enter the number of Grace days.
5. Enter a Minimum Finance

Charge, if any.
6. Enter the Minimum Balance to

charge, if any.
7. Enter the End of Month

Transaction Date.
8. Enter the Due Date for the

finance charge to be paid.
9. Create a Batch number.
10. You can add additional criteria

for creating the finance charge,
if necessary.

11. Apply Open Credits to the
customer balance before
calculating the finance charge. 
If ‘N’, finance charges are
created for only positive
charges.

Press Enter if all criteria is correct. 
You will return to the Petro-Data
menu when the calculation is
complete.
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Review Finance Charges
Accounts Receivable, Finance
Charges, Finance Charge Report

1. Enter today’s date for the report
date.

2. Choose a print format:
a. Print Journal 
b. Print Customer Notice

Print Journal is for your records

Print Customer Notice can be mailed to your customer
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Two Optional Actions Prior to
Update

Delete a Finance Charge for One
Customer
Accounts Receivable, Finance
Charges, Delete Charges

1. Enter the Customer Number.
2. Verify the Finance Charge

amount to be deleted .

Print the detail of the Finance
Charge Calculation
Accounts Receivable, Finance
Charges, Detail Audit Report

1. Enter a report date. 
2. Select a sort option for the

report.

Update Finance Charges
Accounts Receivable, Finance
Charges, Update Finance Charges

1. Confirm the GL Link code. 
Press Enter.

2. Reply ‘Y’ for Backup message,
if there are no errors.

3. Record the amount of the
finance charge total and press
‘C’ to complete the update.
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Step 3 - Print Customer
Statements
Create Statements only if Customer
File has Statements = Y.

Accounts Receivable, Reports,
BalFwd Statements, Calculate
Statements

1. Enter the Aging Due date which
is the month end date

2. Select the date to use for Aging. 
You can choose either Due Date
or Invoice Date.

3. Leave Customer No blank to
create statements for all your
customers.

4. Misc customer can be skipped.

If there are any out of balance
messages, you must stop and fix the
data.
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Accounts Receivable, Reports,
Open Item Statements, Print
Statements

Run this option twice: once for
statements to be sent to your
customer and once as your file
copy.

5. Select the option to print or
email statements.

6. Enter today’s date for the report.
7. Select the PDF option when you

run a second time to keep a file
copy.

8. Select what statements you
want to print.

9. Add additional selection
criteria, if necessary.

10. Choose a sort option.
11. Select other printing options. 

You may choose more than one
option here. 

12. Enter any optional comments to
print at the bottom of the
statement.

Review all statements and ensure
the data is correct.
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Step 4 - Reports 
Printing of Reports is optional.

Short Aged Balance Report
Accounts Receivable, Reports, Short
Aged Report 

1. Select your printer.
2. Enter the period end date.
3. Select the date on which aging is

based.
4. Confirm your AR Aging periods.
5. Choose a Sort option
6. Select one or more additional

options.
Click Print.

Invoice Report
Accounts Receivable, Reports,
Invoice Report 

1. Accept today’s date for the
report date.

2. Enter the range of batches for
the month or the calendar date
range.

3. Select the Current period.
4. Select type Detail.
5. Select All Modules.
6. Select one or more additional

options.
Click Print.
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Payment Balance Report
Accounts Receivable, Reports,
Payment Report 

1. Accept today’s date for the
report date.

2. Enter the range of batches for
the month or the calendar date
range.

3. Select the Current period.
4. Select type Detail.
5. Select All Modules.
6. Choose a Sort option.
7. Select one or more additional

options.
Click Print.

Summary Sales Tax Report
Accounts Receivable, Reports, Sales
Tax Report, Summary Sales Tax
Report

Select your printer.
1. Enter a report date.
2. Choose Current file option.
3. Select data by either date or

batch, depending on your
installation.

4. Enter the date or batch range.
5. Enter one state or leave this

blank for all states.

You may also print any other desired
reports..
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Step 5 - Release to General Ledger

Prepost Report
Accounts Receivable, Release to
General Ledger, PrePost Report

1. Enter a report date.
2. Enter beginning and ending

batch numbers for the current
month.

3. Choose option 1 - Regular
4. Ensure Grand Total for All

Batches is zero at the bottom of
the report.  If it’s not zero, stop
and call Petro-Data Support.

Release to Link Files
Accounts Receivable, Release to
General Ledger, Release to Link
Files

1. Enter beginning and ending
batch numbers for the current
month.

Step 6 - Reindex
Accounts Receivable, Reindex Files

All users must exit Petro-Data
completely and return to their
Desktop.   
2. Accept the defaults:

a. 1 - Current
b. Y - Create DEF files
c. Y - Re-create Data Bases

3. Press Enter
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Step 7 - Close Period 
Accounts Receivable, Close Period

1. Verify the current month date.
2. Verify month and year to close.
3. Check the fiscal period.
4. If statements were printed, reply

‘Y’.  If not, exit and print them
now.

5. If reports were printed, reply
‘Y’.  If not, exit and print them
now.

6. Answer appropriately if this is
year end.

7. Check that there are no errors
and Finish the Update.  If there
are errors listed, Cancel the
Update.
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JOBBER INVENTORY

Step 1 - Verify all Sales Invoice
Batches are Posted
If this was done for AR Close, this
step may be skipped.

Jobber, Sales Invoice Entry, Batch
Status Report  

1. Enter today’s date.
2. Choose option 1 for All

Unposted Batches

If any batches are on the report,
stop and correct these batches.
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BOL Report

BOL Report Totals

Step 2 - Verify all BOL Batches
are Posted & Matched to Purchase
Jobber, Fuel Bill of Ladings,
PrePost Report  

1. Enter today’s date
2. Choose option Batch Range
3. Enter the oldest batch and last

current month batch.
4. Select Current Month files
5. Select Pending AP
6. Select Print by BOL Report

Sample report with Unposted BOLs
with‘BOL Report’ option.

On the BOL Report, totals are
listed at the bottom of the report for
EST AP, Estimated Tax, Inventory,
etc.  These totals are used to
balance the Pending AP in the
General Ledger at month end.

If any batches are on the report,
stop and correct these batches.
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Step 3 - Release to General
Ledger

Prepost Report
Jobber, Release to General Ledger,
PrePost Report

1. Enter a report date.
2. Enter beginning and ending

batch numbers for the current
month.

3. Choose option 1 - Regular
4. Choose a Type for your

installation.
5. Ensure Grand Total for All

Batches is zero at the bottom of
the report.  If it’s not zero, stop
and call Petro-Data Support.

Release to Link Files
Jobber, Release to General Ledger,
Release to Link Files

1. Choose to update by Batch
2. Enter beginning and ending

batch numbers for the current
month.

3. Choose a Type for your
installation.

Step 4 - Reindex
Jobber, Reindex Data Files

All users must exit Petro-Data
completely and return to their
Desktop.   
1. Accept the defaults:

a. 1 - Current
b. Y - Create DEF files
c. Y - Re-create Data Bases

2. Press Enter
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Step 5 - Close the Period
Jobber, End of Month

1. Verify the current month date.
2. Verify month and year to close.
3. Check the fiscal period.
4. If you verified there are no

unposted Invoice or Purchase
batches, reply ‘Y’.  If not, exit
and check it now.

5. If an Inventory Valuation report
was printed, reply ‘Y’.  If not,
exit and print it now.

6. You can choose to clear the on-
hand balances at the terminal.

7. Answer appropriately if this is
year end.

Check that there are no errors and
Finish the Update.  If there are
errors listed, Cancel the Update.

After the closing process is
complete, print another Monthly
Tank Report to make sure Ending
Readings have moved to Beginning
Balance and sales, purchases and
transfers are zero. 
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ACCOUNTS PAYABLE

Step 1 - Print Reports

Invoice Status Report
Accounts Payable, Reports Menu,
Invoice Status Report

1. Select Open Invoices.
2. Subtotal by Vendor.
3. Vendor is blank to check all

vendors. 
4. No additional criteria should be

required.
5. Print Stores Only should be No.
6. Enter the period end date.
7. You may create an Excel sheet

of this report if needed.
8. Choose your Sort.
9. Prompt payment discount is not

required for this report.
10. Display Vendor Terms  is not

required for this report.
11. Show BOL/Taxes  is not

required for this report.
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Summary Check Register Report
Accounts Payable, Reports Menu,
Check Register
Print this report if you print checks
from AP.

1. Select the Summary Report.
2. Select Both computer and

manual checks.
3. Sort by Vendor.
4. Leave Vendor blank to check all

vendors.
5. Select ‘R’ for Current Range of

Dates.
6. Choose ‘D’ for Date Range.
7. Enter the date range for the

current month.
8. GL Checking account should be

blank to check all accounts.
9. You may create an Excel sheet

of this report if needed.
10. ‘N’ to include EFTs in the

report.
11. You may choose ‘Y’ to print

EFTs separately on the report.
12. Enter ‘N’ for EFTs Only.
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Step 2 - Release to General Ledger

Prepost Report
Accounts Payable, Release to
General Ledger, PrePost Report

1. Select Option 1 - Regular. 
2. Choose your Sort.  
3. Choose 2 for a Range of

Batches. 
4. Enter the beginning and ending

batch numbers for the current
month. Never use 0 as the
beginning batch number.

5. Enter today’s date for the report. 

Ensure Grand Total for All Batches
is zero at the bottom of the report.  If
it’s not zero, stop and call Petro-
Data Support.

Update Link Files 
Accounts Payable, Release to
General Ledger, Update to Link
Files

1. Select B to update by Batch
Number. 

2. Enter the beginning and ending
batch numbers. 

If there are unreleased previous
month batches, include them in the
range or release them separately.

Step 3 - Reindex Data Files
Accounts Payable, Index Data Files

1. Choose Option 1 to Index
Current Files.
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Step 4 - Close Period
Accounts Payable, Close Period

1. Verify the current month date.
2. Verify month and year to close.
3. Check the fiscal period.
4. If this is not Year End, choose

‘N’ to reset vendor balances. If
this is Year End, choose ‘Y’. 

5. If this is not Year End, choose
‘N’ to zero 1099 balances. If this
is Year End, choose ‘Y’. 

6. If you checked the Invoice
Status report, answer ‘Y’.  If you
did not do this, answer ‘N’ and
do this now. 

7. Check that there are no errors
and Finish the Update.  If there
are errors listed, Cancel the
Update.
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GENERAL LEDGER

Step 1- Verify GL Period End
Date
General Ledger, General Ledger

1. Verify the period is correct.
2. Click the Exit button.  Choose

to exit VisionPoint.
3. Sign-on again to Petro-Data.

Step 2 - Post Recurring Entries
General Ledger, Transactions,
Generate Recurring Entries
Run this option only if you have
created Recurring journals.

Select ‘Y’ to Generate Recurring.

Enter the month end date using
format MM/DD/YY.

 Step 3 - Add Journals
General Ledger, Transactions,
Add Journal Entries

Create any manual journals you
need.  Journals can be posted at
any time during the month.

You have the option to create a
batch total record.  Batch totals are
not required.

If you enter a batch total, the
system will ensure that the amount
of your journals match this total.
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1. Verify the period.
2. Click ‘New’ to add a new

journal entry.

Journal Header
1. Verify or enter the system date

for the journal.
2. Enter ‘Y’ if this is an auto-

reversing journal.
3. Enter a journal description.
4. Enter a journal reference

number.
5. Press Enter
6. Click Add to add the journal

detail.

1. Enter the account number. 
You can press F2 to lookup
valid accounts.

2. Enter the detailed line
description.

3. Enter the amount.

Add all lines required for this
journal.  Press Enter to end the
data entry.

4. When all journal lines have
been entered, make sure the
balance is Zero.

5. Click Save.
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Other available functions are:

Header Change the header
totals or dates

Add Add a new journal
entry

Edit Edit the current journal
entry

List Print the current
journal entry

Delete Delete the current
journal entry

Cancel Cancel this batch
Save Save the journal

1. On Save, a summary of the
journal amounts will display.  

2. Click ‘Post’ to update the
General Ledger.

Click Yes to confirm the entries to
be posted.  When you click Yes,
the journal will be updated.

Click No to cancel the update.

Other available functions are:

New Add more  jouranls
Edit Edit the journal before

Post.
Post Post the selected

journals
List Print the selected

journals
Exit Quit without posting
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If you entered journals and exited
the system, you can return to the
General Ledger menu to post
them.

General Ledger, Transactions,
Post Journal Entries

Journal Entry list will display.

1. Click the Select button.
2. Use the Arrow Up/Down keys

to position your cursor on the
journal to be posted.  Press the
Space Bar to select the journal.

3. In the ‘Post’ column, the value
of ‘Yes’ will display.  This
signifies that you have selected
this journal for posting.

4. Press Enter after you have
selected all journals that you
want to post.  Click the Post
button at the bottom of the
screen.
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GENERAL LEDGER LINK FILES

Step 1- Verify GL Period End
Date
General Ledger, General Ledger

1. Verify the period is correct.
2. Click the Exit button.  Choose

to exit VisionPoint.
3. Sign-on again to Petro-Data.

Step 2 - Check and Fix Link
Files
General Ledger Link, Check and
Fix Files

Verify or choose your company
number.
1. Enter the current month

posting date.
2. Key a ‘Y’ on the modules to

be posted to the General
Ledger.

3. Choose Option ‘B’ for a Range
of Batches.

4. Enter the beginning and
ending batch numbers

If the system returns to the menu,
there were no errors and you can
proceed to the next step.

If there are errors, they will
display on the screen.  Make the
appropriate correction.  Enter ‘Y’
at the bottom of the screen to
confirm each correction.

Enter ‘C’ after all corrections are
made.

Example Error:
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GL Link Report
General Ledger Link, GL Link
Report

1. Enter today’s date.
2. Leave Modules blank to print

all.
3. Choose Option 3 to print All.
4. Choose ‘N’ to print Detail.
5. Choose your Sort option.

Verify the Grand Total is Zero.

Sample Link Report
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Step 3 - Update General Ledger
General Ledger Link, Update
General Ledger

Post the journals and update the
General Ledger.

1. Enter the current month end
date.

2. Enter the fiscal year. 
3. Key ‘Y’ next the modules to

be posted to the GL.
4. Select posting option of All or

By Batch. It’s recommended
you post All Batches.
a. If you selected to post by

Range of Batches, enter 1
to 99999999 to ensure all
batches are selected. 

5. Enter the beginning and end
date batch numbers.

6. Choose ‘N’ to print the
Transfer Audit Trail.

Print or Save the journal file.

During the Update, there may be
dates in the detail transactions that
are outside the current period.  The
batch number is related to current
month.  This may occur when you
enter invoices or purchases from a
prior month into the current
month.  Normally, there should
never be more than a few of these
records and it may be okay.  

Call Petro-Data for help before
continuing the update if there the
number is more than expected.
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Verify that the file backup was
good.  No error messages will be
listed on the screen.

If the backup is good, enter ‘Y’
and press Enter.

If there are any errors, enter ‘N’ to
cancel the update.  Call Petro-Data
Support for assistance.

Successful Update message.
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GENERAL LEDGER REPORTS

Trial Balance Report
General Ledger, Programs,
General Ledger, Reports, Trial
Balance

Select your output type: Display,
Printer or File.

1. Order By:                  Account
2. Report For:               Company
3. Summary Acct Only: No
4. Report Type:              No
5. Balance Option:         Yes

Report Sample 
Do not show Ending Balance 

Report Sample 
Show Ending Balance 
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General Ledger Report
General Ledger, Programs,
General Ledger, Reports, General
Ledger 

Select your output type: Display,
Printer or File.

1. Report Scope:   Company
2. Data to Use:      This Year
3. Select By:          Period
4. Starting Period: Period #
5. Ending Period: Period #    
6. Include:            No

Report Sample showing current
month amounts and balances by
account.
A file will be written to directory 
\cur\glreport\.
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Balance Sheet Report
General Ledger, Programs,
General Ledger, Reports, Balance
Sheet 

Select your output type: Display,
Printer or File.

1. Order By:                  Company
2. Level of Detail:        This Year
3. Report For:               All
4. Summary Acct Only:  No
5. Which Year:             This
6. Which Period:          {Period#}
7. Period Comparison:    No
8. Budget Comparison:   No
9. Zero Balances:            Yes

Report Sample showing balances
by account.

System will automatically export
the report to an XLS file.  The file
will be written to \cur\glreport\.
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Income Statement Report
General Ledger, Programs,
General Ledger, Reports, Income
Statement 

Select your output type: Display,
Printer or File.

1. Order By:                 Company
2. Level of Detail:        This Year
3. Report For:                 All
4. Summary Acct Only:  No
5. Which Year:               This
6. Which Period:          {Period#}
7. Period Comparison:    No
8. Budget Comparison:   No
9. Zero Balances:            Yes

Report Sample showing Current
Month and Year-to-Date balances
by account.

System will automatically export
the report to an XLS file.  The file
will be written to \cur\glreport\.
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GENERAL LEDGER CLOSE

Step 1 - Reindex Files
General Ledger, Programs,
System Manager, Transactions,
Reindex Application Files

All users must completely exit
Petro-Data.

Confirm your applications.
Press Enter.

1. Index Files:           Yes
2. Include History:    Yes
3. Pack Files:            Yes

Click Yes to Reindex.

After the reindex is complete,
click No to generate a status
report.
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Close the Period
General Ledger, Programs,
General Ledger, Transactions,
Close Period

The system will ask you if you
want to print the journal register.

Click Yes if you want a report of
all detairnals.

If you replied ‘No’ to print All
journals, 

1. Enter the current fiscal year.
2. Delete Entry Hist will default

to No.
3. Rebuild Index is Yes.
4. Enter your Net Income account

number.

The system will print the General
Journal Register.
Click Continue.

If you are late in closing GL and
have already released journals for
a future month, press Ok to this
message.
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Period Close is Complete.

Note that the period has advanced
to the next month.
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FUEL TAX REPORTING 
FEDERAL AND STATE

Step 1 - Fuel Tax Calculate
Jobber, Fuel Tax Reporting, Fuel
Tax Calculate

1. Select ‘3' for both Current and
History.

2. Enter today’s date.
3. Select ‘1' for Range of Dates.
4. Enter the current month date

range.
5. Select ‘Y’ for Detail Sales Tax

Report.

Detail Report sample.

Step 2 - Calculate Texas Taxes
Jobber, Fuel Tax Reporting, Texas
Tax Module, Calculate Texas
Taxes

1. Press Enter to confirm that you
ran the initial tax calculation
from the previous step.

2. Enter the current month date
range.

3. Review any errors.
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Step 3 - Print/Make Electronic
Files
Jobber, Fuel Tax Reporting, Texas
Tax Module, Print/Make
Electronic Files

1. Schedules to Print should be
blank. 

2. Confirm your Federal ID
number and company name.

3. Enter the current month and
year.

4. Choose the Summary print
option

5. Enter the month end date.
6. Select the option for Biodiesel

fuel.
7. Select the option for Propane.
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Step 4 - Print Other Tax
Reports   (If Needed)

Jobber, Fuel Tax Reporting,
Federal Refund
1. Select by Range of Dates
2. Enter the beginning and

ending dates
3. Select ‘N’ for Summary Only.
4. Enter your Federal tax codes

for Gasoline & Diesel.  These
are setup in Jobber, File
Maintenance, Fuel Taxes.

Jobber, Fuel Tax Reporting, Sales
Audit Report
1. Choose ‘T’ for Tax Type

(Federal, State) or ‘C’ for Tax
Code (Individual tax codes).

2. Enter ‘3' for both taxable and
non-taxable.

3. Leave State blank for all states
or enter one state abbreviation.

Accept all other defaults.
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Jobber, Fuel Tax Reporting,
Purchase Audit Report

1. Choose ‘T’ for Tax Type
(Federal, State) or ‘C’ for Tax
Code (Individual tax codes).

2. Enter ‘3' for both taxable and
non-taxable.

3. Leave State blank for all states
or enter one state abbreviation.

Accept all other defaults.
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BANK RECONCILIATION

Bank Reconciliation is an optional feature.  Reconciliation can be done after Accounts Payable is
closed. 

Accounts Payable, Bank
Reconciliation, Reconcile Bank
Account

1. Enter your GL Bank Account
number. 

2. Select a Sort option (such as
Check Date).

3. Select ‘Get New
Transactions’. 

4. Check the appropriate modules
for the bank reconciliation
(AP, PR, etc..) and enter the
cut-off date for each.

5. Click Start.

1. Click the ‘CLR’ checkbox to
mark deposits or checks that
have cleared the bank.

2. As items are marked Cleared,
the totals for Bank Balance,
Open Amount, Chks Cleared
and Deps Cleared will be
updated by the system.

3. After all items are checked,
click Exit/Save.

Note: Values in the Type field are
C-Check & R-Receipt/Deposit. 
Transactions can be voided or
deleted by enter codes V (Void) or
D (Delete).  The balance will be
updated when you mark items
voided or deleted.
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Accounts Payable, Bank
Reconciliation, Enter
Deposits/Misc Charges 

You may record missing deposit
or bank charges from your
statement to be included in the
reconciliation.  This is an optional
step.

1. Create a transaction number.
2. Enter a description of the

charge.
3. Enter the date.
4. Enter the amount.
5. Enter a transaction type (Add

or Subtract from bank
balance).

6. Enter the GL Bank Account
number.

Note: Entries made here are not
booked to GL.  For Bank Charges,
create an EFT.  For Deposits, enter
Misc Cash Receipt.

Accounts Payable, Bank
Reconciliation, Bank Detail
Report 

It’s recommended you print a
detail report of the bank
reconciliation for your records.

1. Select ‘R’ for Range of Dates.
2. Enter the beginning and

ending dates for the month.
3. Select ‘A’ for all accounts.
4. Choose a Sort option.
5. Select ‘A’ to include all

records.
6. You can choose to export the

file to Excel.
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Accounts Payable, Bank
Reconciliation, Remove Cleared
Items 

Initialize the new period after the
reconciliation is complete. 

1. Enter the GL Bank Account
number.

2. Enter the first day of the new
month.

Press Enter.

3. Select ‘Y’ to Post the balances.

Accounts Payable, Bank
Reconciliation, Verify Balance
Forward 

The Final Step is to verify the
Balance Forward for the new
month. 

1. Enter the GL Bank Account
number.

2. Verify or change the Balance
Forward.  This should agree
with your reconciliation.

3. Enter the first day of the new
month.
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