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People Definition

People in Nexsure are typically employees but can also be an outside entity set up as an employee. In
Nexsure, people are assigned to clients, policies and invoices for tracking and servicing purposes.

There must be at least one assignment on each client and each policy but there can be many. Assignment
types are typically to an account manager and producer but can be customized.

Commission defaults can be assigned to Employees in Nexsure. When those employees are assigned to a
policy, the commission will also default to any invoice created on that policy. Employee commissions can
also be manually assigned to a policy and invoices.

When Employees are assigned to an invoice with a commission, a People Payable for the amount of
commission is created in the general ledger. There are two People Payable accounts in Nexsure: People
Payable Non Due and People Payable Due. The Non Due account is used only if people are paid on a partial
or fully paid basis.

Reconciling People Payables

Reconciliation for People Payables is done at the Territory level and generally after the reconciliation
worksheet is posted. Reconciled amounts are posted to the Reconciliation Clearing account identified in
mandatory account setup at the Organization level. The mandatory accounts are setup when the organization
is built. For more information on mandatory accounts refer to Chapter 4 - General Ledger Setup. If necessary,
discuss this with the XDimensional Technologies, Inc. Account Manager for a clear understanding of how
these accounts should be setup.
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There are several ways that an agency might choose to handle their People Payables. In this section each
method is covered stepping through the entire process of handling People Payables. Make sure to read
each method to have a clear understanding of the process before determining which is best for your
organization.

Note: DO NOT post to any of the mandatory general ledger accounts unless directed by
XDimensional Technologies’ Nexsure workflows. This can cause books to be out of balance
because these accounts are used by Nexsure for automatic postings.

People GL Account Posting

The posting rules selected at the Department level determine how and when the People Commission
General Ledger Accounts are posted and available for reconciliation and payments. Use the information
provided below to determine when payments are available according to specific department posting rules
at the Branch level:

Pay people commission on invoiced

> Posted Invoice

Function Debit Credit GL# Description
People Payable X 201000 People Comm Payable-Due
People Expense X 500000 People Comm Expense

>  Postings When Partial Payment is Received

Function Debit Credit GL# Description

No GL Posting

>  Postings When Full Payment is Received

Function Debit Credit GL# Description

No GL Posting

Pay people commission on fully paid

> Posted Invoice

Function Debit Credit GL# Description

No GL Posting

>  Postings When Partial Payment is Received

Function Debit Credit GL# Description

No GL Posting

»  Postings When Full Payment is Received

Function Debit Credit GL# Description
People Payable X 201000 People Comm Payable-Due
People Expense X 500000 People Comm Expense
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Pay people commission fully paid, accrue expense

> Posted Invoice

Function Debit Credit GL# Description
People Payable X 201001 People Comm Payable-Non-Due
People Expense X 500000 People Comm Expense
» Postings When Partial Payment Received
Function Debit Credit GL# Description
No GL Posting
>  Postings When Full Payment is Received
Function Debit Credit GL# Description
People Payable X 201000 People Comm Payable-Due
People Payable X 201001 People Comm Payable-Non-Due
Pay people commission on partially paid
> Posted Invoice
Function Debit Credit GL# Description
No GL Posting
>  Postings When Partial Payment is Received
Function Debit Credit GL# Description
People Payable X 201000 People Comm Payable-Due
People Expense X 500000 People Comm Expense
»  Postings When Full Payment is Received
Function Debit Credit GL# Description
People Payable X 201000 People Comm Payable-Due
People Expense X 500000 People Comm Expense
Pay people commission on partially paid, accrue expense
» Posted Invoice
Function Debit Credit GL# Description
People Payable X 201001 People Comm Payable-Non-Due
People Expense X 500000 People Comm Expense
>  Postings When Partial Payment is Received
Function Debit Credit GL# Description
People Payable X 201000 People Comm Payable-Due
People Payable X 201001 People Comm Payable-Non-Due
»  Postings When Full Payment is Received
Function Debit Credit GL# Description
People Payable X 201000 People Comm Payable-Due
People Payable X 201001 People Comm Payable-Non-Due
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People Payables Reconciliation Worksheet

Reconciling People Payables based on posting rules is the standard method for payment to employees. This
section shows how to reconcile for this standard method.

Begin by accessing the reconciliation tab by first clicking on the ORGANIZATION link on the primary menu.

Click the territories tab and click the Detailslg? icon for the territory where the Statement is to be reconciled.
Click the accounting tab, the transactions tab and the reconciliation tab to bring up the Reconciliation
Summary screen. If there are no results displayed, then the organization is new and no reconciliations have
been previously done for the current date range.

HOME | HELP | SETUP | LOGOUT
SEARCH | DRGANIZATION | REPORTS
ORGANIZATION PROFILE | ALL EMPLOYEES | ALL LOCATIONS
Organization Name: XDTI--Training Org 972003 »

organization

XDTI--Training Org 972003 >> Atlantic Region >> Atlantic Territory
Previous Page

card file branches locations employees accounting vendors entity associations
summary setup inwaicing setup general ledger  bank accounts  transactions  batch summary
transaction summary  journal entry disbursements receive payments deposit  accounts payable  reconciliation invoices

Filter: [Show] [Add Mew Recondlistion]

There are no results for this search criteria.

invoices reconciliation accounts payable depasit receive payments disbursements journal entry transaction summary
batch summary transactions bank accounts general ledger invoicing setup setup SuUmMmary
entity associations wendors accounting employees locations branches card file

organization

Note: After accessing the territory, click the Add link on the Bookmarks menu to add a
bookmark so the territory can be quickly accessed next time. To access the bookmark,
click the Expand link on the Bookmarks menu and click the red flag beside the territory.
The territory tab is displayed. Click the Hide link on the Bookmarks menu to close the
window.

HOME | HELP | SETUP | LOGOUT

[nexsure

select
12t Detail  Task Operation Client Name Palicy No. Memo Date Time

SEARCH | DRGANIZATION | REPORTS ookmarks: Hide | Add | Ren

O v Grganization View ROTI--Training Org 972003 LY Wiew Territory [Atlantic Territory] 8/18/2005 1:36:18 PM

ORGANIZATION PROFILE | ALL EMPLOYEES | ALL LOCATIONS

Dimensi
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Clicking the [Show] link on the top right portion of the reconciliation screen will bring up the Search Filter
fields. Notice the region and territory fields are not available to modify. The reason is that the selection for
the region and territory was made when the territory Details @5’ icon was clicked. The Created Date From
field defaults 7 days prior to the current date and the To field populates with the current date. These date
ranges prevent pulling all the reconciliations across the web at once to help avoid time out errors on the
screen. When working on the Internet, it is important to limit the amount of data being accessed because
there is a time limit for each upload and download. The Reconciliation Type drop-down box defaults to show
both agency and direct bill reconciliations and the Status to show all posted and unposted reconciliations.
Modify these fields as needed to locate a previously entered reconciliation worksheet. Use the Sort Order
fields at the bottom of the search filter to have data display in a particular order. Clicking the Search button
on the bottom right of the search screen activates the search and returns matching data to the summary
screen.

card file branches lacations employees  accounting wendors entity associations
summary setup invoicing setup general ledger  bank accounts  transactons batch summary
transaction summary  journal entry disbursements receive payments deposit  accounts payable  reconciliation invoices

Filter: [Hid=] [Add Mew Reconcliation]

Search Criteria

Regian:
Territary:
Recondliation Type: | Bath v Entity Type: Namme: ]
Staternent Arnount: Created Date From: |11/25/2005 an To: |12/2/2005 =;
Reconciled Amount: Posted Crate From: ? To: ?
Status: | all v Description:
Sort Field 1: + | Sart Order 1: + | Sott Field 2: | Sort Order 2: A

Adding the Reconciliation Worksheet

Only those invoices meeting department posting rules will be available for reconciliation. If unsure when
these invoices will be available to pay, see the General Ledger Posting Tables in this chapter.

To add the worksheet, click the [Add New Reconciliation] link on the upper right side of the Reconciliation
Summary screen.

organization
XDTI--Training Org 972003 >> Atlantic Region > Atlantic Territory
Previous Page
card file branches locations employees accounting wendors entity associations
summary setup inwoicing setup general ledger  bank accounts  transactions batch summary

transaction summary journal entry disbursements receive payments depasit accounts payable reconciliation invoices

Filter: [Show] [Add Mew Reconcilistion]

After clicking the [Add New Reconciliation] link the Select Entity window is displayed. This window allows
searching for the entity being reconciled. In the Entity Type drop-down box select People Payables and in
the field below enter at least 3 characters of the entity name. To activate the search, click the Search button
to the right of the field. All matches to the characters entered are displayed in the box below the label Select
Name. Click to select the name and click the OK button.
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Reconciliation

nexsure

Select Entry:

=l

Enter at least 3 characters for Entity Name, Locaticn Mame,

and/or Address and click search.
Search |

Entity Type: IPEDD|E

Entity Mame: ICDrITI

Select Mame:

Mark Cormier

Select Address:

123 Main St

Click OK te confirm selection. Cancel to return te summary,

I Cancel I

OK

Click the OK button to bring up the reconciliation for the selected People Payables.

raconciliation

Quick Navigation
Reconciliation 1D: &7 Receipt Total: £0.00
Entity Type: Paople Disbursemants Totl: $0.00 Header
Name: Betsy Cormier Adjustments Total: £0.00 Receipts/Disbursements
Transactions
Posted: [T Income/Recsivable Totzl: $0.00 Adjustments
Bayable Total: £0.00 Reconciliation Posting
Date Created: 05/10/2008
Creatsd By: Batsy Cormisr Description:
Reconciliation Summary | Pay All Selected Print Post Abort Save Add Row Delivery

Mame:  Betsy Cormier
123 Mzin St

Czpac MI 48014

09/10/2008 @

Date Booked:

Description: =
(100 Char. Max) =

Intsrnzl Nots: =
(250 Char. Max)

reconciliation

There are three sections in the Reconciliation screen: Reconciliation Header, Quick Navigation, and Input

Fields.
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Section Description

Reconciliation Header

The Reconciliation Header section is located at the top of the tab with a shaded background. It
summarizes the entire disbursement.

Header Definitions:
» Reconciliation ID: System-generated used to identify the worksheet.
» Entity Type: Identifies the type of reconciliation.
» Name: The name of the Entity for the reconciliation.
» Date Posted: System generated date is the date the reconciliation was actually posted.
» Date Created: System-generated reconciliation creation date.
» Created By: Added by Nexsure when the reconciliation is added for the logged in user.

» Receipt Total: Total of the received payments records as selected in the Quick Navigation-
Receipts/Disbursements link.

» Disbursements Total: Total amount of paid items as selected in the Quick Navigation-
Receipts/Disbursements link.

» Adjustments Total: Total adjustments pulled from Quick Navigation-Adjustments link. Add
any non-premium adjustments or write-offs here.

» Income/Receivable Total: Total amount of Direct Bill transactions selected from the Quick
Navigation-Transactions link.

» Payable Total: Total amount of Agency Bill payable records selected from the Quick
Navigation-Transactions link.

» Virtual Receipt Total: Total amount owed to the Agency as a result of the current
reconciliation record.

» OR Virtual Disbursement Total: Total amount owed the Entity as a result of the current
reconciliation record.

» Description: User added description entered in Header input field displays in reports.

Quick Navigation

Located on the upper right side of the tab, there are links used to access different sections of
the reconciliation. This provides the user the flexibility to select the necessary items for the
selected reconciliation.

Input Fields

Input Fields are located at the bottom portion of the screen. The displayed input fields
correspond with the selected (Bold) link on the upper right side of the screen (Quick
Navigation).

Quick Navigation Link Definitions

Link Description

Receipts/Disbursements

If a Cash Receipt or Disbursement is added prior to the reconciliation being done, click this link
and add the previously entered receipt or disbursement to clear the virtual amount on the
reconciliation.

Transactions Use this link to locate and select all the invoices included on the statement.
Any adjustments included on a statement where the amount does not affect the amount
Adjustments due on a client invoice such as a fee would be added on the adjustments link. Waiving small

balances might be another use for this link.

Reconciliation Posting

Contains all the General Ledger entries that are generated for the selected reconciliation.
Posting entries do not display until entries have been made or invoices selected.
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Using the Search Filter to Locate Invoices

To select the invoices included on the statement, click the Quick Navigation > Transactions link located on
the right side of the screen to bring up the Transactions screen. Click the Maximize/Minimize |B| button
to expand the workspace. Clicking the Maximize/Minimize button a second time will minimize the
workspace and display the reconciliation header. Transactions are listed separately for Agency Bill and Direct
Bill invoices. Make sure to use the Search Filter by clicking the [Show] link located just above the listed
invoices on the right. There are date range filter defaults just like on the Reconciliation Summary screen.

reconciliation

Quick Mavigation

Reconciliation ID: 87 Receipt Total: $0.00
Entity Type: People Disbursements Total: $0.00 Headsr
Nzme: Batsy Cormisr Adjustments Total: $0.00 Receipts/Disbursements
Transactions
Posted: [ Income/Receivable Total: $0.00 Adjustmants
Payable Total: $0.00 Reconciliation Posting

Date Created: 03,/10/2008
Creatad By: Batsy Cormisr Description:

Reconciliation Summary | Pay All Selected Print Paost Abort Save Add Row Delivery

Search Filter: [Show] | |

[Selzct all] [Deselect &l1] Showing Paga 1 of2 b ) I 1 .l Display: | Default (10) x

Agency Bill

Invoice Client Agency Amount
Select Details  Date §0) gill To Palicy No. Line Type Amount  Commission  Rate Type Rate Due Paid Balance
Hudson Property

g
Management, Inc. 55534 Bremium £11,028.00  £110280 o ofAgency
Cormier Broperty Commissian

Management, Inc.

l- @ 07/01/2008 389 20.00 £220.56 30.00 £22056| =

Hudson Property
| B  or/oi/zons zep ManagementIne. pogasapras Bremium $472.00 £70.80

Cormier Property
Management, Inc.

9% of Agency

Commitzion 2000 $14.16 $0.00  $14.16

Hudson Property

g
r B  or/ow/zoos 3ep  MEnasEmentIncpoagesgy Premium £3,500.00 ss25.00 “2ofACENCY oh 00 ci0s.00 s0.00 $10s.00
Cormier Property Commission
Wanagement, Inc.
] B oe/11/2008 =94 Cormizr GL123456 Pramium £48,50000 £8730.00 2 OFASEIEY 000 £3,492.00 $0.00 £2,492.00
Construction, Inc, =208 7t Commissian ' A ' e
.
- B os/31/2008 618 JoltElectric, LLC  BASS7432 Premium £1,500.00 £225.00 é"ofnrr’;gfs’:;nv 40.00  $90.00 $0.00  $90.00
— 53 tac e 1l e o L CEC se o s % of Agency oo ’ ia ;I

reconciliation

After clicking the [Show] link on the screen the filter options are displayed. After entering the search criteria,
click the Search button to return all matches. Clicking the Clear button clears all the fields on the search
filter.
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reconciliation
[save] Search Filter: [Hide] | |
Region: Branch: -
Territory: Department: -
Unit: -
Business Type: |All - Date Type: I-Please Select- 'I
Line of Business: [401K - Group - : | |
401K - Individual Date Rznge: I ﬁ T“’I m
Accident - Individual [ T
ADBD - Group - <= To: |
I Exclude all transzctions where the effective date is after the ssarch ending date,
@ all © paid © Unpaid
Sort Field 1: =] sortorder 1: | | sercField 2: | ~| sert orgerz: - -
Clear

[Select All] [Deselect All]

Agency Bill

Client

Select Details Date Bill To

Hudson Property

r B orouzoos zss

Carmier Property
Hudson Property

07/01/2008 350

- B

Carmier Property

Filter Definitions

Field Label

Management, Inc.

Mznagement, Inc.

Management, Inc.

Showing Page10f2 P W |1 'I Display: | Default (10) =

Agency

Palicy No. Line Type Amount  Commission  Rate Type

2% of Agency

Commission 2000

PKG1224 Premium $11,028.00 $1,102.820 £220.56

O PR

Default (10)

)
o

BASSZ38745 Bremium % of Agency 55 5
Commissian

£472.00

z
™
)

Description

Region and Territory

These identify what region and territory the reconciliation is for and may not be changed
here.

Branch

If the reconciliation is only for one branch under the selected territory, use the drop-
down box to select the specific branch. If the reconciliation is for all branches under the
selected territory, leave blank.

Department

The Department drop-down box is only active if a specific branch is selected. The reason
is that the departments are added at each specific branch. If the reconciliation search
results are for a specific department, first choose the branch and then the department.

Unit

The Unit drop-down box is only active if a specific branch and department is selected.
The reason is that the departments are added at each specific branch and the unit is
added to specific departments. If the reconciliation search results are for a specific
department and unit, first choose the branch, department and then the unit.

Region:

Territory:

Atlantic Branch
AB-Acc/DBE-Cash Peop »

Branch: w

Department:
W

Unit: | Personal

Date Type

When searching for invoices within a set date range, it is possible to identify what dates
to return. Choose either Date Booked or Effective date of the invoice.

Date Range

The date range from and to will return all posted, open invoices for the selected date
type within the date range entered.

Amount Range

If looking for amounts within a specific range amount, enter from and to amounts.

Business Type

Allows specific types of business to be filtered to simplify locating the invoices. Use the
drop-down box to choose from All, Personal Lines, Commercial Lines, Benefits, Bond or
Financial Services.
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Field Label Description

If looking for invoices for a specific line of business, select the line of business. If
Line of Business multiples are needed, press the control key on the keyboard and click on each line to be
included. If none are selected all will be returned.

Exclude all transactions where the
effective date is after the search
ending date.

Click to place a check in the box to exclude transactions where the effective date is after
the ending date range entered.

If none are marked all invoices meeting other search criteria are returned. If All is
marked both paid and unpaid invoices are returned and if unpaid is marked only unpaid
invoices are returned. Unpaid invoices are returned only if the agency’s People Payable
posting rules are to Pay on Invoiced or Pay on Partially Paid.

All/Paid/Unpaid

The sort orders 1 and 2 fields allow the invoices to be displayed in a particular order. Sort
Sort order in ascending or descending order for Date, Name, Policy Number or Amount. The sort 1
will be the first sort and sort 2 the sub sort.

Once the search results are returned, there may be more than one page of invoices. To get to the invoices
on other pages, use the Navigation Arrows at the top of the list to navigate:

m  Single Page Forward »

m  Single Page Back <«

m  Last Page P |

m  First Page | <4
The drop-down box to the right of the arrows with the number 1 displaying allows the selection of any
available pages so it is possible to quickly jump to a page in the middle (such as page 3). Just find the

number and click to go to the selected page. The Display drop-down box on the right allows more than the
defaul tnumber of items to display. Use the drop-down box to select the number desired.

To manage your workspace, use the Maximize/Minimize |[B| button on the upper right of the transactions
list; use the page navigation links to move through pages; use the Display list to control the number of items
per page and use the scroll bar to view all transactions if a view is selected that does not limit the number
of items per page.

Search Clear
[Select All] [Deselect All] Showing Page 1 of 2 P W |1 v[ Display: | Default (10) =
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reconciliation
[Save] Search Filter: [Show] —
[Select All] [Deselect All] Showing Page 1 of 2 b M Il_;l Display: |s
Agency Bill
TInvoice Client
Select Details  Date i) B|IITo Policy No. Line Type Amount Commssoun Rate Type  Rate AmountDue Paid Balance
g
- B os/zi/z008 518 JoltElectrics  paggra32 Bremium £1,500.00 £225.00 g’ﬂfﬂ'f:ﬁ;’l‘n‘n" 40,00 £90.00 £0.00 £90,00
Jolt Electric, " % of Agency
I B ososizoos szo e AWC9E7234 Bramium $1,500.00 $12000 2TV 4000 $48.00 £0.00 £48.00
s
r B ososzooe szo  OMElRTMIS o caarpaa Bremium ($1,500.00)  ($120.00) g’ufnrr’:f;’:u‘"" 40,00 [$48.00) 50,00  ([$48.00)
@ Jolt Electric, . %% of Agency
- 08/05/2008 620 AWCIE7234 Bremium $1,500.00 $:12000 97 4000 $48.00 £0.00 £48.00
T B os/os/zoos s22 JoleElectrics \coge7234 Premium $1,500.00 s1zoop POFAEENCY 4h 00 £48.00 £0.00 £48.00
LLe Commizsion
| B os/zi/zo0s s23 JoltElectric,  pagg7432 Bremium ($1,500.00)  [$225.00) gf:::ﬁ;’:ﬂ‘: 40,00  ($90.00) $0.00  ($90.00)
- B os/z1/z008 24 JoltElectrics  paggrazz Premium £5,800.00 sero00 POTAEY 4p00 s3seo0 5000 $348.00
LLe Commission
Cormisr
r B os/z7/2008 634 Construction,  GL123456 Premium ($25,000.00) [%4,500.00) "é‘ufr‘:r':lg:s’:gn" 40.00 ($1,800.00) $0.00 ($1,800.00)
Inc.
This Page Total: (£15,200,00) (£2,390.00) ($1,356.00) 0,00 ($1,356.00)
All Pages Total: ~ $8,800.00  £1,110.00 544400 30.00  $444.00
All Selected Items Total: £0.00 £0.00 £0.00 £0.00 30,00
[Select All] [Deselect All] Showing Page 1 of 1 [i= Display: [ Default (6) =
Invaice Client Amount
Salect Details  Date m Bill To Policy No. Line Type Amount Commlsslnn Rate Type Rate Due Paid  Balance
I~ [ os/oizooe 670 JazenBrown PAU1ZZ4S Bremium £5,850.00 sssaso e OFAEECY  o00 sazer.e0 o0 $397.80
Commizsion
Theedare ; % of Agency
r B ososizoos 671 oS PAU12346 Bremium £1,780.00 s21360 SO ARV 4000 58544 3000 $85.44| .|

To include the invoices on the worksheet after filtering the list, click the box in the Select column to place a
check mark indicating the item should be included as payment in full. The [Select All] link may also be used
on each page to place a check in all filter results. Make sure to select both Agency and Direct Bill if all are
being paid.

reconciliation

[Save] Search Filter: [Show]

[Select All] [Deselect All] Showing Page 10f2 P W [1 = Display: [5

Agency Bill

Invoice Client Amount
Selact Details  Date by Bill To Palicy No. Line Type Amaunt Cnmmlsslnn Rata Type Rate Due Paid Balance
F B ogsuzoos  sis  JOERECTIC pioerans Premium £1,500.00 £235.00 Z"U;F:HQ:;I‘DCH" 40,00  £50.00 $0.00 £50.00
¥ B os/os/zoos ezo  JOMtElECHic hcgggoaa Pramium £1,500.00 £120.00 % of Agency 45 0 $48.00 $0.00 $48.00
L g Commission
P
¥ B osioszoos  ezo0  POMEESIC ncogrzas Pramium ($1,500.00) ($120.00) gﬂ:nfrﬁg:;:nv 40,00 (£48.00) $0.00 ($48.00)
F B osiosizoos  szo  TEECTC apcosrzas Premium £1,500.00 £120.00 S of Agency 4o nn c4g00 $0.00 $48.00
LLe et ' Commission ! g ! '
5
¥ B os/os/zoos  szz OB ngaroza Premium £1,500.00 £120.00 o of AGENSY 4500 s4s.00 $0.00  $48.00

Commission

Thiz Page Total:  $4,500.00 £465.00 £186.00 30.00 £186.00
All Pages Tot £8,800.00 $1,110.00 £444.00 $0.00 £444.00
All Selected Items Total:  $4,500.00 $465.00 $186.00 30.00 $186.00

[Select All] [Deselect All] Showing Page 1 of 1 1= Display: IDEfault (&) =

Direct Bill

Invoice client Amount
Select Details  Date 0 Bill To Policy No. Line Type Amount Cnmmlssmn Rate Type Rate Due Paid Balance
5
~ B o0s/01/2008 €70  JasonBrown PAU1Z34S Premium £5,850.00 £994.50 % of Agency 000 £357.80 $0.00  £397.80
Commizsion
Theedare ; % of Agency
W B osjos/zoos &7 pooCorS  PAUL234s Bremium £1,780.00 521360 S OSSNV 4000 58544 3000 $85.44
. L
7 B o08/01/2008 686  JasonBrown PAU12345 Pramium £5,850.00 £994,50 gﬂfﬂrr’:f;’:u‘"" 40,00  $397.80 $0.00 £397.80
Theodore . % of Agency
B osjos/zoos  es7 AoocoT® paULz3ds Bramium £1,780.00 s213.60 S 0S8 4000 $85.44 3000 $85.44
3
W B  o0s/05/2008 688 Mark Cormisr PAU1Z347 Bremium £6,348.00 761,76 % of Agency 20,00 $152.35 $0.00 £152.35 -

Commission
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To identify that only a partial amount has been paid, click the Details I%? icon beside the invoice. When
the Payment window is displayed, enter the amount of the payment and the description then click the OK
button to return to the list of invoices.

Payment mure

Date: 09/02/2008

Comm.
Amount: 30.00
Amount: |2.00 Balance: 88.00

Description: |Partia| Payment

Ok I Cancell

This item shows a gray box with a check in it and the amount entered $2.00 is displaying in the Paid column
on the right and the balance showing a reduction of $2.00.

Once all the invoices have been identified and selected, click the Pay All Selected link on the Navigation
toolbar. If you have maximized your workspace, click the Maximize/Minimize button to minimize the
workspace and display the reconciliation header Navigation Toolbar.

reconciliation

Quick Navigation

Reconciliation ID: &8 Receipt Total: $0.00
Entity Type: People Disbursements Totzl: £0.00 Header
Name: Betsy Cormier Adjustments Total: $0.00 Receipts/Disbursements
Transactions
Posted: |7 Income/Receivable Total: £0.00 Adjustments
Payable Total: $0.00 Reconciliztion Posting

Date Crested: 09/10/2008
August 2008 Commissions

Created By: Betsy Cormier Description: Due

Reconciliation Summary | Pay All Selected Print Post Abort Save Add Row Delivery

Search Filter: [Show]

[Select &ll] [Deselect All] Showing Page 1 of 2 b N Il_;l Display: h

Invoice  Client Agency Amount
Select Datails  Date i) Bill To Policy No. Lina Type Amount  Commission  Rate Type Rate Due Paid Balance
¥ B oszizoos sie  JOEECTIS pagesaas Premium £1,500.00 szason  POFAEENCY  n00 :s0.00 000 ss0.00
L Commission
|§ Jalt Electric, % of Agency
~ 08/05/2008 620 AWCI87234 Premium £1,500.00 $120.00  EOPASERY 4n00  $48.00 5000 $48.00
¥ B osioszoos  ezo  TOEECTE 4icgernza Premium (£1,500.00) (£120.00) :g‘o:nrr‘;g:;:"" 40,00 ($48.00) $0.00 (s48.00)| ]
@ Jolt Electric, % of Agency
~ 08/05/2008 620 AWCS87234 Premium £1,500.00 t12000  2OFASENSY 500 t4s00 s0.00 4300
F B osos/zoos  eza  JOMTERCS oaginag Bremium £1,500,00 £120.00 g‘;ﬂrr’;g:l‘;"" 40,00 £48.00 50.00 £48.00
This Page Total:  $4,500.00 £455.00 £186.00 $0.00 5186,00
All Pages Total:  £8,800.00 £1,110.00 £444.00 $0.00 5444,00
All Selected Ttems Total:  £4,500.00 £455.00 £186.00 50.00 5186.00

Showing Page 1 of 1 | i Display: | Default (6) =

A confirmation of the selections is displayed. Take a look at the information and if it is correct, click the OK
link to include all the selections.
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Pay All Selected rm-"e

Agency Bill:
Total Items Selected: 5 Total Selected Amount: £186.00
Total Amount Paid: $186.00
Direct Bill:
Total Items Selected: 6 Total Selected Amount: £1,121.71

Total Amount Paid: $1,121.71

Click OK to accept the items as selected or Cancel te return te reconciliation process,

Ok Cancel

The select check box is grayed with a checkmark in it and the Pay All Selected link on the Navigation toolbar
is inactive. If transactions are listed on more than one page, navigate to the next page; select all transactions
to be paid on that page.

[Reconciliation Summary [ Pay All Selected | Print Post Abort Save Add Row Delivery || |

Search Filter: [Shoud | |
[Selzct All] [Deselect All] W 4 Showing Page 2of2 PN (2 'I Display: IDEfauIt (10) =

Agency Bill

Agency Amount
Line Type Amount Commission RateType  Rate Due Paid  Balance

Jole Electrie, 5 agg7432 Premium £5.800.00 sg70.00 EOFASENSY 4o00 szaso0  0.00  $348.00

B os/zi/zoos  eea Commiszian

The Pay All Selected link is once again active. Click Pay All Selected on the Navigation toolbar; click OK to
confirm payment of the selected items.

The Payable Total in the reconciliation header refreshes with the new total of paid items.

Change the transaction Display selection to show All transactions. This may be used to display all and select
all transactions for payment at once, or to verify that all items have been paid.

Search Filter: [Show]

Showing Page 1 of 1 |1 - Display: | All (25) hd

[Select All] [Deselect All]

Agency Bill
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Handling Adjustments

To enter an adjustment such as a reimbursement for a charge such as gasoline or charge back for postage
that the employee owes the agency, click on the Quick Navigation > Adjustments link on the right side of
the screen. Click the Add Row link on the Navigation toolbar below the header.

reconciliation

Quick Navigation
Reconcilistion 1D: 88 Receipt Total: $0.00
Entity Type: People Disbursements Total: $0.00 Header .,
omo oo B Adjustments Total: $0.00 Receipts/Disbursements
Transactions
Posted: [N Income/Recsivable Total: £0.00 f e P
Payable Total: £5,600.69 Recanciliztion Posting
Date Created: 09/10/2008 Virtus| Disbursement Total: $5,600.63
Created By: Betsy Cormier Description: g:‘i““zms SEROHEHEDS
Reconciliation Summary | Pay All Selectad Print Past Abort Save Add Row Delivery
General Ladger
Account Number Description Debit Credit 1099 _LID # Remove
I | | 0.00 | vod M ] o B
Totals: £0.00 £0.00
Total to write off: $0.00 £0.00

Click the Ellipsis E] button to search for the account number the entry will be posted to. Make certain to
post the adjustment to the correct level by using the Branch, Department and Unit drop-down boxes before
searching for the account number. Enter the search information for the GL account and click the Search
button. Click the correct account number and the OK button to return to the reconciliation adjustments
screen.

reconciliation

Quick Navigation

Reconciliation ID: 88 Receipt Total: $0.00
Entity Type: People Disbursements Total: %$0.00 Header .
Name: Betsy Cormier Adjustments Total: $0.00 Recelpts;_D\sbursements
Transactions
Posted: | Income/Receivable Total: $0.00 Adjustments
Paysble Total: $5,600.69 Recenciliation Pesting
s B
Date Crasted: 03/10/2008 VRET ~ https:/ [nexweb22 nexsure.com/? =lo| x|

Created By: Betsy Cormier Nexsure Accounting

EBranch:|B C Insurance Agency
Departmeant: [ Commercial Lines [l
Unit: [ =

General Ledger et :
Classification: A

Account Number A e

Group: v

Type: v

Filter part of the general ledger number or name or both and click "Se=rch".
Hame Genersl Ledger Number

Search I

Reconciliation Summary | Pay All Selected Print Posi

veh

Selact the general ladger number:

02.001.0001.001.00.540100 - Vehicles-Gas and Oil

OK Cancel I
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Enter a description for the entry and the amount of the adjustment. Enter the adjustment amount in the
Debit column to reimburse the employee, increasing the Virtual Disbursement Total. If the adjustment is
a charge back, enter the amount in the Credit column to reduce payment to the employee, decreasing the
Virtual Disbursement Total.

reconciliation

Quick Navigation
Recencilistion 1D: 88 Receipt Total: £0.00
Entity Type: People Disbursements Total: £0.00 Header
Name: Betsy Cormier Adjustments Total: £418.00 zeais Brelnreanans
Transactions
Posted: [T Income/Recsivable Total: $0.00 P e
Payabls Total: $5,600.69 Recanciliation Posting
Date Creatad: 09/10/2008 Virtus| Dishursement Total: $6,018.69
Created By: Betsy Cormier Description: ’;:2““ 2008 Commissions
Reconciliation Summary | P=y All Selectad Print Past Abort Save Add Row Delivery
General Ledger
Account Number Description Dabit Credit 1009 _LID # Remove
[02.001.0001.001.00.540100 Vehicles-{ s [Gas Reimbursermen: | 480.00 [ 0.00 [ I 0 ]
[02.001.0001.001.00.641000 General O .. [postage Expense | | 0.00/ | s200 0 .| o &R
Totals: £480.00 $62.00
Total to write off: £0.00 £418.00

To add the line item distribution, use the Ellipsis E] button on the right of the screen to the left of the
Remove % icon for the line item distribution.

Reconciliation

‘ Pay All Selected Print ‘ Post | Abort Save Add Row Delivery
Summary
A
General
Ledger
Account Number Description Debit Credit LID # Remove)
45.00
02,001.0001.04%,00,560001 Personal-. [3 Postage 0.00 5.00 @ 1 %

Totals:

Click the Add link and the Employee is the Entity Type default, so this does not need to be changed. Enter
at least 2 characters of the employee name to the left of the search button and then click Search to return
a list of matching names. Click to highlight the employee for the line item distribution. Enter the amount to
allocate to the selected employee. In this case a credit amount is needed, so enter a minus (-) in front of the
amount and click the OK button to add the line item distribution.
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Entity Type: I Employees *I

Enter at least 2 characters of the name and click

search.
Select
Name

Mark Cormier

Amount:

-62.00

Click OK to confirm selection or Cancel to return to
previous screen.

Ok Cancel

The addition is added at the bottom of the screen.

Line Item rmum

reconciliation
Quick Navigation
Reconciliation ID: 88 Receipt Total: $0.00
Entity Type: People Disbursements Total: £0.00 Header ’
Mame: Betsy Cormizr Adjustments Total: $418.00 HEETns DshireswEE
Transactions
Dosted: [ Income/Receivable Total: £0.00 Adjustments
Payable Total: $5,600.69 Reconciliation Posting
Date Created: 09/10/2008 Virtual Disbursement Total: £6,018.69
Created By: Betsy Cormiar Description: ’S:g”“ EEE RS ETS
Reconciliation Summary | Pay All Selactad Print Post Abort Sava Add Row Delivery
General Ledger Il
Account Number Description Debit Credit 1000 LID # Remove
[02.001.0001.001.00.540100 vehicles—{ o]  [Gas Reimbursemen’ | 450.00 | vod M L] o B
[02.001.0001.001.00.64 1000 General O | |Postage Expense | 0.00 | s2.00 [ | 0 B
Totals: £430.00 £52.00
Total to write off: $0.00 $418.00
Line Ttem Distribution [ Add] |
Details Entity Type Name Distribution Amount Remove
&3 Paople/employees Batsy Cormiar -$62.00 E]

Line item distribution details can only be found on the employees file at the Territory level on the accounting

transactions tab. The list may be viewed, exported and/or printed.
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ORGANIZATION PROFILE | ALL EMPLOYEES |

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS

ALL LOCATIONS

Bookmarks

HOME | HELP | SETUP | LOGOUT

alectad W

and | Add | Remon

Organization Name: Training ORG 3
organization
Training ORG >> Betsy Cormier
Previous Page
card file regions territaries branches departments locations employees accounting wvendars
employes detail identity  additional logins security accounting transactions
[ Export] [ Prin
Filter: [Shown]
Transaction Transaction Payee/ Check # Or Date Date
Details Type 1D Payor Reference Description Amount _Created By  Created Booked  Posted Processed
-~ Reconciliation a8 Betsy Cormier August 200%&"‘"’"""'55'“‘”5 ($62.00) Betsy Cormier 09/10/2008 09/10/2008 [# -
accounting transactions security  additienal logins identity  employee detail
wvendors accounting  employees  locatiens departments branches territories regions card file
organization

Clicking the Quick Navigation > Reconciliation Posting link on the right side of the screen shows all the

entries to the General ledger.

reconciliation

83
People

Reconciliation ID:
Entity Type:

Name: Betsy Cormier

r

Posted:

Date Created: 09/10/2008

Income/Receivable Total:

Receipt Total: $0.00
Disbursements Total: $0.00
Adjustments Total: $418.00
$0.00
Payable Total: $5,600.69
£6,018.59

Wirtual Disbursement Total:

Created By:

Betsy Cormier

Description:

August 2008 Commissions
Due

Quick Navigation

Header
Receipts/Disbursements
Transactions
Adjustments
Reconciliation Posting

Reconciliation Summary | Pay All Selected Print Abort Save Add Row Delivery
02,001,0000,000,00,201000 People Comm Payable-Dus £57.00 £0.00 A
02,001,0000.000.00,201000 People Comm Payable-Dus £0.00 $57.00)
02.001.0000.000.00.201000 People Comm Paysble-Dus £25.50 £0.00
02,001,0000.000,00.201000 People Comm Payable-Dus $425.00 $0.00
02.001.0000.000.00.201000 People Comm Payable-Dus £0.00 £425.00
02,001,0000.000.00,201000 People Comm Payable-Dus £340.00 £0.00
02.001.0000.000.00.201000 People Comm Payable-Dus £0.00 £340.00
02.001.0000.000.00.201000 People Comm Paysble-Dus £1,800.00 £0.00
02,001,0000.000,00.201000 People Comm Payable-Dus 522056 $0.00
02.001.0000.000.00.201000 People Comm Payable-Dus $14.16 $0.00
02,001,0000.000.00,201000 People Comm Payable-Dus £105.00 £0.00
02.001.0000.000.00.201000 People Comm Payable-Dus £3,452.00 £0.00
02,001,0000.000,00,201000 People Comm Payable-Dus £0.00 £50,00]
02,001,0000.000,00.201000 People Comm Payable-Dus $0.00 £1,800.00
02.001.0000.000.00.201000 People Comm Payable-Dus $72.00 $0.00
02,001,0000.000.00,201000 People Comm Payable-Dus £0.00 £72.00)
02.001.0000.000.00.201000 People Comm Payable-Dus $111.00 £0.00
02,001,0000.000,00,201000 People Comm Payable-Dus £83.76 £0,00
02,001,0000.000,00.201000 People Comm Payable-Dus £34.00 $0.00
02.001.0000.000.00.110910 Reconcilistion Clearing Acct £0.00 £6,018.69)
02,001,0001,001,00,540100 “ehicles-Gas and Oil $480,00 $0,00

Total: $8,060.60 $8,060.60 -

To complete the Process, click the Post link on the Navigation toolbar. The Post Reconciliation screen is
displayed providing an opportunity to review the posting. Once confirmed that the posting is correct, click

the OK button to complete the post.
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Post Reconciliation

nexsure

Reconciliation Total: %$6,018.69
General Ledger Posting Account Description Debit Credit j

02,001,0001,001.00.641000 General Office Expanse =0.00 62,00
02,001,0000,000,00,201000 People Comm Payable-Due £50.00 50,00
02.001.0000,000.00.201000 People Comm Payable-Due £48.00 £0.00
02.001,0000,000.00.201000 People Comm Payable-Due £0.00 $42.00
02.,001,0000,000.00.201000 People Comm Payable-Due £48.00 £0.00
02.001,0000,000.00,201000 People Comm Payable-Due £48.00

1|

Click OK te procesed or Cancel te return to reconciliation,

Notice that the Post link on the Navigation toolbar is no longer available.

£0.00
_'I_I

oK I Cancell

reconciliation

Reconciliation [D:
Entity Type:
MName:

Posted:

a3 Receipt Total: £0.00
People Disbursements Total: $0.00
Betsy Cormier Adjustments Total: $418.00
I i :
I 9/10/2008 Income/Receivable Total: $0.00
Payzble Total: $5,600.69

Quick Navigation

Header
Receipts/Disbursements
Transactions
Adjustments
Reconciliation Posting

Date Created: 09/10/2008

Created By: Betsy Cormier

Description:

Wirtual Disbursement Total: $6,018.69

August 2008 Commissions

Du=
Reconciliation Summary | Pay All Selected Print Abort Save Add Row Delivery
Reconciliation Details -
| Account Number Account Description Debit Credit]

A remittance advise may be printed by clicking the Print link on the Navigation toolbar and selecting People
Remittance Advice from the drop-down box and clicking the OK button. This may be used to attach to the
statement for your records and serve as a reminder that the disbursement still needs to be done.

PAGE 488

Dimensional’
Technologies



NEXSURE® TRAINING MANUAL - ACCOUNTING CHAPTER 12

reconciliation

Quick Navigation

Reconciliation ID: 88 Receipt Total: £0.00

Entity Type: People Disbursements Total: $0.00 Header
Name: Betsy Cormier Adjustments Total: $418.00 _'};!::S‘I;t:tfi'g’:b“fsements

Income/Receivable Toral: £0.00
Payable Total: $5.600.65

Adjustments
Recenciliation Posting

Postad: ¥ g/10/2008

Date Created: 09/10/2008 Virtual Disbursement Total: $6,018.69

August 2008 Commissions
Due

Created By: Batsy Cormier Description:

‘ Reconciliation Summary‘ Pay All Selected | Print

R

SO & ¢ el

Print Selection

People Remittance Advicejid

Tip

ReconlD : 88 Select summary or remittance advice. Press OK to print
Date Booked + 09M0/2008 selection or Cancel to return to Reconciliation screen.
Date Created : 09/10/2008
Creatzd By : Betsy Cormier Cancel ions Due
Date Effecrive Name Invoice Folicy Number  Folicy Mode  Line of Business Trans Amount Agency Comm
Booked Date Type Commission Cale
Agency Bill
08/01/2008 D8/11/2008 Cormier Construction, Inc. 384 GL123458 MNew General Liability - Premium $48.500.00 $8.730.00 40.00 %A

Commercial b
0B0%2008 07012008 Comier Construction, Inc 633 BAZAT456 Renaw Auto - Commercial Fremium $32,000.00 32,720.00 20.00 %A
08032008 07/01/2008 Cormier Construction. Inc. 833 BAET456 Renaw Auto - Commercial Premium $32.000.00 $2.720.00 m.u(i%n =

3

Click the Reconciliation Summary link on the Navigation toolbar to exit the reconciliation.

Issuing Disbursement for People Payables

If a Virtual Disbursement Total is on the reconciliation header, this indicates a disbursement would need to
be added to issue payment.

reconciliation

Reconciliation ID: 88 Receipt Total: 30.00
Entity Type: People Disbursements Total: $0.00
Mame: Betsy Coermier Adjustments Total: $418.00
Posted: [7 5/10/2008 Income/Receivable Total: $0.00
Payable Total: $5,600.69
Date Created: 03/10/2008 Wirtual Disbursement Total: $6,018.69
Created By: Betsy Cormier Diescription: gﬂaust HRE EEmmISETE NS

Navigating to the disbursements tab is done by clicking the ORGANIZATION link on the primary menu. Click
the territories tab and click the Details icon for the territory where the disbursement is to be added.
Click the accounting tab, the transactions tab and the disbursements tab to bring up the disbursement
summary screen. If there are no results displayed, then the organization is new and no disbursements have
been previously done or the filter dates are out of range.
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organization

Training ORG >> B C Region >> B C Insurance Agency, Inc.
Pravious Page

card file  branches lacations employess  accounting = wvendors entity asseciations
summary | setup inveicing setup | general ledger  bank accounts transactions | batch summary
transaction summary  journzal entry  disbursements receive payments deposit accounts payable reconciliation invoices

Salact Bank Account:

Filter: [Show] [Add Mew Disbursemant]

Bank of America 011101101 Operating

[Select All] [Deselect All] [Create Print Batch] [Add To Existing Batch]
lectDetailsPayee  Disbur. ID Check Number Description Amount  Created By Date i ]

To add the People Payables Disbursement for the Reconciliation Worksheet, first select the bank account
to enter the disbursement for in the Select Bank Account drop-down box located on the upper left of the
disbursement summary screen. Then click the [Add New Disbursement] link located in the upper right of
the Disbursement Summary screen.

After clicking the [Add New Disbursement] link the Select Entity window is displayed. This window allows
searching for the entity the disbursement is for. In the Entity Type drop-down box select Employee and
in the field below the type enter at least 3 characters of the entity name. To activate the search, click the
Search button to the right of the field. All matches to the characters entered are displayed in the box below
the label Select Name. Click to select name and click the OK button on the bottom of the window to add the
disbursement. Clicking the Cancel button will abort the process.

Disbursement mure

Select Entry:

Entity Type: |Employee 'I

Enter at least 3 characters for Entity Name,
Location Name, and/or Address and click search.

corm Search

Select Name:
’Mark Cormier

Select Address:

123 Main St -

Click OK to confirm selection. Cancel to return to
summary.

ox | [concl]

After clicking the OK button, the disbursement is added.
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disbursements

Disbursement 1D: 83 Entity Type: Employee Qu_":k Rayoation
) Disbursement Header
Posted: [T Payss: Betsy Cormisr General Ledger
Cleared: [~ Bank Name: Bank of America Accounts Payable
Date Booked: Bank Account =: 209302025 Reconcilistion
Disbursement Posting
GL Account: 02.001.0000.000.00.100000 Trust Account
Date Created: 9/10/2008 Balance: $150,816.55
Crestzd By: Betsy Cormier Disbursemeant Amount: $0.00
Estimated Balance: £150,816.55
Check =:
Description:
Disbursement Summary | Pay All Selected Print Past Abort Save Add Row
* indicates required fisld =

Payes: Betsy Cormizcr
123 Main St

Capac, MI 48014 United States

Date Booked: |gj1_u/2uus E-

Dizbursemeant Methad: | Check

Check =: |

Nexsure Tip

Leave the Check # field blank to zllow the system to assign the next available
check = at the time of printing or enter a check = manually.

Description: =
(50 Char, Max) H
Internal Mots: 1=l

(250 Char. Max)

disbursements

There are three sections in the Disbursement screen: Disbursement Header, Quick Navigation, and Input
Fields.
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Section Description

Disbursement Header

The Disbursement Header section is located at the top of the tab with a shaded
background. It summarizes the entire disbursement.

Header Definitions:
> Disbursement ID: System-generated used to identify the disbursement.
> Entity Type: Identifies the type of disbursement.
»> Payee: The name of the Entity selected for the disbursement.

> Date Posted: System generated date is the date the disbursement was actually posted.
When posted the box will contain a check.

» Cleared: A box with a check inserted indicates that the disbursement has cleared
the bank. This is done when reconciliation of the bank account is completed by the
organization.

> Date Created: System-generated disbursement creation date.

» Created By: The logged in User name is placed here at the point the disbursement is
added.

» Bank Name: The bank name the disbursement is being added is selected prior to
adding the disbursement on the disbursement summary screen and displays here on
the header.

» Bank Account #: The bank number the disbursement is being added is selected prior
to adding the disbursement on the disbursement summary screen and displays here
on the header.

» GL Account Number: This number is assigned when the bank account is added to the
territory. When the bank is selected prior to adding the disbursement that determines
what displays in the header.

» Balance: The balance is the bank balance at the time the disbursement was added.

> Disbursement Amount: Once entries for the disbursement are made, the total of the
disbursement amount is added to the header.

» Estimated Balance: The estimated balance shows the balance subtracting the amount
of the disbursement from the balance at the time the disbursement was added.

» Check Number: The check number should not be entered on the check unless adding a
check out of sequence. The check number is entered based on the last check printed.
The number is assigned and stored when the check is printed.

> Description: The description entered in the first description box on the disbursement
displays here in the header when the Save link on the Navigation toolbar is selected.

Quick Navigation

Located on the upper right side of the tab, there are links used to access different sections
of the disbursement. This provides the user the flexibility to select the necessary links for
the disbursement.

Input Fields

Input Fields are located at the bottom portion of the screen. The displayed input fields
correspond with the selected bolded link on the right side of the screen (Quick Navigation).

Quick Navigation Link Definitions
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Link Description

Any adjustments not included on a statement where the amount does not affect the
amount due on a client invoice such as advertising fees would be added on this link.

General Ledger

Use this link to locate and select all the Accounts Payables added and posted for future

QesotiEevable disbursements.

This link is used when the reconciliation has been added prior to adding the disbursement.
Selecting a reconciliation worksheet in a disbursement will reduce the reconciliation clearing
account for the selected reconciliation amount.

Reconciliation

Contains all the General Ledger entries that are generated for the selected disbursement.
Posting entries do not display until items have been included and/or entries have been
made.

Disbursement Posting

After entering data into the input fields on the first page, click the Save link on the Navigation toolbar or click
one of the links on the right to save entries.

disbursements

Quick Navigation

Disbursement [D: 83 Entity Typs: Employee !
Disbursement Header
Posted: [ Payes: Betsy Cormier General Ledger
Cleared: [ Bank Nama: Bank of America Accounts Payable
Dat= Booked: 9/10/2008 Bank Account = 209902025 Reconciliation
Disbursement Pasting
GL Account: 02.001,0000,000,00,100000 Trust Account
Date Created: 9/10/2008 Balsnca: $150,816.55
Created By: Betsy Cormiar Disbursement Ameount: £0.00
Estimatec Balance: $£150,816.55
Check =
Description: 08&/2008 Comm Dus incl Gas Ex..
[Disbursement Summary| Pay Al Selected | Print [ Post [ Abort [ Save [ Add Row |

To select the reconciliation for this statement, click the Quick Navigation > Reconciliation link located on the
right side of the screen to bring up the Reconciliation screen. Click the [Add New Reconciliation] link located
just below the Navigation toolbar on the right.

disbursements

Quick Navigation

Disbursement ID: 93 Entity Type: Employes
. Disbursement Header
Posted: [ Payee: Bersy Cormier General Ledger
Cleared: [ Bank Name: Bank of America Accounts Payable
Date Bocked: 5/10/2008 Bank Account =: 209302025 Reconciliation )
Disbursement Posting
GL Account: 02.001,0000,000.00,100000 Trust Account

Date Created: 5/10/2008
Created By: Betsy Cormier

Balance: §150.816.355
Disbursement Amount: £0.00
Estimated Balance: £150,816.55
Check =:

Description: 08/2008 Comm Due incl Gas Ex..

[Disbursement Summary[ Pay All Selected Print Post Abort Save Add Row
Reconciliations [Ade New Recancilistion]
| petaits Name Rec 1D Description Debit Amount Credit Amount Date Created Remove |

Any reconciliation worksheet added for the selected entity is displayed. If more than one should be included
with the disbursement, click in the box in the select column to choose selected ones or the [Select All] link
above the list on the left. Clicking the [Deselect All] link will clear the selections.

Dimensional’
Technologies

PAGE 493



CHAPTER 12

NEXSURE® TRAINING MANUAL - ACCOUNTING

nexsure

Amount
Select Details Name Rec ID Description Debit Credit Date Created
I- - Betsy Cormier 88 Reconciliation Clearing Acct £0.00 £6,018.69 S/10/2008

OK | Canc:ell

After selecting the reconciliation the disbursement is being issued for, click the OK button. The selected
reconciliation worksheet is added to the disbursement.

disbursements

Disbursement ID:
Postad:

Cleared:

Date Booked:

Date Creatad:
Created By:

83
W
=

9/10/2008

9/10/2008
Betsy Cormier

Entity Type:
Payee:

Bank Name:
Bank Account =;
GL Account:

Balance:
Disbursement Amount:
Estimated Balance:
Check =:

Description:

Employee

Betsy Cormier

Bank of America

203902025

02.001.0000.000.00.100000 Trust Account

£150,816.55
£6,018.69
£144,797.86

08/2008 Comm Due incl Gas Ex...

Quick Navigation
Disbursement Header
General Ledger
Accounts Payable
Reconciliation
Disbursement Posting

|D|'sbursement Summary| Pay All Selected Print Post Abart Save Add Row
Reconciliations LA on]
Details Name Rec ID Description Debit Amount Credit Amount Date Created Remove
- Batsy Cormier 28 Reconciliation Clearing Acct $0.00 $6,018.63 5/10/2008 El

Using the General Ledger Link

If a fee or write-off was not included on the worksheet and still must be added so the amount of the
disbursement is correct, click on the Quick Navigation > General Ledger link.

disbursements

Disbursement ID:
Posted:

Cleared:

Date Booked:

Date Created:
Created By:

a3
r
r

9/10/2008

9/10/2008
Betsy Cormier

Entity Type:
Payse:

Bank Name:
Bank Account =:
GL Account:

Balance:
Disbursemant Ameunt:
Estimated Balance:
Check =:

Description:

Employes

Betsy Cormisr

Bank of America

209902025

02.001.0000.000.00.100000 Trust Account

$150,816.55
£6,018.69
$144,797.86

08/2008 Comm Due incl Gas Ex...

Quick Navigation
Disbursement Header
General Ledger
Accounts Payable
Reconciliation
Disbursement Posting

Disbursement Summary

Pay All Selected

Print

Post Abort

Add Row

General Ledger

Account Number

02.001.0000.000.00,100000 Trust Account

Description Debit

Credit 1000 LID # Remove

08/2008 Comm Due incl
Gas Exp less Off Reimb
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Click the Add Row link on the Navigation toolbar. Click the Ellipsis E] button to search for the account
number the entry will be posted to.

disbursements

Disbursement ID:
Posted:

Cleared:

Datz Booked:

Date Created:
Created By:

83 Entity Type: Employee
r Payse: Betsy Cormier
il Bank Name: Bank of America
9/10/2008 Bank Account =: 209902025
GL Account: 02.001,0000,000.00.100000 Trust Account
9/10/2008 3

Betsy Cormier

Disbursement 163 https eb22.nexsure.com[? :

=5l

Quick Navigation

Disbursement Header
General Ladger
Accounts Payable
Recaonciliation
Disbursement Posting

Des

Disbursement Summary

Pay All Selected Print

Ganeral Ladger

Account Numbar

02.001.0000.000.00.100000 Trus

Branch: I B C Insurance Agency. 'I
Departmant:lCnmmErc\al Lines 'I
Unlt:l 'I

Classification: | All -
Group: B
Type: -

Filtar part of the genaral ladger number or nama or both and click "Search”.
Name General Ledger Number

wehicle
Search

Selact the general ledgar number:

02.001.0001.001.00.540100 - Vehicles-Gas and Qil

OK Cancel

Remove

Make certain to post the adjustment to the correct level by using the Branch, Department and Unit drop-
down boxes before searching for the account number. Enter the search information for the GL account and
click the Search button. Click the correct account number and the OK button to return to the General Ledger

screen.

Enter a description for the entry and the amount of the adjustment. If the amount is a credit, just enter the
amount in the credit column without a (-) as it is not needed.

disbursements

uick Navigation
Disbursement ID: 83 Entity Type: Employee Q ; 9
Disbursement Header
Posted: [ Payse: Betsy Cormier General Ledger
Clezred: [T Bank Name: Bank of America Accounts Payable
Date Booked: 3/10/2008 Bank Account =: 209302025 Recenciliztion i
Disbursement Posting
GLAccount: 02,001.0000,000.00,100000 Trust Account
Date Created: 9/10/2008 Balance: $150.816.55
Created By: Betsy Cormier Disbursement Amount:  §6,077.23
Estimated Balance: $144,739.26
Check =:
Description: 08/2008 Comm Due incl Gas Ex..
Disbursement Summary | Pay All Selacted Print Post Abart Save Add Row
General Ledger
‘Account Number Description Debit Credit 1000_LID # Remove
08/2008 Comm Due incl
02,001.0000.000,00,100000 Trust A t . 58.60
rust Aeceunt mac Exp less Off Reimb $
[oz.001.0001.001.00.540100 vahic | |os/z008 Comm Due | 53.60 | 000 [0 | o B
Totals: $58.60 $58.60
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Clicking the Quick Navigation > Disbursement Posting link on the right side of the screen shows all the
entries to the general ledger.

disbursements

Quick Navigation

Disbursement ID: 83 Entity Type: Employee h
. Disbursement Header
Posted: [ Payee: Betsy Cormier General Ledger
Clearad: [T Bank Name: Bank of America Accounts Payahle
Date Booked: 9/10/2008 Bank Account =: 209502025 Reconciliation

Disbursement Pasting
GL Account: 02.001,0000,000.00.100000 Trust Account

Date Created:  9/10/2008 Balance: £150,816.55
Created By: Betsy Cormier Disbursement Amount:  £6,077.29
Estimated Balance: £144,739.26
Check =:

Description: 08/2008 Comm Due incl Gas Ex...

Disbursement Summary | Pay All Selected Print Past Abort Save Add Row
Disbursement Posting
Account Number Account Description Debit Credit
02.001.0000.000.00.110910 Reconcilistion Clearing Acct $6.018.65 $0.00
02.001.0000.000.00,100000 Trust Account £0.00 £6,077.29
02.001.0001.001.00.540100 Wehicles-Gas and Oil $58.60 $0.00
Total: $6,077.29 $6,077.29

Removing Entries from the General Ledger Link

The disbursement being entered should match the reconciliation worksheet unless multiple worksheets are
being added. In this scenario, only one statement is being paid, so the entry added on the Quick Navigation
> General Ledger link must be removed. To remove the item, click the Quick Navigation > General Ledger

link. Then click the Remove % icon.

General Ledger

Account Number Description
08/2008 Comm Due incl
Gas Exp less Off Reimb

02.001.0000.000.00.100000 Trust Account

|oz.001.0001,001.00.540100 Vehic J |os/2008 Comm Dus |

Totals:

Microsoft Internet Explorer,

?/ Are you sure you would like to delete this item?

[ 04 ] [ Cancel

The adjustment is successfully removed from the disbursement.
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disbursements

Disbursement ID: 83 Entity Type:
Posted: | Payee:

Cleared: [ Bank Mame:

Date Booked: 9/10/2008 Bank Account =:

GL Account:

Date Created: 9/10/2008 Balance:

Created By: Betsy Cormier Disbursement &mount:
Estimated Balance:
Check =:

Description:

Employee

Betsy Cormier

Bank of America

209902025

02.001.0000.000.00.100000 Trust Account

£150,816.55
£6,018.69
£144,757.86

08/2008 Comm Due incl Gas Ex...

Quick Navigation
Disbursement Header
General ger
Accounts Payable
Reconciliation
Disbursement Posting

Disbursement Summary | Pay All Selected Print

Post Abort

Save Add Row

General Ledger

Account Number

Description Debit

Cradit 1000 LID # Remove

02.001.0000.000.00.100000 Trust Account

08/2008 Comm Due incl
Gas Exp less Off Reimb

Aborting the Disbursement

If the disbursement is not needed, it may be aborted prior to posting. Click the Abort link on the Navigation

toolbar.

disbursements

Disbursement ID: 83 Entity Type:
Posted: [ Payes:

Cleared: [ Bank Mamea:

Date Bockad: 9/10/2008 Bank Account =:

GL Account:

Date Creatsd: 9/10/2008 Balance:

Created By: Betsy Cormier Disbursement Amount:
Estimated Balance:
Check =:

Descriptien:

Employee

Betsy Cormier

Bank of America

209302025

02.001.0000.000.00.100000 Trust Account

£150,816.55
£6,018.65
£144,757.86

08/2008 Comm Due incl Gas Ex...

Quick Navigation
Disbursement Header
General lger
Accounts Payable
Reconciliation
Disbursement Pasting

Print

Pay All Selected

Disbursement Summary

Post Abort

Add Row

Posting the Disbursement and Printing the Check

Checks cannot be printed until the disbursement is posted. To complete the process so the check may be
printed, click the Post link on the Navigation toolbar.

disbursements

Disbursement ID: 83 Entity Type:
Posted: [ Payee:
Clearsed: [~ Bank Name:

Date Booksd: 9/10/2008 Bank Account =:
GL Account:
Date Created: 9/10/2008 Balance:

Creatzd By: Betsy Cormier Disbursement Amount:
Estimatzd Balance:
Check =:

Description:

Employes

Batsy Cormier

Bank of America

209302025

02.001.0000.000,00,100000 Trust Account

£150,816.55
$5,018.68
£144,757.86

08/2008 Comm Dug incl Gas Ex...

Quick Navigation
Disbursement Header
General Ledger
Accounts Payable
Reconciliation
Disbursement Pasting

[ Disbursement Summary| Pay All Selected Print [

Post ‘ Abort

The Post Disbursement screen is displayed providing an opportunity to review the disbursement amount.
If the disbursement is out of balance, a message is displayed advising of the out of balance. At that point,
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click cancel, correct the disbursement and post again. Once confirmed that the posting is correct, click the
OK button to complete the post.

OK to Post.

Disbursement is in balance! Total Amount = $6018.69

Co wou wish to Post? Select Cancel to return to disbursement or

Ok

nexsure

Cancel

After the disbursement is posted the disbursement screen is refreshed and Post is no longer an option.

A check may be printed by clicking the Print link on the Navigation toolbar and selecting the check style from
the drop-down box and clicking the OK button.

disbursements

Disbursement ID: 83
Posted: [#
Cleared: [T

Date Booked: 9/10/2008

Date Created:
Created By:

9/10/2008

9/10/2008

Betsy Cormier

Entity Type: Employes

Payes: Betsy Cormier
Bank of Amarica

2033902025

Bank Name:
Bank Account =:
GL Account:

Balance: £150,816.55
£6,018.63

£144,797.86

Disbursemant &meunt:
Estimated Balance:
Check #:

Description:

08/2008 Comm Duge incl Gas Ex...

02,001.0000,000.00,100000 Trust Account

Quick Navigation
Disbursement Header
General Ledger
Accounts Payable
Reconciliztion
Disbursement Pasting

Disbursement Summary

Pay All Selected

Add Row

Nexsure Reports
Reports

Print Disbursement Selection

Summary

Summa
Deluxe Check 80180
Deluxe Check 80971
MICR Coding Top Check

MICR Coding Bottom Check

MICR. Coding Bottom Check w/Address
e L

nexsure

print selaction or cancel to return

Cancel |

After clicking the OK button, the next screen shows the type of check selected and the check number field
is empty. This field has no number in it if the check has not been previously printed or a check number was
not entered on the disbursement header. A check number would not be entered normally since Nexsure will
check to see what the next check number is and automatically number. So, leave the check number blank
and click the OK button.
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nessure

Check is ready to print
Please put check stock in the printer.

Chedk Type:Deluxe Check &01&0
Check #:

Click "OK" to Print,

* Leave the Check # field blank to allow the
systern to assign the next available check # at the

time of printing ar enter a check # manually.

[ ok | [ cancel]

The check is displayed. To print the check, click the Adobe® Reader® printer '™ icon just above the
document. Checks should be in the printer prior to printing.

disbursements

Quick Navigation

Disbursement ID: 23 Entity Type: Employes
Disbursement Header
Posted: [ 35/10/2008 Payss: Batsy Cormier General Ledger
Cleared: [T Bank Name: Bank of America Accounts Payable
Date Booksd: 9/10/2008 Bank Account =: 203502025 e

Disbursement Pasting
GL Account: 02,001,0000.000,00,100000 Trust Account

Date Created: 9/10/2008 Balance: £150,816.55
Created By: Betsy Cormiar Disbursemant Amount: £6,018.63
Estimated Balance: £144,797.86
Check=: 3

Description: 08/2008 Comm Due incl Gas Ex.

[Disbursement Summary | Pay All Selected | Print [ Reverse [ Abort [ Save [ Add Row |

B2 & M (e K| ©® 5% - Fson- (B} (] e -

Click to print this PDF file or pages from it|

paTe __09/10/2008

PAY TO THE
ORDER OF Betsy Cormier § 6,018.69
SIX THOUSAND EIGHTEEN AND 69 /100 DOLLARS

Betsy Cormier

disbursements
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Reversing the Disbursement

If the disbursement is incorrect, it may be reversed by clicking the Reverse link on the Navigation toolbar.
The check number assigned to the reversed disbursement may be re-used by entering the number in the
field on the disbursement or at the time the check is being printed.

dishursements

Quick Navigation

Disbursement ID: 83 Entity Type: Employee B
. Disbursement Header
Post=d: [ 9/10/2008 Payes: Betsy Cormier General Ledger
Cleared: [T Bank Name: Bank of America Accounts Payable
Date Booked: 9/10/2008 Bank Account =: 203302025 Reconciliation

Disbursement Posting
GL Account: 02,001.0000.000.00.100000 Trust Account

Date Created: 3/10/2008 Balance: £150,816.55
Created By:  Batsy Cormier Disbursement Amount:  £6,018.63
Estimated Balance: £144,797.86
Check =:

Description: 08/2008 Comm Due incl Gas Ex..,

Disbursement Summary | Pay All Selected

Reversed disbursements will display on the summary screen with 2 disbursement numbers with a “/”
between them. This indicates the in and out of the entries. The associated reconciliation, invoices and any
general ledger adjustments are available again to be used in the new disbursement.

LLL
Jolt Refund for RP End #1 delete |
- B  Electric, 63/62 1 2001 Ford ($950.00) Betsy Cormier  03/03/2008 [ 7 -
LLe
Jolt Refund for RP End #1 delste
B  Electric, 62/63 1 2001 Ford $950.00 Betsy Cormier  09/03/2008 [& 7 -
LLC

Removing Disbursements not Posted

If the disbursement is incorrect, it may be removed by clicking the Remove % icon on the right side of
disbursement.

organization

Training ORG >> B C Region >> B C Insurance Agency, Inc.
Pravious Page

card file  branches lecations employess  accounting = wvendors entity associations
summary = setup invoicing setup general ledger | bank accounts transactions | batch summary
transaction summary  journzl entry  disbursements receive payments depasit accounts payable reconciliation inveices

Select Bank Account:
Bank of America 011101101 Operating j

Filter: [Show] [Add New Disbursement]

Salact All] [Desalact All] [Create Print Batch] [#dd To Existing Batch]
[selectDetailsPayes Disbur. ID _ Check Number Description Amount  Created By Date
Created
| 4 f"‘:éi':mu L 85 0 $350.00  Betsy Cormier  09/10/2008 [ Il Il 5}

The abort confirmation is displayed allowing an opportunity to go back to the summary view without
aborting the disbursement. To confirm the deletion, click the OK button. Clicking the Abort link on the
disbursement itself works the same as removing from the summary screen.

Microsoft Internet Explorern

:;.':/ fre you sure wou would like to delete this item?

[ OF. J [ Cancel
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Commission Paid with Salary

In some agency operations, a salary check is issued that includes the commission due, however, the People
Payable will be reconciled but will not be included in the disbursement to the employee pulled from
reconciliation as in the process above titled Reconciling People Payables. This section shows how to handle
People Payables reconciled but not paid by disbursement using the reconciliation.

The first step is to add the general ledger account number to use with the adjustment to offset the entire
people reconciliation to during the reconciliation process. To add the account number, follow the steps for
adding General Ledger Account Numbers in Chapter 4, “Accounting General Ledger” of this manual.

Nexsure
Accounting

Add New General Ledger Number

Account Classification: [ Liability

u
Account Group: |Sh0rt Term Liability ;]
=l

Account Type: |Insurance Payable

Nurmber Ranges: I_ 00000 - I_;'_— 999

Account Number: IZlQDDU

Account Name: [People pay with Salary

Description: |Llse as offset in reconciliation for s

Status!: |Ac:tive - I

Begin by accessing the reconciliation tab by first clicking on the ORGANIZATION link on the primary menu.

Click the territories tab and click the Details@y icon for the territory where the Statement is to be reconciled.
Click the accounting tab, the transactions tab and the reconciliation tab to bring up the Reconciliation
Summary screen. If there are no results displayed, then the organization is new and no reconciliations have
been previously done or the filter dates are out of range.
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HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remave Selected &
ORGANIZATION PROFILE | ALL EMPLOYEES | ALL LOCATIONS

Organization Name: XDTI--Training Org »

organization

XDTI--Training Org >=> B C Region >> B C Territory
Previous Page

card file = branches lacations employzes  accounting  vendars entity asseciatiens
summary setup inveicing setup general ledger bank zccounts transactions batch summary
transaction summary  journal entry disbursements receive payments depaosit accounts payable reconciliation invoices

There are no results for this search criteria

invoices reconciliation  zccounts payable  deposit  receive payments disbursements  journal entry  transacticn summary
batch summazry  transactions  bank accounts general ledger  invoicing setup setup summary
entity associations wvendors accounting employeses locations branches card file

organization

Note: After accessing the territory, click the Add link on the Bookmarks menu to add a
bookmark so the territory can be quickly accessed next time. To access click the Expand
link on the Bookmarks menu and click the red flag beside the territory. The territory tab is
displayed. Click the Hide link on the Bookmarks menu to close the window.

HOME | HELP | SETUP | LOGOUT

Bookmarks: Hide | Add | Remove Selected "

SEARCH | ORCANIZATION | REPORTS | CAMPAIGNS

nexsure

Detail Task Operation Client Name Policy No. Memo Date Time
- v Organization View XDTI--Training Org N/A View Territory [XDTI Training (Territory]] 7/30/2008 12:59:20 PM
(| v Organization View XDTI--Training Org N/A View Territory [B € Territory] 7/30/2008 12:58:23 PM

ORGANIZATION PROFILE | ALL EMPLOYEES | ALL LOCATIONS

Clicking the Show link on the top right portion of the reconciliation screen will bring up the Search Filter
fields. Notice the Region and Territory fields are not available to modify. The reason is that the selection for

the region and territory was made when the territory Details icon was clicked. The Created Date From
field defaults 7 days prior to the current date and the To field populates with the current date. These date
ranges prevent pulling all the reconciliations across the web at once to help avoid time out errors on the
screen. When working on the Internet, it is important to limit the amount of data being accessed because
there is a time limit for each upload and download. The Reconciliation Type drop-down box defaults to show
both agency and direct bill reconciliations and the Status to show all posted and unposted reconciliations.
Modify these fields as needed to locate a previously entered reconciliation worksheet. Use the Sort Order
fields at the bottom of the search filter to have data display in a particular order. Clicking the Search button
on the bottom right of the search screen activates the search and returns matching data to the summary
screen.
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HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected &%
ORGANIZATION PROFILE | ALL EMPLOYEES | ALL LOCATIONS
Organization Name: XDTI--Training Org Organization

organization

XDTI--Training Org >> B C Region >> B C Territory
Previous Page

card file branches locations employees accounting wendors entity associations
summary = setup imvoicing setup general ledger  bank accounts transactions = batch summary
transaction summary  journal entry = disbursements receive payments deposit | accounts payable  reconciliation | inveices

Filter: [Hide] [Add Mew Reconciliation]

Search Criteria Save Filter Settings Bl
Region: IE C Region 'l

Territory:

Reconciliation Type: Entity Type: | name: | _I

Statement Amount: Created Dste From: |9/4/2008 E To: |9/11/2008 @

Reconcilad Amount: Post=d Date From: | T 7o | =
Status: | Al - Description: |

Sort Order
Sort Field 1: ~| Sort Order 1: «| Sort Field 2: vl Sort Order 2: I vl

Clear

Adding the Reconciliation Worksheet

Only those invoices meeting department posting rules will be available for reconciliation. If unsure when
these invoices will be available to pay, see the General Ledger Posting tables in this chapter.

To add the worksheet, click the [Add New Reconciliation] link on the upper right side of the Reconciliation
Summary screen.

organization

XDTI--Training Org >> B C Region >> B C Territory
Previous Page

card file  branches locations employees  accounting = vendors entity associstions
summary = setup invoicing setup general ledger  bank accounts transactions = batch summary
transaction summary  journal entry  disbursements receive payments deposit  accounts paysble  reconciliation  invoices

Filter: [Hid=] [Add New Reconciliation]

After clicking the [Add New Reconciliation] link the Select Entity window is displayed. This window allows
searching for the entity being reconciled. In the Entity Type drop-down box select People and in the field
below enter at least 3 characters of the entity name. To activate the search, click the Search button to the
right of the field. All matches to the characters entered are displayed in the box below the label Select
Name. Click to select the name and click the OK button.
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ation mu'e

Select Entry:

Reconci

Entity Type: IPEDD|E j

Enter at least 2 characters for Entity Mame, Locatien Name,
znd/ar Address and click s=arch,

Entity Name: |rr|u:d Search |

Select Name:

Samantha McDonough

Select Address:

12050 S Ravinia Avenue -

Click OK to confirm selection. Cancel to return to summary.

After clicking the OK button, the worksheet is added.

reconciliation

Quick Navigation

Reconciliation 1D: 1155 Receipt Total: $0.00
Entity Type: People Disbursements Totzl: $0.00 Header .
Name: Susan McDanough Adjustments Total: $0,00 Receipts/Disbursemants
Transactions
Pasted: [ Income/Receivable Total: $0.00 Frimomene
Payable Tatal: £0.00 Recenciliation Posting

Date Created: 09/11/2008
Creatsd By: Betsy Cormier Description: Producer recon far MM/YYYY

Reconciliation Summary | Pay All Selected Print Post Abort Save Add Row Dalivary

Wams:  Susan McDenough
12050 5 Ravinia Avenus
Orland Park IL 60462

Date Booked:  [09/11/2008 [

Deascriptien: =

(100 Char. Max] Producer recon for MM/YYYY _I

Internzl Note: = =

(250 Char, Max)  |Froducer paid on Salary. = |
Recon to clear payable.

reconciliation
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After entering data into the input fields on the first page, click the Save link on the Navigation toolbar or
click one of the links on the right to save entries.

Using the Search Filter to Locate Invoices

To select the invoices included on the statement, click the Quick Navigation > Transactions link located on
the upper right side of the screen to bring up the Transactions screen. Make sure to use the Search Filter by
clicking the [Show] ink located just above the listed invoices on the right. There are date range filter defaults
just like on the Reconciliation Summary screen.

reconciliation

Quick Navigation
Reconciliation 1D: 1155 Recsipt Total: £0.00
Entity Typs: People Disbursements Total: £0.00 Header
Name: Susan McDonough Adjustments Total: £0.00 Fzeris Bereav s
Transactions
Posted: | Income/Receivable Total: £0.00 o
Payable Total: $0.00 Recenciliation Posting
Date Creatsd: 05/11/2008
Created By: Betsy Cormier Description: Producer recan for MM/YYYY
Reconciliation Summary | Pay All Selected Print Post Abort Save Add Raw Delivery
Search Filter: [Show] | |
[Select &ll] [Deselect All] Showing Page 1 of 1 ll_;l Display: | Default (5) =
Agency Bill
Invoice Client Agency Amount
Select Details  Date b} Bill To Policy Na. Line Type Amount  Commission  Rate Type Rate Due Paid Balance
P~ .
Il B  os/os/zoor 1z3ss C°"S’"'E". Biling  ngz Premium £850.00 s14a50 eofAmency oo o0 iaeis s000  £3612
rvices Commissien
Cormizr Billing %% of Agency
I B osioerz007 12358 “°TNerEN Agz2 Pramium £300.00 $136.00 ST USSRV 2500 $34.00 $0.00 $34.00
s 13615~ Cormisr Billing ’ . . % of Agency . . .
B iyouyzoor B3 Tt "8 Agbillpolicy Pramium £1,000,00 stonoe SRR 2300 52300 5000 s2300| |
Cormisr Billing %% of Agency
B iziszoor 14zes - WC123456 Pramium $25,750.00 £2,575.00 2= 2500 $643.75 $0.00 $64375
Services Commission
o .
|l B 12/19/2007 15214 CormierBilling oion,gg Premium l¢25750.00) ($3.575.00) O of Agency oo o (5643.75) £0.00 ($643.75)
Services Commission
This Page Total:  $2,650,00 $380.50 £95.12 $0.00  £35.12
All Pages Total:  $2,650,00 5380.50 £95.12 50,00  £35.12
All Selectad Items Total: £0.00 £0.00 £0.00 £0.00 30.00
[Select &ll] [Deselzct All] Showing Page 1 of 1 1~ Display: | Default (5) 'I

raconciliation

After clicking the [Show] link on the screen the filter options are displayed. After entering the search criteria,
click the Search button to return all matches. Clicking the Clear button clears all the fields on the search
filter.
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Search Filtar: [Hide] | |

Branch: vI

Territory: | B C Territory EErErET :I'
Unit: j‘
v 1 =) Dare Type: | -Flease Select- 'I
Line of Business: [401K - Group - Date Range: | 8] o =6 i

401K - Individual
Accident - Individual
ADAD - Group =

Amount Range: | o |

™ Exclude all transactions where the effective dats is after the search ending date.

@ Al © paid © Unpaid

Sort Field 1: | sort Order 1: | | sortField 2: | | Sort Order 2: | =l
Clear
[Select All] [Deselect All] Showing Page 1 of 1 [1=] Display: | Default (5) x

Agency Bill -

reconciliation

Once the search results are returned, there may be more than one page of invoices. To get to the invoices
on other pages, use the Navigation Arrows at the top of the list to navigate:

m  Single Page Forward »
m  Single Page Back <
m  Last Page »|

m  First Page | €4

The drop-down box to the right of the arrows with the number 1 displaying allows the selection of any
available pages so it is possible to quickly jump to a page in the middle (such as page 3). Just find the
number and click to go to the selected page. The Display drop-down box on the right allows more than the
default number of items to display. Use the drop-down box to select the number desired. To display these
options there must be more than 7 invoices.

Showsing page 1of 5 b K 1w D i T (Default) »
play

Click the Maximize/Minimize button to expand the transaction workspace. Clicking the Maximize/
Minimize button a second time minimizes the workspace and displays the reconciliation header.
Transactions for Agency Bill and Direct Bill are listed separately.
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reconciliation

[Select All] [Deselect All]

Services

Agency Bill
Invoice Client
Select Details  Date 0 Bill Ta Palicy Na.
o Cormier Billing
I B os/0e2007 12358 o ae Agz2
Cormier Billing
¥ B osios/zoor 1zase A AGz
e 13615~ Cermier Billing
F B 1yo1/2007 } Cervices  AGhillpalicy
Cormier Billing
F B 125192007 14365 Coicns | WC123456
W B 1z13/2007 15214 CormisrBilling o, oouog

Showing Page 1 of 1

Line Type

Premium
Premium
Pramium
Premium

Premium

This Page Toral:
All Pages Total:

All Selected Itams Toral:

Amount

£850.00
£800.00
$1,000.00
£25,750.00

(£25,750.00)
£2,650.00
$2,650,00
$2,650.00

=

Age:

Commission
$144.50
£136.00
£100.00

52,575.00

(£2,575.00)

£380.50
$380.50
$3280.50

Rate Type

% of Agency
Commission

% of Agency
Commission

% of Agency
Commission

% of Agency
Commission

% of Agency
Cemmission

[save]

Rate

25.00

25.00

25.00

25.00

Amount
Due

£36.12
£34.00
£25.00

564375

25.00 [$643.75)

£55.12
$35.12
£55.12

Search Filter: [Shov]

Display: | Default (5) 'I

‘

Paid
£0.00
£0.00
£0.00

£0.00

£0.00 ($643.75)

S
3

ooo

.0
.0
]

=]

3

Balance

s36.12
£34.00
£25.00

£643.75

£35.12

$95.12
£95.12

72

~
~
~
~

Direct Bill

Select Details

E4

=4
B
=4
=4

[Select All] [Deselect All]

Date

08/01/2006

09/01/2007

12/18/2007

12/19/2007

12/18/2007

Invoice

puj

12272

136323

14228

14389

14250

Client
Bill To

Betsy Cormier

McDonough Bakary

Hudsen Kennel
Services, LLC
Hudson Electric
Supply, Inc.

Jasen Bourne

Policy No.

Unassigned
Unassigned
WC987654
GL123456

HO124356

Showing Page 1 of 1

Line Type

Premium

Premium

Premium

Premium

Premium

Amount

$400,00

$251.67
£1,850.00
$4,500.00

£850.00

S|

Agency
Commission
$80.00
$35.00
£185.00

£540.00

£170.00

Rate Type

% of Agency
Commission

% of Agency
Commission

% of Agency
Commission

% of Agency
Commission

% of Agency
Commission

Rate

25.00

25.00

25.00

25.00

25.00

Display: | Default (5) 'I

Amount
Due Paid

$20.00 50.00

£8.75 £0.00

£46.25 50.00

£135.00 $0.00

£42.,50 £0.00

Balance

$20.00
£8.75
£46.25

£135.00

£42.50 ;I

reconciliation

To include the invoices on the worksheet after filtering the list, click the box in the Select column to place
a check mark indicating the item should be included as payment in full. The [Select All] link may also be
used on each page to place a check in all filter results. Make sure to select both Agency and Direct Bill if all
are being paid.

To identify that only a partial amount has been paid, click the Details I%? icon beside the invoice. When
the Payment window is displayed, enter the amount of the payment and the description then click the OK
button to return to the list of invoices.

Payment

Crate:

Payvable
Arnount:

Arnount:

Crescription:

12/14/2005

£3z2.00

Z£.00

Balance: Z30.00

nessure

|Par‘tia|

pavment

Partially paid items show a gray box with a check in it and the amount entered is displayed in the Paid
column on the right and the balance showing a reduction.

Dimensional’
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Once all the invoices have been identified and selected, click the Pay All Selected link on the Navigation
toolbar. If you have maximized your workspace, click the Maximize/Minimize [B| button a second time to
minimize and display the reconciliation header and the Pay All Selected link on the Navigation toolbar.

reconciliation

Quick Navigation

Recenciliztion ID: 1155 Recsipt Total: $0.00
Entity Typs: People Disbursements Totzl: $0.00 Header
Mame: Susan McDonough Adjustments Total: $0.00 Receipts/Disbursements
Transactions
Posted: [T Income/Receivable Tatal: $0.00 e
Payable Total: $0.00 Reconciliztion Posting

Date Created: 03/11/2008
Creatzd By: Betsy Cormier Description: Producer recon for MMAYYYY

Reconciliation Summary | Pay All Selected Print Post Abort Save Add Row Delivery

Search Filter: [Show]

[Select All] [Deselect All] Showing Page 1 of 1 | 1] Display: |Default ==

Agency Bill

Tnvoice Cliant Agency ‘Amount
Select Details  Date 1 Bill To Policy No. Line Type Amount  Commission  Rate Type Rate Due Paid Balance

Cormier Billing % of Agency

I @ 08/06/2007 12358 : AGZ Premium £850.00 $144.50 : 25.00 $36.12 50.00 £36.12
=2
ervices Coemmission
Cormier Billing %, of Agency
F B os/0e/2007 12358 i AG2 Bremium £800.00 $13600 S UOSSNY 2500 3400 5000 $34.00
P 13615- Caormier Billing S £ " % of Agency & & &
'7 @ 11/01/2007 1 Sarvices AGbillpelicy Premium £1,000.00 £100.00 Commizsion 25.00 £25.00 £0.00 £25.00 _
Cormier Billing % of Agency
I @ 12/19/2007 14365 Services WC1223456 Premium £25,750.00 £2,575.00 Commizsion 25.00 £643.75 £0.00 564375
g Carmier Billin e re % of Agenc & & &
f ($25.750.00]  ($2,575.00} g $643.75) 0. $643.75)
'7 @ 12/19/2007 15214 9 wciz23456 Premium ($25,750.00 ($2,575.00) g il 25.00 ($643.75) $0.00 ($643.75)
Services Commission
This Page Total: £2,650.00 £3280.50 £95.12 £0.00 £55.12
&ll Pages Total: £2,650.00 £380.50 £95.12 £0.00 £55.12
All Selected Items Total: £2,650.00 £3280.50 £95.12 £0.00 £25.12

[Select All] [Deselect All] Showing Page 1 of 1 | 1] Display: |Default ==

reconciliation

A confirmation of the selections is displayed. Take a look at the information and if it is correct, click the OK
link to include all the selections.

Pay All selected rmu'e

Agency Bill:

Total Items Selected: 5 Tetal Selected Amount: 95,12
Total Amount Paid: $95.12

Direct Bill:

Total Items Selected: 5 Total Selected Amount: £252.50

Total Amount Paid: $252.50

Click OK to accept the items as selected or Cancel te return te recenciliation process.

Ok Cancel
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If transactions are listed on more than one page, be sure to select all transactions to be paid and Pay All
Selected on each page.

To offset the amount of the disbursement to the People Pay with Salary account, click the Quick Navigation
> Adjustments link located on the right side of the screen to bring up the General Ledger screen. Click the

Add Row link located on the Navigation toolbar. Click the Ellipsis button to search for the account
number the entry will be posted to.

Enter the search information for the GL account and click the Search button. Click the correct account
number and the OK button to return to the General Ledger screen.

raconciliation
Quick Navigation
Reconciliation ID: 1155 Receipt Total: $0.00
Entity Type: People Disbursements Total: $0.00 Header
Name: Susan McDonough Adjustments Toral: £0.00 _F:f::s":t::{?r":b“’“m“ts
Posted: [ Income/Receivable Total: $0.00 Adjustments
Payable Total: $347.62 Reconciliation Posting
Date Created: 09/11/2008 Virtual Disbu Mk https: / [nexweb25.nexsure.com/2Na Aglﬂ
Created By: Betsy Cormier Nexsure Accounting
—— - Region:l B C Region 'I Branch: -I
Reconciliation Summary | Pay All Selected Print Pc
Territory: | B C Territory Department: vl ——
Unit: 'I
General Ladgar
Account Number Classification: [All | =
Group:l vI
| ] ee] 2 =
Filter part of the general ledger number or name or both and click "Search”.
Name General Ledger Number
Ipeopla
Select the general ledger number:
70.001.0000.000.00.201001 - People Comm Payable MNon-due =l
70.001.0000.000.00.201002 - People Chargeback
70.001.0000.000.00.201010 - People Chargeback
:70.001.0000.000.00.213000 - People Pay
70.001.0000.000.00.500000 - People Comm Expense -
OK Cancel
reconciliation

Enter a description for the entry and the Reconciled People Payable amount to be offset. Enter reconciled
payable amount in the Credit box and click the Save link on the Navigation toolbar. If the reconciliation
Payable Total was a credit amount, enter as a Debit here.
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reconciliation

Reconciliation ID:
Entity Type:
Name:

Posted:

Date Created:

1155
People

Susan McDonough

r

Income/Raceivable Total:

08/11/2008

Receipt Total:
Dishursements Toral:

Adjustments Total:

Payable Total:

£0.00
£0.00
(£347.62)
£0.00
£347.62

Quick Navigation

Header
Receipts/Disbursements
Transactions
Adjustments
Reconciliation Posting

Crested By: Bersy Cormier Description: Producer racon far MM/YYYY
Reconciliation Summary | Pay All Selectad Print Post Abort Save Add Row Delivery
General Ledger
Account Number Description Debit Credit 1099 LID # Remove
[70.:001.0000.000.00.215000 People = |  [Recon comm due m | 0.00 | 34762 0 o o B
Totals: 50.00 534782

Total to write off:

£247.82

£0.00

Clicking on the Quick Navigation > Reconciliation Posting link on the right side of the screen shows no
posting is made to the Reconciliation Clearing account, but instead the People Pay with Salary account.
What this basically means is when the payroll check is added, the People Pay with Salary account is offset to
take care of the payable created with this reconciliation worksheet.

raconciliation

Recanciliation ID:
Entity Type:
MName:

Posted:

Date Created:

1155 Receipt Total: $0.00
People Disbursements Total: $0.00
Susan McDenough Adjustmentz Total: ($347.62)
r Income/Receivable Total: $0.00

Bayable Total: $347.62
09/11/2008

Quick Navigation

Header
Receipts/Disbursemants
Transactions
Adjustments
Reconciliation Pasting

Click the Post link on the Navigation toolbar to post the reconciliation.

Created By: Betsy Cormier Dascription: Producer recen for MM/YYYY
Reconciliation Summary | Pay All Selected Print Past Abort Save Add Row Delivery
Reconciliation Details

Account Number Account Description Debit Credit]
70.001.0000.000.00.201000 People Comm Payable-Due 53612 50.00
70.001.0000.000.00.201000 People Comm Payable-Dus 524,00 50.00
70.001,0000.000,00,201000 People Comm Payable-Due 525.00 50.00
70.001,0000.000,00,201000 People Comm Payable-Due 5643.75 50.00
70.001,0000.000.00,201000 People Comm Payable-Due 50,00 5643.75,
70.001.0000.000.00.201000 People Comm Payable-Due 520.00 50.00
70.001.0000.000.00.201000 Deople Comm Payable-Dus 5875 £0.00
70.001,0000.000,00,201000 People Comm Payable-Due 546,25 50.00
70.001,0000.000,00,201000 People Comm Payable-Due 5135.00 50.00
70.001,0000.000.00,201000 People Comm Payable-Due 542,50 50.00
70.001.0000.000.00.213000 Deople Bay W/ Salary [Add In) $0.00 £347.62]

Total: $§091.37 $991.37

The Post Reconciliation screen is
displayed providing an opportunity to review the amount. If the amount is out of balance, a message is
displayed advising the out of balance. At that point correct the worksheet and post again. Once confirmed
that the posting is correct, click the OK button to complete the post.
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Post Reconciliation n%um

Reconciliation Total: $0.00

General Ledger Posting Account Description Debit Credit =

70,001.0000.000.00.201000 People Comm Payable-Due 36,12 £0.00

70,001,0000,000,00,.201000 People Comm Payable-Dus 34,00 £0.00

70,001,0000,000,00,201000 People Comm Payable-Due £25.00 £0.00

70,001.0000.000.00.201000 People Comm Payable-Due £643.75 £0.00

70,001,0000,000,00,201000 People Cemm Payable-Dus 0,00 5643275
70,001,0000,000,00,.201000 People Comm Payable-Dus 20,00 SD.DD_l;I

= ' : C

Click OK to proceed or Cancel to return toe reconciliation.

QK I Cancel I

Click the Reconciliation Summary link on the Navigation toolbar to exit the reconciliation and return to the
reconciliation summary tab.

Issuing Disbursement for Employee Salary and Commission

When including Commission with a Salary Disbursement, a Virtual Disbursement Total is not created
because the payable amount for the total reconciled invoices is offset to a People Pay with Salary account.
The account is added as a Payable account to show that the amount is still due to the employee.

Reconciliation ID: 1155 Receipt Total: £0.00

Entity Type: People Disbursements Total: $0.00
Mame: Susan McDonough Adjustments Total: [$347.62)

Bosted: I- Inceme/Receivable Total: $0.00

Payable Total: $347.62

Date Created: 059/11/2008
Created By: Betsy Cormier Description: Producer recon for MM/YYYY

Navigating to the disbursements tab is done by clicking the ORGANIZATION link on the Primary menu. Click
the territories tab and click the Details @5’ icon for the territory where the disbursement is to be added.
Click the accounting tab, the transactions tab and the disbursements tab to bring up the disbursement
summary screen. If there are no results displayed, then the organization is new and no disbursements have
been previously done or the filter dates are out of range.

organization

XDTI--Training Org >> B C Region >> B C Territory
Pravious Page

card file  branches lecations employees = accounting = wvendors entity associations
summary setup invoicing setup general ledger bank zccounts transactions batch summary
transaction summary  journal entry  disbursements = rzceive payments deposit | accounts payable  reconciliation inveices

Select Bank Account:
Bank of America/NH 123456 Trust Account =]
|Bank of America/NH 123456 Trust Account
Americal/NH 56739 Operating /

Citizens Bank 123456789 Savings Account

Filter: [Show] [Add New Disbursement]

t
are no results for this search criteria
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To issue the payroll check, first select the bank account to enter the disbursement from in the Select Bank
Account drop-down box located on the upper left of the disbursement summary screen. Then click the [Add

New Disbursement] link located in the upper right of the Disbursement Summary screen.

After clicking the [Add New Disbursement] link the Select Entity window is displayed. This window allows
searching for the entity the disbursement is for. In the Entity Type drop-down box select Employee and
in the field below the type enter at least 3 characters of the entity name. To activate the search, click the
Search button to the right of the field. All matches to the characters entered are displayed in the box below
the label Select Name. Click to select the name and click the OK button on the bottom of the window to add
the disbursement. Clicking the Cancel button will abort the process.

Disbursement mure

Select Entry:

Entity Type: IEmponEE "i

Enter at least 3 characters for Entity Name,
Location Name, and/or Address and click search.

med Search I

Select Name:
’Samantha Mc:Donouih

Select Address:

12050 S Ravinia Avenus =

Click OK to confirm selection, Cancel to return to
summary.

o | [Conel ]

After clicking the OK button, the disbursement is added.
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disbursements

Quick Navigation

Disbursement Header
General Ledger

Chack =:

Description:

Dishursement ID: 1253 Entity Type: Employes
Posted: [ Payes: Susan McDonough
Cleared: [~ Bank Name: Bank of America/NH
Date Booked: 9/11/2008 Bank Account #: 56789
GLAccount: 70.001,0000,000.00,100500 Operating Account
Date Created: 9/11/2008 Bzlance: %408,570.43
Created By: Betsy Cormier Disbursement Amount:  $0.00
Estimated Balance: $408,570.43

MM/Y¥ Salary plus commission

Accounts Payable
Recanciliation
Disbursement Posting

Disbursement Summary

Pay All Selected Print

Paost Abort

Add Row

* indicates required field

Bayes: Susan McDengugh
12050 5 Ravinia Avenue

Orland Park, IL 60462 United States

Date Buoked: [9/11/2008

®

Disburseman:Ma:hod:ICheck I

Check = |

Nexsure Tip

Leawve the Check # fizld blank to allow the system to zssign the next available
check = at the time of printing or enter a check = manually.

Description:
(50 Char. Max)

MM/YY Salary plus commission

Internal Mots:
(250 Char, Max)

disbursements

After entering data into the input fields on the first page, click the Save link on the Navigation toolbar or click
one of the links on the right to save entries.

For payroll checks, click on the Quick Navigation > General Ledger link.

disbursements

Disbursement ID:
Posted:

Cleared:

Date Booked:

Date Creared:
Created By:

1253 Entity Type:
- Payee:
B Bank Name:
g/11/2008 Bank Account =:

GL Account:
9/11/2008 Balance:

Betsy Cormier Disbursement Amount:
Estimatad Balance:
Check ==

Description:

Employee

Susan McDonough

Bank of America/NH

S6789

70.001.0000.000.00.100500 Operating Account

£408,570.43
£0.00
£408,570.43

MM/ Salary plus commission

Quick Navigation
Disbursement Headar
General Ledger
Accounts Payzble
Recenciliation
Disbursement Posting

Disbursement Summary

Pay All Selected Print

Post Abort

Add Row

General Ledger

Account Number

Description Debit

Credit 1099 LID # Remaove

70.001.0000.000.00.100500 Operating
Account

MM/YY Salary plus
commission

xbimensiml
Technologies
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Click the Add Row link on the Navigation toolbar. Click the Ellipsis E] button to search for each account
number to be offset to for the disbursement.

Make certain to post the adjustment to the correct level by using the Branch, Department and Unit drop-
down boxes before searching for the account number. Enter the search information for the GL account and
click the Search button. Click the correct account number and the OK button to return to the General Ledger
screen.

Enter a description for the entry and the amount of the adjustment. If the amount is a credit, just enter the
amount in the credit column without a (-) as it is not needed.

Make sure to pull in the People Pay with Salary account number and offset the commission amount
reconciled previously and offset to this account in order to clear the payable.

disbursements

Quick Navigation

Dishursement ID: 1253 Entity Typs: Employee B
Disbursement Header
Posted: [T Payss: Susan McDonough General Ledger
Cleared: [T Bank Name: Bank of America/NH Accounts Payable
Date Booked: 9/11/2008 Bank Account =: 56789 Reconciliation

Disbursemeant Posting
GL Account: 70.001,0000.000.00,100500 Operating Account

Date Created: 9/11/2008 Balance: $408,570.42
Created By: Betsy Cormier Disbursement Amount:  £2,884.50
Estimated Balance: $405,685.93
Check =:

Dascription:  MM/¥Y Szlary plus commission

Dishursement Summary| Pay All Selactad Print Past Abort Save Add Row
General Ledger
‘Account Number Description Debit Credit 1089 LID # Remove
70.001.0000.000,00.100500 Operating MM/YY Salary plus $2,884.50
Account commission o
I?U.UUI.UDUD.UUU.UU.SUl.ElElUDavrcJ |Payroll | 3,000.00] | 000 [0 J 0 B
[70.001,0000.000.00.231000 Empl _I [Employee Social S | 0.00 | 190.78 [ _I 0 Bg
[70.001.0000.000.00.231001 Empl J |[Employee Medicare | 0.00 | 38.34 [0 J 0 B
[70.001.0000.000.00.221010 Empl _I |[Employes Federal 1 | 0.00 | 2as.00 [0 _I o B
[70.001.0000.000.00.2:3000 Peop o] [Due from Commissi | 347.62 | vo0 M .| o BR
Totals: $3,347.62 $3,347.62

disbursements

Note that the line item “Due from Commission” is entered in the Debit column and increases the amount
due to the employee. Taxes and other withholding amounts are entered as Credits and reduce the amount
of the disbursement.

Click the Disbursement Posting link on the right side of the screen to show all entries to the general
ledger.
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disbursements

Disbursement ID: 1253 Entity Type: Employee Q”_'Ck Baxcation
Disbursemeant Header
Posted: [ Payse: Susan McDonough General Ledger
Cleared: [T Bank Name: Bank of America/NH Accounts Payable
Date Booked: 9/11/2008 Bank Account =: 56783 Reconciliation _
Disbursement Posting
GLAccount: 70.001,0000,000,00,100500 Operating Account
Date Created: 5/11/2008 Balance: $408,570.43
Created By: Betsy Cormier Disbursement Amount:  $2,884.50
Estimated Balance: $405,685.93
Check =:
Description: MM/¥¥ Salary plus commission
Disbursement Summary| Pay All Selected Print Post Abart Save Add Row
Dishursement Posting
Account Humber Account Description Debit Credit

70.001.0000.000.00.231010 Employes Federal W/H £0.00 $225.00
70.001.0000.000.00.231000 Employee FICA W/H 50.00 5159.78
70.001.0000.000.00.231001 Employes Medicare W/H 50,00 $38.34)
70.001.0000.000.00.100500 Operating Account $0.00 $2,884.50
70.001.0000.000.00.601000 Payroll - Gross Earnings $3,000.00 $0.00
70.001.0000.000.00.213000 People Pay }":"; Salary (Add $347.852 $0.00

Total: $3,347.62 $3,347.62

When the Reconciliation link is selected, there is no reconciliation available because the
adjustment entry cleared the reconciliation. The line item above clears the adjustment
entry created with the reconciliation.

Posting the Disbursement and Printing the Check

Checks cannot be printed until the disbursement is posted. To complete the process so the check may be
printed, click the Post link on the Navigation toolbar.

disbursements

uick Navigation
Disbursement ID: 1253 Entity Type: Employee Q 9
Disbursement Header
Posted: [ Payee: Susan McDonough General Ledger
Cleared: [* Bank Name: Bank of America/NH Accounts Bayable
Date Booked: 9/11/2008 Bank Account =: 56789 Reconciliation
) Disbursement Posting
GL Account: 70.001.0000.000.00.100500 Operating Account
Date Created: 9/11/2008 Balance: $408,570.43
Created By: Betsy Cormier Disbursement Amount: $2,884.50
Estimated Balance: $405,685.33
Check =:
Description:  MM/YY Salary plus commission
Disbursement Summary | Pay All Selected Print Past Abort Save Add Row

The Post Disbursement screen is displayed providing an opportunity to review the disbursement amount.
If the disbursement is out of balance, a message is displayed advising of the out of balance. At that point
correct the disbursement and post again. Once confirmed that the posting is correct, click the OK button to
complete the post.

After the disbursement is posted the disbursement screen is refreshed and Post is no longer an option.

A check may be printed by clicking the Print link on the Navigation toolbar and selecting the check style from
the drop-down box and clicking the OK button.
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nessure

Print Disbursement Selection
Deluxe Check 80180 w

Surnrmar

Deluxe Check 30180

Deluxe Check 80971

MICR Coding Top Check

MICR Coding Bottom Check

MICR Coding Bottom Checld w/address

Select a check type ar surmmary, Press OK to print
selection or cancel ta return to Disburserment screen.

[ ok | [Cancel]

After clicking the OK button, the next screen shows the type of check selected and the check number field
is empty. This field has no number in it if the check has not been previously printed or a check number was
not entered on the disbursement header. A check number would not be entered normally since Nexsure will
check to see what the next check number is and automatically number. So, leave the check number blank
and click the OK button.

nessure

Check is ready to print
Please put check stock in the printer.

Chedk Type:Deluxe Check &01&0
Check #:

Click "OK" ta Print,

* Leave the Check # field blank to allow the
systern to assign the next available check # at the

time of printing ar enter a check # manually.

[ 8134 ] [Cancel]

The check is displayed. To print the check, click the Adobe® Reader® printer '™ icon just above the
document. Checks should be in the printer prior to printing.

Click the Disbursement Summary link on the Navigation toolbar to exit the disbursement and return to the
disbursement summary tab.
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Commission Not Paid with Salary

A salary check is going to be issued that does not reflect commissions reconciled. People pay is for report
purposes only and is used perhaps to chart goals with potential bonuses paid if the goals are reached or
exceeded. Keep in mind that during the people posting process, people expense has been generated and
should be cleared. It represents an expense that is not really going to be incurred since salary will represent
the true expense paid to people. Issue the salary disbursement as you would any other employee. This
section shows how to handle the Producer Reconciliation.

Begin by accessing the reconciliation tab by first clicking on the ORGANIZATION link on the Primary menu.

Click the territories tab and click the Details|§5b icon for the territory where the Statement is to be reconciled.
Click the accounting tab, the transactions tab and the reconciliation tab to bring up the Reconciliation
Summary screen. If there are no results displayed, then the organization is new and no reconciliations have
been previously done or the filter dates are out of range.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected &%

ORGANIZATION PROFILE | ALL EMPLOYEES | ALL LOCATIONS
Organization Name: XDTI--Training Org

organization
XDTI--Training Org >> B C Region >> B C Territory
Previous Page
card file | branches locations employees | accounting  wvendars entity associations
summary  setup invoicing setup general ledger  bank accounts transactions = batch summary
transaction summary  journal entry = disbursements receive payments deposit = accounts payable  reconciliation | inveices

Filter: [Show] [Add New Recondiliation]

There are no results for this search criteria

invoices reconciliation  accounts payable = depesit  receive payments disbursements  journal entry  transaction summary
batch summary  transactions = bank accounts general ledger  invoicing setup setup summary

entity associztions wvendaors accounting employees locations branches card file

organization

Clicking the [Show] link on the top right portion of the reconciliation screen will bring up the Search Filter
fields. Notice the region and territory fields are not available to modify. The reason is that the selection for

the region and territory was made when the territory Details @? icon was clicked. The Created Date From
field defaults 7 days prior to the current date and the To field populates with the current date. These date
ranges prevent pulling all the reconciliations across the web at once to help avoid time out errors on the
screen. When working on the Internet, it is important to limit the amount of data being accessed because
there is a time limit for each upload and download. The Reconciliation Type drop-down box defaults to show
both agency and direct bill reconciliations and the Status to show all posted and unposted reconciliations.
Modify these fields as needed to locate a previously entered reconciliation worksheet. Use the Sort Order
fields at the bottom of the search filter to have data display in a particular order. Clicking the Search button
on the bottom right of the search screen activates the search and returns matching data to the summary
screen.

Dimensi

PAGE 518 (il



NEXSURE® TRAINING MANUAL - ACCOUNTING CHAPTER 12

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS
ORGANIZATION PROFILE | ALL EMPLOYEES | ALL LOCATIONS

Bookmarks: Expand | Add | Remove ed W

Organization Name: XDTI--Training Org Organization
organization

XDTI--Training Org >> B C Region >> B C Territory
Previous Page

card file branches locations employees accounting wendors entity associations
summary = setup imvoicing setup general ledger  bank accounts transactions = batch summary
transaction summary  journal entry = disbursements receive payments deposit | accounts payable  reconciliation | inveices

Filter: [Hide] [Add Mew Reconciliation]

Search Criteria Save Filter Settings Bl
Region: IE Region 'l

Territory:

Reconciliation Type: Entity Type: | name: | _I

Statement Amount: Created Dste From: |9/4/2008 E To: |9/11/2008 @

Reconcilad Amount: Post=d Date From: | T 7o | =
Status: | Al - Description: |

Sort Order
Sort Field 1: ~| Sort Order 1: «| Sort Field 2: vl Sort Order 2: I vl

Clear

Adding the Reconciliation Worksheet

Only those invoices meeting department posting rules will be available for reconciliation. If unsure when
these invoices will be available to pay, see the General Ledger Posting tables in this chapter.

To add the worksheet, click the [Add New Reconciliation] link on the upper right side of the Reconciliation
Summary screen.

organization

XDTI--Training Org >> B C Region >> B C Territory

Previous Page

card file = branches locations employses  accounting = vendors entity associations
summary  setup invoicing setup general ledger  bank accounts transactions = batch summary
transaction summary = journzl entry  disbursements receive payments depesit  accounts payzble  reconciliation  inveices

Filter: [Hide] [Add Mew Reconciliztion]

After clicking the [Add New Reconciliation] link the Select Entity window is displayed. This window allows
searching for the entity being reconciled. In the Entity Type drop-down box select People and in the field
below enter at least 3 characters of the name. To activate the search, click the Search button to the right of
the field. All matches to the characters entered are displayed in the box below the label Select Name. Click
to select the name and click the OK button.
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Reconciliation rwure

Select Entry:

Entity Type: IPEDpIE d

Enter at least 3 characters for Entity Mame, Location Mame,
and/or Address and click search,

Entity Mame: Imu:d Search I

Select Name:

Samantha McDonough

Select Address:

12050 S Ravinia Avenue -

Click OK to coenfirm selection, Cancel to return to summary.

Ok |

After clicking the OK button, the worksheet is added.
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CHAPTER 12

reconciliation

1158
Peaple

Recenciliation ID:
Entity Type:

Nama: Susan McDonough

Posted: [

Date Created: 09/11/2008

Created By: Betsy Cormier

Receipt Total:
Disbursements Total:
Adjustments Total:
Income/Receivable Total:
Payable Tatal:

Dascription:

$0.00
50,00
($347.52)
$0.00
£347.62

Commission earmned for
MM

Reconciliation Summary | Pay All Select=d

Print Post

Abort Save Add Row

Delivery

Quick Navigation

Header
Receipts/Disbursements
Transactions
Adjustments
Receonciliation Posting

(100 Char, Max)

(250 Char, Max]

Name:

Date Booked:

Description:

Internal Note:

Susan McDonough
12050 5 Ravinia Avenus
Orland Park IL 60452

IDQ;"l 1/2008 @

Commission earned for MM/YYYY -

|

employee

Producer paid on Salary and ;I
no commission is paid to

|

reconciliation

After entering data into the input fields on the first page, click the Save link on the Navigation toolbar or click
one of the links on the right to save entries.

Using the Search Filter to Locate Invoices

To select the invoices included on the statement, click the Quick Navigation > Transactions link located
on the right side of the screen to bring up the Transactions screen. Make sure to use the Search Filter
by clicking the [Show] link located just above the listed invoices on the right. There are date range filter
defaults just like on the Reconciliation Summary screen.

After clicking the [Show] link on the screen the filter options are displayed. After entering the search criteria,
click the Search button to return all matches. Clicking the Clear button clears all the fields on the search

filter.
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Search Filtar: [Hide] | |

Branch: vI

Region:
Territory: Department: ']
Unit: j‘
v 1 =) Dare Type: | -Flease Select- 'I
Line of Business: [401K - Group - Date Range: | 8] o =6

401K - Individual
Accident - Individual
ADAD - Group =

Amount Range: | o |

™ Exclude all transactions where the effective dats is after the search ending date.

@ Al © paid © Unpaid

Sort Field 1: | | sort Order 1: | | sortField 2: | | Sort Order 2: | =l
Clear
[Select All] [Deselect All] Showing Page 1 of 1 [1=] Display: | Default (5) x

Agency Bill -

reconciliation

Once the search results are returned, there may be more than one page of invoices. To get to the invoices
on other pages, use the Navigation Arrows at the top of the list to navigate:

m  Single Page Forward »

m  Single Page Back «

m  Last Page P |

m  First Page | <
The drop-down box to the right of the arrows with the number 1 displaying allows the selection of any
available pages so it is possible to quickly jump to a page in the middle (such as page 3). Just find the
number and click to go to the selected page. The Display drop-down box on the right allows more than the

default of 7 items to display. Use the drop-down box to select the number desired. To display these options
there must be more than 7 invoices.

Sheping page 1of 5 F K Display: 7 (Default)
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reconciliation

Quick Navigation
Reconcilistion ID: 1158 Receipt Total: $0.00
Entity Type: People Disbursements Total: £0,00 Header
Mame: Susan McDonough Adjustments Total: $0,00 Receipts/Disbursements
Transactions
Posted: [T Incems/Receivable Totsl: £0.00 s
Payable Total: $0.00 Reconciliation Posting
Date Creatad: 09/11/2008
. . Commission earned for
Created By: Betsy Cormier Description: MMAYYY
Reconciliation Summary | Pay All Selected Print Post Abart Save Add Row Delivery
Search Filtar: [Show]
[Select All] [Deselect All] Showing Page 1 of 1 [i= Display: [Default (5) =
Agency Bill
Invoaice Client Agency Amount
Select Detsils  Date m Bill Ta Policy No. Line Type Amount  Commission  Rate Type Rate Due Paid Balance
i g
¥ B os/os/z007 1z3se CormierBilling o Bremium £850.00 s1aa50 OfAENSY  oonn sagi2 sp00  $36.12
Services Commission
Cormier Billing ; % of Agency
F B os/e/zoo7 12358 “oTerEI AGZ Bremium £300.00 $136.00 0SS 2500 £34.00 £0.00  $34.00
_ g
F B ivoizoor L361]'5 C°;’“‘ETB‘"'"9 AGbillpolicy Bremium 51,000,00 sio000  EofAmEnty oo nn spsop s000  $25.00
ervices Commission I
W~ B 12/19/2007 1azes CommierBiling oo oase Premium £25,750.00 s2,575.00 2OTASRNEY oo on ceasgs s0.00 seazTs
Services e =273 Commission ' ' : '
i g
~ B  12/19/2007 15214 CormierBilling 000 pge Premium l¢25750.00) ($3.575.00) of Agency oo g ($6432.75) £0.00 (£643.75)
Services Commissian
This Page Total:  £2,650,00 5380.50 555,12 50,00  $95.12
All Pages Total:  £2,650,00 538050 £55.12 50,00  $35.12
All Selectsd Items Total:  $2,650.00 $380.50 $35.12 $0.00  $35.12
[Select All] [Deselect All] Showing Page 1 of 1 |1 - Display: IDEfELIh: (5) =

reconciliation

To include the invoices on the worksheet after filtering the list, click the box in the select column to place a
check mark indicating the item should be included as payment in full. The [Select All] link may also be used
on each page to place a check in all filter results. Make sure to select both Agency and Direct Bill if all are
being paid.

To identify that only a partial amount has been paid, click the Details @? icon beside the invoice. When the
Pay All Selected window is displayed, enter the amount of the payment and the description then click the
OK button to return to the list of invoices.

Payment n%ure

Date: 09/02/2008

Comm.

Amount: 90.00

Amount: |2.IIIIII Balance: &8.00

Description: |Partia| Payment
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Partially paid items show a gray box with a check in it and the amount entered is displaying in the Paid
column on the right and the balance showing a reduction.

Once all the invoices have been identified and selected, click the Pay All Selected link on the Navigation
toolbar. Note the Virtual Disbursement Total amount.

reconciliation

Quick Navigation

Reconcilistion ID: 1155 Receipt Total: $0.00
Entity Type: People Disbursements Total: $0.00 Header
Mame: Susan McDenough Adjustments Total: £0.00 $E°E‘“‘5fD‘5h”’semE"‘s
ransactions
Posted: [ Income/Receivable Total: £0.00 e —
Payable Toral: £0.00 Reconciliation Posting

Date Created: 09/11/2008
Created By: Betsy Cormier Description: Praducer recan for MM/YYYY

Reconciliation Summary | Pay All Selected Print Paost Abort Save Add Row Delivery

Search Filter: [Show]

[Select 2ll] [Deselzct All] Showing Page 1 of 1 | 1 'I Display: | Default (5) 'I

Agency Bill

Invaice Client Agency Amount

Select Details  Date ) Bill To Policy Na. Line Type Amount  Commission  Rate Type Rate Due Paid Balance
JR—— .
I B os/os/z007 12358 Cormier Billing AGZ Pramium £850,00 s1as,50 eofAgency o540 £36,12 £0.00 £36.12
Services Commizsion
Cormier Billing ; % of Agency
W B os/os/zoor 12358 e AGZ Bremium $800.00 $136.00 S SECY 2500 $34.00 $0.00  $34.00
g 13515~ Cormier Billing ; ; . . %5 of Agency . . .
W B ivoyzoor i Cardicas . AGbillpalicy Premium $1,000.00 siooo0 SR RS 2900 s29.00 000 £23.00| |
Cormier Billing ; % of Agancy
¥ B 12/19/2007 14365 s T WC123456 Pramium $25,750.00 $2,575.00 C° 8V 2500 564375 $0.00 $643.75
R .
I B  12/13/2007 15214 CormierBilling \oioogse Pramium [525,750.00) ($2,575.00) % of Agency g g (£643.75) £0.00 ($643.75)
Services - Commizsion -
This Page Tatal:  $2,650.00 £380.50 £55.12 $0.00  $95.12
All Pages Total:  £2,650.00 5380.50 $95.12 £0.00  £9s.1z
All Selectad Irems Totsl:  £2,650.00 $380.50 $55.12 $0.00 $35.12

[Select All] [Deselect All] Showing Page 1 of 1 | 1 -I Display: | Default (5) 'l

reconciliation

A confirmation of the selections is displayed. Take a look at the information and if it is correct, click the OK
link to include all the selections.

Pay All Selected rmurle

Agency Bill:

Total Items Selected: 5 Total Selected Amount: $95.12
Total Amount Paid: $35,12

Direct Bill:

Total Items Selected: 5 Total Selected Amount: $252.50

Total Amount Paid: $252.50

Click OK to accept the items as selected or Cancel to return to recenciliation process,

0K Cancel
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To offset the amount of the disbursement to the People Commission Expense account, click the Quick
Navigation > Adjustments link located on the right side of the screen to bring up the General Ledger screen.

Click the Add Row link located on the Navigation toolbar. Click the Ellipsis
account number the entry will be posted to.

button to search for the

Enter the search information for the GL account and click the Search button. Click the correct account
number and the OK button to return to the General Ledger screen.

reconciliation

Reconciliztion 1D:
Entity Type:
Name:

Posted:

1158
Peaple
Suszn McDonaugh

-

Receipt Total:
Dishursements Total:
Adjustments Total:
Income/Receivable Total:
Payable Total:

50,00
$0.00
($347.62)
$0.00
$347.62

Quick Navigation

Header
Receipts/Disbursements
Transactions
Adjustments
Recenciliztion Posting

Date Created: 09/11/2008

Commission earned for

Description: SAT=S)

Created By: Betsy Cormier

Reconciliation Summary | Pay All Selected Print Post Abort Save Add Row Delivery

General Ledger

Account Number Debit Cradit 1000 LID # Remove

Description

|rev People Comm [ | 0.00 3762 [0 . o B

70.001.0000.000.00.500000 People Co e

Totals: 20.00 234782

$347.62 $0.00

Total to write off:

Enter a description for the entry and the amount of the disbursement. Enter the reconciled People Payable
total in the Credit box and click the Save link on the Navigation toolbar. Note that the Virtual Disbursement
Total is no longer present on the header.

Clicking on the Reconciliation Posting link on the right side of the screen shows no posting is made to the
Reconciliation Clearing account, but instead the People Commission Expense account. The entries on this
worksheet effectively clear the payable and expense accounts.
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reconciliation

Quick Navigation
Reconciliation ID: 1158 Receipt Total: $0.00
Entity Type: People Disbursements Totzl: 0,00 Header
Name: Susan McDenough Adjustments Total: (£347.62) Receipes/Disbursements
Transactions
Posted: [ Income/Receivable Torzl: £0.00 Adjustments
Payable Total: $347.62 Reconciliation Posting
Date Creatsd: 03/11/2008
; Commission earned for
Created By: Betsy Cormier Description: MMAYYY
Reconciliation Summary | Pay All Selected Print Past Abort Save Add Row Delivery
Reconciliation Details

Account Number Account Description Debit Credit]
70,001,0000,000,00,500000 People Comm Expenze $0.00 $347.62
70.001.0000.000.00.201000 People Comm Payable-Dus £36.12 £0.00
70,001,0000,000,00,201000 People Comm Payable-Dus £34,00 £0,00
70,001,0000,000.00.201000 People Comm Payasble-Dus $25.00 $0.00
70.001.0000.000.00.201000 People Comm Payable-Dus £64375 $0.00
70.001,0000,000,00.201000 People Comm Payable-Dus £0.00 £643.75
70.001.0000.000.00.201000 People Comm Payable-Dus £20.00 £0.00
70.001.0000.000.00.201000 People Comm Payable-Dus £8.75 £0.00
70,001,0000,000.00.201000 People Comm Payasble-Dus $46.25 $0.00
70.001.0000.000.00.201000 People Comm Payable-Dus £135.00 $0.00
70,001,0000,000.00.201000 People Comm Payable-Dus £42,50 £0,00

To complete the process, click the Post link on the Navigation toolbar. The Post Reconciliation screen is
displayed providing an opportunity to review the amount. If the amount is out of balance, a message is
displayed advising of the out of balance. At that point, click cancel, correct the worksheet and post again.
Once confirmed that the posting is correct, click the OK button to complete the post. Issue a payroll check
as normal. Click the Reconciliation Summary link on the Navigation toolbar to exit the reconciliation.

Notes
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Producer Draw against Commission

In some agency operations, a check is issued that is for the commission due but only as a draw. The checks
for the draw are issued monthly and the People Payable is then reconciled monthly or quarterly for the
amount of the draw. This section shows how to handle this scenario.

The first step is to add the general ledger account number to use with the adjustment to offset any difference

between the draw and the reconciliation amount. To add the account number, follow the steps for adding
General Ledger Account Numbers in Chapter 4 - General Ledger Setup.

Accounting mure

Edit General Ledger Number

Account Classification: ILiaI:riIit',,-r j
Account Group: |Sh|:urt Term Liability j

Account Type: I Insurance Payable

Number Ranges:

Account Number:

Account Name: |Pru:u:|uc:er Diraw Owver/Under

Description: |D1"fset Draft amts Ower or Under

Status: I Active |x I

Disable Access || Propagate: ¥ post Warning: r

In this scenario the agency pays the Producer prior to reconciling because the draw is a set amount each
month. The reconciliation is then added to match the amount of the disbursements either monthly or
quarterly. If there is not enough commission to equal the amount of the draw an offset is made against the
Producer Draft Over/Under account created.

Navigating to the disbursements tab is done by clicking the ORGANIZATION link on the Primary menu. Click
the territories tab and click the Details @9’ icon for the territory where the disbursement is to be added.
Click the accounting tab, the transactions tab and the disbursements tab to bring up the disbursement
summary screen. If there are no results displayed, then the organization is new and no disbursements have
been previously done or the filter dates are out of range.

organization
XDTI--Training Org >> B C Region >> B C Territory
Previous Page
card file branches lecatiens employees accounting wendors entity asseciations
summary setup invoicing setup general ledger bank zccounts transactions bztch summary
tranzaction summary | journal entry  disbursements  receive payments = deposit | accounts payable  reconciliation | inweices

Select Bank Account:

Filter: [Show] [Add Mew Disbursement]

[Bank of America/NH 123456 Trust Account =]

e
are no results for this search criteria
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To issue the payroll check, first select the bank account to enter the disbursement from in the Select Bank
Account drop-down box located on the upper left of the disbursement summary screen. Then click the [Add

New Disbursement] link located in the upper right of the Disbursement Summary screen.

After clicking the [Add New Disbursement] link the Select Entity window is displayed. This window allows
searching for the entity the disbursement is for. In the Entity Type drop-down box select Employee and
in the field below the type enter at least 3 characters of the entity name. To activate the search, click the
Search button to the right of the field. All matches to the characters entered are displayed in the box below
the label Select Name. Click the OK button on the bottom of the window to add the disbursement. Clicking
the Cancel button will abort the process.

Disbursement r]e@ure

Select Entry:

Entity Type: IEmponeE 'I

Enter at least 3 characters for Entity Name,
Location Name, and/or Address and click search.

mecd Search I

Select Name:
’Samantha Mc:Donouih

Select Address:

12050 S Ravinia Avenue |

Click OK to confirm selection. Cancel to return to
summary.

o | [Eel]

After clicking the OK button, the disbursement is added.
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disbursements

uick Navigation
Disbursement ID: 1254 Entity Typs: Employss Q N 2
Disbursement Header

Postad: [ Payee: Susan McDanough General Ledger
Cleared: [T Bank Name: Bank of America/NH Accounts Payable
Date Booked: 9/11/2008 Bank Account =: 56783 Reconciliation
. Disbursement Pasting
GL Account: 70.001.0000.000.00.100500 Operating Account

Date Creatsd:  5/11/2008 Balance: $405,685.53
Created By: Betsy Cormier Disbursement Amount:  $0.00
Estimated Balance: 405,685,923
Check =:
Description: Susan McDenough draw far MM/...

Dishbursement Summary | Pay All Selected Print Post Abort Save Add Row

Dayes: Suzan MeDenough 7|
12050 S Raviniz Avenue

Orland Park, IL 60462 Unitsd States

Date Booked: [3/11/2008 Ed

Disbursement Method:IChECk hd

Check = |

Nexsure Tip

Leave the Chack # field blank to allow the system to assign the next available
check = at the time of printing or enter = check = manuzlly.

Description: " =
(50 Char, Max) Susan McDonough draw for MM/YYYY _|

Internal Mots:

(250 Char. Mx) Draw to be offset to People Payable Reconciliation on @ monthly ;I

basis

[ | - |

disbursements

After entering data into the input fields on the first page, click the Save link on the Navigation toolbar or click
one of the links on the right to save entries.

For payroll checks, click on the Quick Navigation > General Ledger link. Click the Add Row link on the

Navigation toolbar. Click the Ellipsis button to search for each account number to be offset to for the
disbursement.
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disbursements

Quick Navigation

Disbursement ID: 1254
Disbursemeant Header

Entity Type: Employee

Posted: [ Payes: Susan McDonough General Ledger
Clearsd: [T Bank Name: Bank of America/NH Accounts Payable
Date Booksd: 9/11/2008 Bank Account #: 56789 Reconciliation

Disbursement Pasting
GL Account: 70.001.0000.000.00.100500 Operating Account

Date Created:
Created By:

Balance: $405,685.93
Disbursement Amount: £1,435.42
Estimated Balance: $404,250.50
Check =:
Description: Susan McDonough draw for MM/...

5/11/2008
Betsy Carmier

Disbursement Summary | Pay All Selected Print Paost Abort Save Add Row

General Ledger

‘Account Number Description Debit Credit 1099_LID _# Remove
70.001,0000.000.00,100500 Operating  Susan McDonough draw 51,395.10
Account for MM/ YYYY o
[70.001.0000.000.00.110910 - Rec _I [5 McDonough draw | 2,000.00 .00 I _I ET
[70.001.0000.000.00.221000 - Em| _| |Federal Inc Tax | 0.00 3s2.13 [ _| o B
[7o.001.0000.000.00.621001 - Pay J |Secial Security Tax | 0.00 172.44 [0 J IE]
[70.001.0000.000.00.231001 - Em| _I [Medicare Tax | 0.00 | 40.33 _I o Eg
Tatals: £2,000.00 $2,000.00

Enter a description for the entry and the amount of the adjustment. If the amount is a credit, just enter the
amount in the credit column without a (-) as it is not needed.

Clicking the Quick Navigation > Disbursement Posting link on the right side of the screen shows all the
entries to the general ledger.

disbursements

uick Navigation
Disbursement ID: 1254 Entity Type: Employse Q h 9
Disbursement Header
Posted: [ Payee: Susan McDonough General Ledger
Cleared: [ Bank Mame: Bank of America/NH Accounts Payable
Date Booked: 9/11/2008 Bank Account =: 56789 Recenciliation _
Disbursement Posting
GL Account: 70,001.0000.000.00.100500 Operating Account
Date Created: 9/11/2008 Balance: $405,685.33
Created By: Betsy Cormisr Disbursement Amount:  $1,395.10
Estimatad Balance: $404,250.83
Check =:
Description:  Susan McDonough draw far MM/,
Disbursement Summary | Pay All Selected Print Post Abort Save Add Row
Disbursement Posting
Account Number Account Description Debit Credit

70.001.0000.000.00.231000 Employee FICA W/H $0.00 $392.13]
70.001.0000.000.00.231001 Employes Medicare W/H £0.00 $40.33]
70.001.0000.000.00.100500 Operating Account £0.00 £1,395.10)
70.001.0000.000.00.621001 Payroll Tax - ER FICA £0.00 $172.44]
70.001.0000.000.00.110910 Reconciliation Clearing Acct £2,000.00 £0.00)

$2,000.00

$2,000.00
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Posting the Disbursement and Printing the Check

Checks cannot be printed until the disbursement is posted. To complete the process so the check may be
printed, click the Post link on the Navigation toolbar.

Disbursement ID: 1254 Entity Type: Employee
Pasted: [ Payee: Susan McDonough
Cleared: [~ Bank Name: Bank of America/NH
Date Booked: 9/11/2008 Bank Account #: 56789

GL Account: 70.001.0000.000.00,100500 Operating Account

Date Created: 9,/11/2008 Balance: $405,685.93
Created By: Betsy Cormier Disbursement Amount: $1,395.10
Estimated Balance: $404,290.83
Check =:

Description: Susan McDeonough draw for MM/...

Disbursement Summary | Pay All Selected Print Add Row

The Post Disbursement screen is displayed providing an opportunity to review the disbursement amount.
If the disbursement is out of balance, a message is displayed advising of the out of balance. At that point
correct the disbursement and post again. Once confirmed that the posting is correct, click the OK button to
complete the post.

After the disbursement is posted the disbursement screen is refreshed and Post is no longer an option.

A check may be printed by clicking the Print link on the Navigation toolbar and selecting the check style from
the drop-down box and clicking the OK button.

nessure

Print Disbursement Selection
Deluxe Checlk 80180 “

Summar

Deluxe Check 30180

Celuxe Check 80971

MICR Coding Top Check

MICR Coding Bottorm Checl:

MICR Coding Bottorn Check w/Address

Select a check type ar surmmary, Press OK to print
zelection or cancel ta return to Disburserment screen.

l Ok ] [Cancel]

After clicking the OK button, the next screen shows the type of check selected and the check number field
is empty. This field has no number in it if the check has not been previously printed or a check number was
not entered on the disbursement header. A check number would not be entered normally since Nexsure will
check to see what the next check number is and automatically number. So, leave the check number blank
and click the OK button.
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nessure

Check is ready to print
Please put check stock in the printer.

Chedk Type:Deluxe Check &01&0
Check #:

Click "OK" to Print,

* Leave the Check # field blank to allow the
systern to assign the next available check # at the

time of printing ar enter a check # manually.

[ ok | [ cancel]

The check is displayed. To print the check, click the Adobe® Reader® printer '™ icon just above the
document. Checks should be in the printer prior to printing.

Adding the Reconciliation Worksheet

Only those invoices meeting department posting rules will be available for reconciliation. If unsure when
these invoices will be available to pay, see the General Ledger Posting tables in this chapter.

Access the reconciliation tab by first clicking on the ORGANIZATION link on the primary menu. Click the
territories tab and click the Details @5’ icon for the territory where the statement is to be reconciled. Click
the accounting tab, the transactions tab and the reconciliation tab to bring up the Reconciliation Summary
screen. If there are no results displayed, then the organization is new and no reconciliations have been
previously done or the filter dates are out of range.

To add the worksheet, click the [Add New Reconciliation] link on the upper right side of the Reconciliation
Summary screen.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected &%

ORGANIZATION PROFILE | ALL EMPLOYEES | ALL LOCATIONS
Organization Name: XDTI--Training Org

organization

XDTI--Training Org >> B C Region >> B C Territory
Previous Page

card file branches locations employees accounting wendors entity associations
summary = setup imvoicing setup general ledger  bank accounts transactions = batch summary
transaction summary  jeurnal entry disbursements receive payments depasit accounts payable reconciliation inveices

Filter: [Show] [Add New Recondiliation]

There are no results for this search criteria

invoices reconciliation accounts payable depaosit receive payments disbursements journal entry transaction summary
batch summary  transactions = bank accounts general ledger  invoicing setup setup summary

entity associztions  wenders | accounting employees locations branches card file

organization

Dimensi
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After clicking the [Add New Reconciliation] link the Select Entity window is displayed. This window allows
searching for the entity being reconciled. In the Entity Type drop-down box select People Payables and in
the field below enter at least 3 characters of the entity name. To activate the search, click the Search button
to the right of the field. All matches to the characters entered are displayed in the box below the label Select
Name. Click to select the employee and click the OK button.

Reconciliation mure

Select Entry:

Entity Type: IPEDpIE 'l

Enter at least 3 characters for Entity Mame, Location Name,
and/or Address and click search.

Entity Name: |mcd Search |

Select Mame:

Samantha McConough

Select Addrass:

12050 S Ravinia Avenue =

Click OK te confirm selection, Cancel te return te summary.

Ok |

After clicking the OK button, the worksheet is added.

reconciliation

Quick Navigation

Reconcilistion ID: 1160 Receipt Total: $0.00
Entity Type: People Disbursements Totzl: £0.00 Header
Name: Susan McDonough Adjustments Torzl: £0.00 Receipts/Disbursements
Transactions
Posted: [T Income/Receivable Totzl: $0.00 Adjustments
Payable Totzl: £0.00 Recanciliation Pasting

Date Created: 09/11/2008

Susan McDonaugh

Created By: Betsy Cormier Description: Reconciliation

Reconciliation Summary | Pay All Selected Print Post Abort Save Add Row Delivery

Mame:  Susan McDenaugh
12050 S Ravinia Avenue
Orland Park IL 60452

Date Booked:  [09/11/2008 1%

Description: - X -

1100 Char. Max) Susan McDonough _I
Reconciliation

Internal Mote: 5 = B

1250 Char. Max) ?ffse: to Disbursement _I
issued for draw

Dimensional’

Technologies PAGE 533



CHAPTER 12 NEXSURE® TRAINING MANUAL - ACCOUNTING

After entering data into the input fields on the first page, click the Save link on the Navigation toolbar or
click one of the links on the right to save entries.

Using the Search Filter to Locate Invoices

To select the invoices included on the statement, click the Quick Navigation > Transactions link located on
the right side of the screen to bring up the Transactions screen. Make sure to use the Search Filter by clicking
the [Show] link located just above the listed invoices on the right. There are date range filter defaults just
like on the Reconciliation Summary screen.

After clicking the [Show] link on the screen the filter options are displayed. After entering the search criteria,
click the Search button to return all matches. Clicking the Clear button clears all the fields on the search
filter.

Search Filter: [Hidz] ||

Region: Branch:l -
Territory: | E C Territory Diepartment: | -
Unit: I hd
Business Type: I;_\|| vl Date Type: I-PlEESE Select- =
Line of Business: |401K - Group i’ i T T -
401K - Individual | RS E

Accident - Individual
ADED - Group 2

Amount Range: I Tos I

I™ Exclude all transactions where the effective date is aftar the search ending date,

& a7 paid 7 Unpaid

Sort Field 1: -] Sert Order 1: -] Sort Field 2: ~| Sort Order2: =1
Clear
[Select All] [Deselect All] Showing Page 1 of 1 [1=] Display: | Default (5)

Agency Bill =

reconciliation

Once the search results are returned, there may be more than one page of invoices. To get to the invoices
on other pages, use the Navigation Arrows at the top of the list to navigate:

m  Single Page Forward »

m  Single Page Back «

m  Last Page P |

m  First Page | <
The drop-down box to the right of the arrows with the number 1 displaying allows the selection of any
available pages so it is possible to quickly jump to a page in the middle (such as page 3). Just find the
number and click to go to the selected page. The Display drop-down box on the right allows more than the

default number of items to display. Use the drop-down box to select the number desired. To display these
options there must be more than 7 invoices.

Sheping page 1of 5 F K Display: 7 (Default)
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reconciliation

Quick Navigation

Reconciliation 1D: 1160 Receipt Total: $0.00
Entity Type: People Disbursements Total: $0.00 Header
Mame: Suszn McDenough Adjustments Total: £0,00 Receipts/Disbursements
Transactions
Posted: | Income/Recsivable Total: £0.00 Adjustments
Payable Total: £0.00 Reconciliation Posting

Date Created: 09/11/2008

Suszn McDenough

Created By: Betsy Cormier Description: o0 Ciliation

Reconciliation Summary | Pay All Selected Print Post Abort Save Add Row Dalivary

Search Filter: [Show]

[Select &ll] [Deselect All] Showing Page 1 of 1 1~ Display: | Default (6) 'I

Agency Bill

Invoice Client Agency Amount
Salect Details  Date m Bill To Policy No. Line Type Amount  Commission  Rate Type Rate Due Paid  Balance
Cormier .
08/08/2007 12358 Billing AGz Pramium $850.00 £144.50 2500  $38.12 $0.00  £36.12
2 / I % of Agency
! Commission
Services
Cormier
|l B ososmo07 12358 Billing AGZ Premium £800.00 £126,00 "é”“.g”.““ 25.00 £324.00 £0.00  £24.00| T
Al ommission
_ Cormier .
11/01/2007 Billin Agbillpalic Premium £1,000.00 £100.00 2500  $25.00 $0.00  $25.00
B \ 13615 g billpolicy % of Agency
1 " Commissien
Services
Cormier
I~ B 127192007 14365 Billing WC123456 Premium £25,750.00 £2,575.00 ?;”m.g”."" 25.00 $643.75 £0.00 $843.75
e ommissian
Cormisr .
r B  1zrszo07 15214 Billing WC123456 Premium (525.750.00) (s2.575.00) 2 OFAGENSY o5 nn eeazs) &0.00 (5643.75)
Commissien
Services
Cormier
I B  o0s/01/2008 17320 Billing UMBSS7 6 Premium $25,000.00 $2,500.00 % of Agency 4509 $1,125.00 $0.00 $1.125.00| x|

reconciliation

To include the invoices on the worksheet after filtering the list, click the box in the Select column to place a
check mark indicating the item should be included as payment in full. The [Select All] link may also be used
to place a check in all filter results. Make sure to select both Agency and Direct Bill if all are being paid.

To identify that only a partial amount has been paid, click the Details I%ﬁ} icon beside the invoice. When
the Payment window is displayed, enter the amount of the payment and the description then click the OK
button to return to the list of invoices.

Payment ne Sure

Date: 12/14/2005

Pavable
Arnount; 23Z.00

Arnount:  |[2.00 Balance: 230.00

Description:  |Partial payment

Partially paid items show a gray box with a check in it and the amount entered is displaying in the Paid
column on the right and the balance showing a reduction.

Once all the invoices have been identified and selected, click the Pay All Selected link on the Navigation
toolbar.
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reconciliation

Quick Navigation

Reconciliation 1D: 1160 Receipt Total: $0.00
Entity Type: People Disbursements Total: $0.00 Header .
Name: Susan McDonough Adjustments Total: $0.00 Receipts/Disbursements
Transactions
Pastad: [ Income/Receivable Total: $0.00 Adiustments
Payable Total: $0.00 Reconciliation Posting

Date Created: 09/11/2008

Susan McDonough

Created By: Betsy Cormier Description: o oo iliation

Reconciliation Summary | Pay All Selected Print Post Abart Save Add Row Delivery

Search Filtzri [Show]

Showing Page 1 of 1 1 'I Display: |Default (8) 'I

Invoice Client Agency Amount
Select Details  Date m Bill To Policy Na. Line Type Amount  Commission  Rate Type Rate Due Paid Balance
Cormier
I B os/oszoo? 1z3ss Billing AGZ Bremium £850.00 s14450 eofAgEncy o0 g $36,12 $0.00  $36.12
Commission
Services
Cormier
Ird B oo/os/zo07 12358 Billing AG2 Premium £800.00 £136.00 ?ﬂ‘r':r‘:ii’::: 25.00 $34.00 $0.00 $34.00|
Services
Cormier
¥ B 1vowzoor 13813 Biling  AGhillpalicy Pramium £1,000,00 s100.00 TEOFASENTY oo on soco0 so.00  s2S00
1 Ci
ommission
Services
Cormier
W~ B 12/19/2007 14365 Billing WC123456 Premium $25,750.00 $2,575.00 Z"ugr‘:ii’:: 25.00 $643.75 $0.00 $643.75
Services
Cormier
~ B 12/19/2007 15214 Billing WC123456 Premium ($25750.00) ($2.575.00) T2OFASENCY oo nn (eeanzs) s0.00 (364275
Commission
Services
Cormier
= B  os/oi/zo08 17320 Billing UMBS876 Premium £25,000,00 £2,500.00 o of Agency 4500 $1,125.00 £0.00 $1,125.00] =]

reconciliation

A confirmation of the selections is displayed. Take a look at the information and if it is correct, click the OK
link to include all the selections.

Pay All Selected nmure

Agency Bill:

Total Items Selected: & Total Selected Amount: 1,220,112

Total Amount Paid: £1,220.12

Direct Bill:

Total Items Selected: 5 Total Selected Amount: £252.50

Total Amount Paid: $252.50

Click OK to accept the items as selected or Cancel to return to reconciliation process.

Ok Cancel
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reconciliation

Reconcilistion 1D:

Entity Typ
Name:

Posted:

Date Created:

Created By:

1160
People
Susan McDonough

r

09/11/2008

Betsy Cormisr

Receipt Totzl:
Disbursements Tot:

Adjustments Total:
Income/Receivable Total:
Payable Totzl:

Wirtual Disbursement Total:

Besemem o

50,00
£0.00
£0.00
50,00
51,472.62

5147262

usan McDenough
Reconciliation

Quick Navigation

Header
Receipts/Disbursements
Transactions
Adjustments
Recenciliation Posting

Reconciliation Summary | Pay All Selected

Print Post

Abort

Add Row

Delivery

Showing Page 1 of 1

Invoice Client Age: Amount
Salect Details  Date n Bill Ta Policy No. Line Type Amount  Commission  Rate Type Rate Due Paid Balance
Cormier 5 of Agenc
F B osioeizoor 1z3ss Billing AGZ Bremium £850.00 $144.50 98CY 5500 £36.12 53612 $0.00
orvies Commission
Cormisr e
F B os/e/zo07 1z3se Billing AGZ Premium $800.00 $136.00 S°NY o500 $34.00 $34.00 $0.00| T
Commission
Services
. Cormier .
= B 1v01/2000 13815 Billing  AGbillpalicy Premium £1,000.00 s10m00 22 0TAGECY oo g £25.00  $25.00 £0.00
1 Somvieas Commission
Cormisr .
~ B  1z/19/2007 14385 Billing WC123456 Premium £25,750.00 £2,575.00 Cofnmifl‘;n* 25.00 $643.75 £643.75 £0.00
Servicas
Cormier % of Agenc
F B izioeoor 15214 Biling ~ WC123456 Premium (525750.00) ($2575.00) %SNSV 25.00 (3643.75) ($643.75) 5000
Services
Carmisr .-
F B ougoyzooe 17320 Billing uMESETS Pramium £25,000.00  $2,500.00 9e7°Y  45.00 $1,125.00 $1,125.00 $0.00| x|

Search Filter: [Sho

Default (6] 'I

Displa:

To include the disbursement issued prior to the reconciliation worksheet,
> Receipts/Disbursements link on the right side of the screen. Click the [Add New] link to display any
disbursement issued for this employee.

reconciliation

click the Quick Navigation

reconciliation

Reconciliation ID:
Entity Type:
Name:

Posted:

Date Creatad:

1160
Peaple
Susan McDonough

r

09/11/2008

Receipt Total:
Disbursements Total:
Adjustments Total:
Incoms/Receivable Total:
Payzble Total:

Wirtual Disbursement Toral:

$0.00
£0.00
$0.00
£0.00
$1,472.62

£1,472.62
Susan McDansugh

Quick Navigation

Header
Receipts/Disbursements
Transactions
Adjustments
Reconciliztion Posting

Created By: Betsy Cormier Description: Reconcilistion
Reconciliation Summary | Pay All Selected Print Post Abort Save Add Row Delivery
Receipts
I Detail Date Receipt# Amount Description
[
Dishursements
| Detail Date Disbur# Amount Description Remave |

Click the checkbox to identify the disbursement with the worksheet and click the OK button to add.

Dimensional’
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reconciliation

Reconciliztion ID:
Entity Type:
Name:

Posted:

Date Creatad:

Created By:

1160
People
Susan McDenaugh

r

08/11/2008

Betsy Cormier

Receipt Total:
Dishursements Total:
Adjustments Total:
Income/Receivable Total:
Payable Total:

Wirtual Disbursement Total:

Description:

£0.00
£0.00
$0.00
£0.00
£1,472.62

£1,472.62

Susan McDenough
Reconciliation

Recanciliation Summary | Pay All Selectad |

Print ‘ Post ‘

abort |

AddRow | Delivery

Quick Navigation

Header
Receipts/Disbursements
Transactions
Adjustments
Reconciliation Posting

ttps://nexweb25.nexsure.com/?)

=15l

Receipts
Datail Dz
E Add Disbursements ne Sure
[Select All] [Deselect All]
Di
Select Date Disbur# Description Amount]
Detail Dz
Ird 9/11/2008 1254 Susan McDonough draw for... £2,000.00)

Cancel I

Notice that the Virtual Receipt Total still shows $527.38. Offset the amount over or under to the Producer
Draft Over/Under account. This will ensure that there is no amount left in the reconciliation clearing account
for the next reconciliation. Any amount remaining in this account will be addressed at year-end.

reconciliation

Reconciliztion ID:
Entity Type:
Name:

Posted:

Date Created:

Creatad By:

1160
People
Susan McDanough

-

03/11/2008

Betsy Cormier

Receipt Total:
Disbursements Tatal:
Adjustments Total:
Income/Receivable Total:
Payable Total:

Virtual Receipt Total:

Description:

$0.00
$2,000.00
£0.00
50,00
$1,472.62

£527.38

Susan McDonough
Recanciliation

Quick Navigation

Header
Receipts/Disbursements
Transactions
Adjustments
Reconciliation Posting

Reconciliation Summary | Pay All Selected Print Post Abort Save Add Row Delivery

Receipts

| Detail Date Receipt# Amount Description Remove |
L ]
Disbursements [Add New]

Detail Date Disbur#  Amount Description Remaove
_ e Susan McDonough draw for
09/11/2008 1254 £2,000.00 MMAYYVY %
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To offset the amount over or under to the Producer Draft Over/Under account, click the Quick Navigation >
Adjustments link located on the upper right side of the screen to bring up the General Ledger screen. Click
the Add Row link located on the Navigation toolbar. Click the Ellipsis [g button to search for the Producer
Draw Over/Under account number the entry will be posted to. Enter the search information for the GL
account and click the Search button. Click the correct account number and the OK button to return to the
General Ledger screen. Make sure to enter a description for the entry. Enter the debit or credit amount and
click the Save link on the Navigation toolbar. A Debit is entered to offset a Virtual Receipt Total. A Credit
is entered to offset a Virtual Disbursement Total. Click the Post link on the Navigation toolbar to post the
reconciliation.

reconciliation

Reconciliation 1D:

Entity Type:
Name:

Posted:

Dare Created:

Created By:

1160
Peaple
Susan McDenough

-

09/11/2008

Betsy Cormisr

Receipt Total:
Disbursements Total:
Adjustments Total:
Income/Receivable Total:
Payable Total:

Description:

$0.00
52,000.00
$527.38
50.00
51,472,562

Susan McDenough

Quick Navigation

Header
Receipts/Disbursements
Transactions
Adjustments
Reconciliation Posting

Reconciliation

Reconciliation Summary | Pay All Selected Print Past Abort Save Add Row Delivery

General Ledger

Account Numbar Debit Cradit 1000 LID # Remove

Description

0.00 I-_I 0 B

$527.38 20.00

70.001.0000.000.00.215020 Producert | |5 McDonough MMAY | 527.38 [

Totals:

£0.00 £527.28

Total to write off:

To show the distribution, use the Ellipsis [Z] button on the right of the screen to the left of the Remove I%
icon for the line item distribution. Click the Add link and the Employee is the Entity Type default, so this
does not need to be changed. Enter at least 2 characters of the employee name to the left of the search
button and then click Search to return a list of matching names. Click to highlight the employee for the line
item distribution. Enter the amount to allocate to the selected employee. Click the OK button to add the
line item distribution.
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reconciliation

Quick Navigation

Reconciliation ID: 1160 Receipt Total: $0.00
Entity Typs: People Disbursements Total: $2,000.00 Header
Name: Susan McDonough Adjustments Total: $527.38 Recsipts/Disbursements
Transactiens
Posted: [ Income/Receivable Total: $0.00 [
Payable Total: $1,472.62 Reconciliation Posting

Date Created: 09/11/2008

Susan McDenough

Created By: Betsy Cormier Diescription: Recenciliation

Reconciliation Summary| Pay All Selected Print [ Post [ Abort | Save [ Addrow | Delivery |
https:/ /nexweb25.nexsure.col -] x| =

General Ledger
Account Number B LID # Remove

Line Item r'e Sure

[70.001.0000,000,00.215020 Praducer Entity Type: |EITID|DVEES |

Enter at least 2 characters of the name and click

search.
|rn|:\:| Search I
Select
Name
Line Item Distribution [ Add]
Details Entity Type Remove ~
Amount:

527.38|

Click OK to confirm selection or Cancel to return to

pravious screen.
OK Cancel

I

reconciliation

The addition is added at the bottom of the screen.

reconciliation

Quick Navigation
Reconciliztion ID: 1160 Receipt Total: $0.00

Pzople Disbursements Total: $2,000.00 Header .

Susan McDonough Adjustments Total: £527.38 Li=zape Ele=a e
Transactions

I Income/Recsivable Total: £0.00 Adjustments

Payable Totsl: $1,472.62 Reconciliation Pasting
Date Creatad: 09/11/2008
Susan McDonough
Created By: Betsy Cormier Description: Recanciliation

Reconciliation Summary | Pay All Selected Print Post Abort save Add Row Delivery
General Ledger I~
Account Number Description Debit Credit 1099 11D # Remove
[70.001.0000.000.00.215020 Producer [ .. |5 McDonough MMy | 527.38 | XTI A o B
Totals: 5527.38 20.00
Total to write off: 50,00 £527.38
Line Item Distribution [ Add]
Details Entity Type Name Distribution Amount Remove —
Susan
=4 People/employees Mcbanangh $527.38 Ea}
Line Item Total: $527.38
Distr Balance: £0.00

=l

reconciliation

Dimensi
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Line item distribution details can only be found on the employees file at the Territory level on the accounting
transactions tab. The list may be viewed, exported and/or printed.

organization
XDTI--Training Org >=> Miss Susan McDonough
Pravious Paga
card file regions territories branches departments locations employees accounting wvendors
employ=e detail identity additional logins security accounting transactions
[ Export] [ Print]
Filtar: [Show]
Transaction Transaction Payee [ Check # Or Date Date
Details Type D Payor Refarance Description Amount Created By  Created Booked Posted Processed
-~ Reconciliation 1160 Susan McDonough Susan McDanough $527.38 Betsy Cormier 09/11/2008 09/11/2008 [# -
Reconcilistion
accounting transactions security additional logins identity employee detail
wendars accounting  employees  locations departments branches territories regions card file
organization

Clickingonthe Reconciliation Postinglink ontheright side of the screen shows only the $2,000.00 disbursement
amount selected on the Quick Navigation > Receipts/Disbursements link is offset to the Reconciliation
Clearing account. The Producer Draft Over/Under account shows the offset for the difference.

reconciliation

Quick Navigation
Reconciliation ID: 1160 Receipt Total: $0.00
Entity Type: People Dishursements Total: £2,000.00 Header
Name: Susan McDonough Adjustments Total: £527.38 Receipts/Dishursements
Tranzactions
Posteds T Income/Receivable Total: $0.00 o] e
Payable Total: §1,472.62 Raconciliation Posting
Date Created: 03/11/2008
Eromimd Ere Boim Trmoe Bocormre g;::::ﬂfzrﬂ’:‘”gh
Reconciliation Summary | Pay All Selected Print Post Abort Save Add Row Delivery
Reconciliation Details

Account Number Account Description Debit Credit]
70.001.0000.000.00.201000 People Comm Payabls Dus $36.12 $0.00
70.001.0000.000.00.201000 Peaple Comm Payable-Dus £34.00 $0.00
70.001.0000.000.00,201000 Feople Comm Paysble-Dus $25.00 $0.00
70.001.0000.000,00.201000 Peple Comm Paysbls Dus 5643.75 $0.00
70.001.0000.000.00.201000 Pesple Comm Payable-Dus £0.00 £ea3.75]
70.001.0000.000.00,201000 Feople Comm Faysble-Dus £1,125.00 $0.00
70.001.0000.000,00.201000 Peple Comm Paysbls Dus $20.00 $0.00
70.001.0000.000,00.201000 Pecple Comm Payable-Dus 875 £0.00
70.001.0000.000.00,201000 Feople Comm Paysble-Dus $46.25 $0.00
70.001.0000.000.00.201000 Peaple Comm Payable-Dus $135.00 $0.00
70.001.0000.000,00.201000 Pecple Comm Paysble-Dus $42.50 $0.00

70.001.0000.000.00. 219020 Eroducer Draw Over/Under 552738 $0.00
70.001,0000.000.00,110910 Reconcilistion Clearing Acct £0.00 $2,000.00)

Total: $2,643.75 $2.643.75

Click Post on the Navigation toolbar to post the reconciliation. The Post Reconciliation screen is displayed
providing an opportunity to review the amount. If the amount is out of balance, a message is displayed
advising of the out of balance. At that point correct the worksheet and post again. Once confirmed that the
posting is correct, click the OK button to complete the post.
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Clearing Producer Draft Over/Under Account

At the end of the year run the General Ledger Details Report for the balance in this account and/or access
each employees accounting transaction tab if that detail is necessary. The amount could be paid as a
bonus included in payroll checks or written off if the employee does not reach the anticipated commission

amount.

GL Account Details as of 9/30/2008

Page 1 of2
Account Number / Date Booked Ti Ti i Tr i Entity Debit Credit
Account Name Date Created [lv] Description Type Name Amount Amount
Organization: XDTI--Training Org
Region: B C Region
Territory: B C Territory
70001000000000219020
70.001.0000.000.00 - 219020
Producer Draw Over/Under
e e 09/11/2008 1160 " gusan . Reconciliation Eh:!cDonough, $527.38
o cDonou: usan
Beginning Balance: sooo  DS/11/2008 Remomod °
Account Change: $527.38
Ending Balance: $527.38
Debit / Credit Total for $527.38 $0.00

Diebit / Credit Total for 70.001.0000.000.00 - 219020 $527.38

Reversing, Aborting and Removing Accounting Entries

Please refer to Chapter 6, “Reversing, Aborting, and Removing Accounting Entries” of this manual.

Notes
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