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Tax Authority Definition

A Tax Authority is an entity having government jurisdiction to collect a given tax. The agency is responsible
for collecting these taxes from clients and then paying those taxes to the authority on a regular basis.
The Tax Authority Payee is typically a state or local agency, although the payee might be a private agency
contracted by the government to collect taxes on its behalf.

A common tax charged to a client is a Surplus Lines Tax.

Nexsure provides the ability to add taxes to a client invoice that are then tracked and reconciled for payment
to each tax authority.

For instructions on setting up a Tax Authority refer to Chapter 5, “Entity Setup” of this manual. Refer to
Chapter 3, “Invoicing Setup” of this manual for instructions on adding a tax.

Reconciling Tax Authority Payables

Reconciliation for Tax Authority is done at Territory level and is done either before or after the disbursements
are added. 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” of this manual. If
necessary, discuss this with the XDimensional Technologies, Inc. Account Manager for a clear understanding
of how these accounts should be setup.

As previously mentioned, there are several ways that an agency might choose to handle their Tax Authority.
In this section each method is covered stepping through the entire process of handling Tax Authority. Make
sure to read each method to have a clear understanding of the process before determining which is best for
your organization.
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Reconciling Tax Authority Statements Prior to Check Issuance

To confirm the accuracy of statements, Nexsure provides the ability to compare posted invoices in Nexsure
with the statement.

Navigating to the reconciliation tab is done by clicking the ORGANIZATION link on the primary menu. Click
the territories tab and click the Details E? 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

Selected

SEARCH | DRGANIZATION | REPORTS Bookrmarks: Expand | Add | Rernc

ORGANIZATION PROFILE | ALL EMPLOYEES | ALL LOCATIONS
Organization Name: XDTI--Training Org 972003 b

organization
XDTI--Training Org 972003 >> Atlantic Region >> Atlantic Territory
Previous Page
card file branches  locations employees  accounting vendars 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 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  inwoicing setup setup Summary
antity associations wendors  accounting amployaes 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 pulled because
there is a time limit for each upload and download. The Reconciliation Type drop-down 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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card file branches locations employees  accounting vendaors entity associations
surmmary satup inwaicing setup genaral ledger  bank accounts  transactons batch summary
transaction summary  journal entey disbursements receive payments deposit  accounts payable  reconciliation invoices

Filter: [Hide] [4dd Mew Reconclistion]

Search Critera

Region:

Territory:
Reconciliation Type: Entity Type: was | |[]
Staternent Arnount: l:l Craated Date From: |11/25/2005 & To: |12/2/2005 e
Reconcled Amount: [ | postedpatefem: | @ T | |TF

Sort Order

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
as these accounts are used by Nexsure for automatic postings.

Adding the Reconciliation Worksheet

In order to reconcile Tax Authority statements in this scenario, invoices must be added to client policies and
posted by agency personnel. These invoices are generally added during the account servicing process so the
invoices will be ready to reconcile upon receipt of the statement.

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 antity associations
summary setup inveicing setup general ledger bank accounts transactions batch summary
transaction summary  journal entry disbursements receive payments deposit  accounts payable  reconciliation invaicas

Filter: [Show] [Add Mew 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 Tax Authority 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 Tax Authority and in the select address box choose the appropriate address.
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Select Entity

Entity Type: | Tax Authority

zearch,

ala

Select Name:

Alabarma te Ta:
Arizona State Tax
Brea Sales Tax

California State Tax

Authority

Select Address:

345 Winter Drive

SuUrmmarny,

nexsure

W

Enter at least 2 characters of the name and click

Click. Ok to confirm selection. Cancel to return to

Click the OK button to bring up the Reconciliation for the selected Tax Authority.

Reconciliation ID: 924 Receipt Total: $0.00
Entity Type: Tax Authority Disbursarnants Total: $0.00
Mame: Alabama State Tax Adjustments Total: $0.00
Authority Income/Receivable Total: $0.00
Pastad: Payahle Total: $232.00
Date Created: 12/14/2005 wirtual Disburserment Total $232 00
Created By: Mary Oberleitner
Date Processad: Description:
Receipt/Check#:

AL St Tax Recon 11/05

Reconciliation
Summary

Pay All Selected Print Post Abort

Save Add Row

Delivery

(100 Char. Max)

Marne:

Date Booked:

Description:

Internal Note:
(250 Char. Max)

Alabarma State Tax
Authority

245 Winter Drive
Oxford AL 36203

12/14/2005 bod

AL 3t Tax Recon 11/05

Quick Mavigation

Header
Receipts/Disburserments
Tranzactions
Adjustrnents
Feconciliation Posting

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.
» Date Processed: Not in use at this time.
» Receipt/Check #: Not in use at this time.

» 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.

Quick Navigation

Located on the 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 left portion of the screen. The displayed input fields
correspond with the selected (Bold) link on the 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
Adjustments amount 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. 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.

Entity Typa: Tax Authority Disbursarmants Total: $0.00 Haadsr
Hame: Alsbamas State Tax Adiustrnents Totsl: §0.00 Receipts/Dishursements
Suthority IncomefReceivable Totsl: §0.00 Transactions
Posted: Payable Total: $0.00 Adjustrrents

Racondliation Posting
Date Crested: 12/14/200%

Crested By: Mary Cherleitner

Date Procassed: Description: AL 5t Tax Racon for 11/08
Recelpt/ Check #:

""“r"""':r‘:"“ Pay All Selected Print Post Abort Save Add Row Delivery

Ll
[wie postad Invoicas] Search Filtar: [2how]

0
[[select all] [Deszelect all]
Sabact Details Date Item 1D Hanma Paolicy Numbar Arveoun Paid Balance
0 & 12/14/2005 14415 Hancy Abecore A= 10000 §232.00  §0.00 $232.00]

This Page Total: 232,00 $0.00 $232.00f
all Pages Total: §232.00  §0.00 423200

There are no results for Direct Bill.

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

v Al Selects Print Post Alot Save add R Dalivary
Surminn ary
~
[ t Inw 1 Saarch Filkar: [Hds]
Begion! Branch! w
Territory Deparbmant:
Uity
Baoth » Crate Typa: Crate Booked bl
E— -
Businass Typa: | All v Date Range:  10/30/2005 | =gy Te: |12/14/2005 | o
Lina of Business! [pac| age Total A armount Rangs: Tot

&R Jaluable Papers
Commercial Aubo

Personal Auto
' Lol Policy Humbear:

l:l Exdude all transactions where the effective date is after the search anding date.
Al ) Paid ) Unpaid

Sort Field 1: w | Sort Order 11 w | Sork Field 2: w  Sort Order 2! -

Filter Definitions

Field Label Description

Region and Territory These identify what Region and Territory the reconciliation is for and may not be changed here.

If the reconciliation is only for one Branch under the selected Territory and Branch, use the
Branch drop-down box to select the specific Branch. If the reconciliation is for all Branches under the
selected Territory, leave blank.

The Department drop-down box is only active if a specific Branch is selected. The reason is that
Department 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.

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.

Unit

Region: Branch:  Atlantic Branch w
Territory: Departtrnent: | AB-Acc/DB-Cash Peop w
Unit: | Personal h

The drop-down box on the left below Territory allows the selection to search for both Agency
Bill Method and Direct Billed invoices or just Agency or Direct. Nexsure provides the ability to reconcile both
at the same time in the event the statements include both.

When searching for invoices within a set date range, it is possible to identify what dates to

Date Type . . .
yp return. Choose either Date Booked or Effective date of the invoice.
The date range from and to will return all posted, open invoices for the selected date type
Date Range .
within the date range entered.
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Field Label Description

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

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.

Business Type

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

Policy Number To locate a specific policy number, enter the policy number into the field.

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
All/Paid/Unpaid both paid and unpaid invoices are returned and if unpaid is marked only unpaid invoices are
returned.

The sort orders 1 and 2 fields allow the invoices to be displayed in a particular order. Sort in
Sort Order 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 | <
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.

Shetwring page 1of 5 F K Display: 7 (Default)
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Entity Type: Tax Authority Disbursements Total: $0.00 AR
Hare: Alabama State Tax Adjustrents Tokal: $0.00 Receipts/Disbursements
Autharity IncomelReceivable Totsl: $0.00 andetia
Posted: Payable Total: $0.00 Adjustrnents
Recondlistion Posting
Date Crested: 12/14/2005
Created By: Mary Cherleitner
Data Processad: Description: AL 5t Tax Raecon for 11/05
Fecsipt/Check #:
“"‘“"‘r:'::““ Pay All Selected Print Post Abort Save Add Row Delivery i
-~
[vis F as] Search Filter: [Show]
A
[[Select All] [Dazelect All]
Select Details Date Themn 1D Hame Policy Numbar Arnount Paid Balance
o -3 12/14/2005 14415 Hancy Abecore ACr=10000 §232.00 $0.00 $232.00|
This Page Total: $23z.00 $0.00 $232.00)
all Pages Total: §232.00 $0.00 $2322.00|
There are no results for Direct Bill,

To identify the invoices included on the statement (after filtering the list), find the matching invoice and
click the box in the Select column to place a check mark indicating the item should be included as payment

in full.
Entity Type: Tax Authority Disbursaments Total: §0.00 MHaader
HMarma: Alabarma Stats Tax Adjustrants Total: $0.00 Raceipts/Disbursemants
Authority IncomelReceivable Total: $0.00 Transactions
Posted: Payable Total: §0.00 Bdjustmants
Recondlistion Posking
Date Created: 12/14/2005

Craatad Bi:
Date Processed:
Raceipt/Ched#:

Mary Oberlaitnar

Description:

AL 5t Tax Recon for 11/05

s )
“"’“""-'"'.'::_"" Pay All Selected Print Post Abort Save Add Row Delivery |
~
[vis poite CH | Search Filter: [Shou]
Agency Bill
[Select All] [Deselact All]
select Details Date Item ID Name Policy Numbar Ameount Paid Balance
= @ 12/14/2005 14415 Nancy fibecore #0-10000 $232.00 $0.00 $232.00
Thiz Page Total: $23z.00 f0.00 $232.00]
all Pages Total:  §232.00 $0.00  $232.00|

There are no results for Direct Bill.

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.
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Payment rl'e Sure

Cate: 12/14/2005

Pavable
Arnount:  23Z.00

Arnount:  |Z2.00 Balance: Z30.00

Ceszcription:  |Partial payment

Notice that 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.

Reconciliation ID: 923 Receipt Total: $0.00
Entity Type: Tax Authority Disbursements Total: $0.00
Mame: Alabarna State Tax Adjustrnents Total: $0,00

Authority Incorne/Recaivable Total: £0.00

Posted: Payable Total: $Z.00

Crate Created: 127/14/2005 Wirtual Disbursernent Total $2.00
Created By: Mary Oberleitner
Date Processed: Description: AL St Tax Recon for 11/05
Recaipt/Check #:

Reconciliation

5 Pay All selected Add Row
ummary

[view Unposted Invoices] Search Filter: [Show]

Agency Bill

[Select All]] [Deselact All]
Select Details Date Item ID Name Policy Number Amount Paid Balance

B 12/14/2005 14415 Mancy Abecore AD-10000 $232.00 $z.00  $230.00

This Page Total:  $232.00 $z.00  $230,00
All Pages Taotal: $232.00 4200 $230,00

Once all the invoices have been identified and selected, click the Pay All Selected link on the Navigation
toolbar.
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Reconciliation ID: 923 Receipt Total: $0.00 QUICk NaVIgatan
Entity Type: Tax Authority Disbursements Total: $0.00 Mzedle
Marne: AIabarv_'\a State Tax Adjustrnents Total: $0.00 Receipts/Disbursements
Autharity Income/Receivable Total: $0.00 Transactons
Paosted: Payable Total: $0,00 Adjustrnents
Reconciliation Posting
Date Created: 12/14/2005
Craated By: Mary Obarlaitnar
Date Processed: Description: AL 5t Tax Recon for 11/05
Racaipt/Check #:

Reconciliation Add Row

Summary

Pay All S5elected Print Post Abort Save

Delivery

[¥iew Unposted Invoices]

Search Filter:

Agency Bill

[show]

[Select All] [Desslact All]
Select Details Date Item ID Name Policy Number Amount  Paid  Balance
B 12(14/2005 14415 Hancy Abecore AC-10000 $232.00 $0.00  $232.00
This Page Total:  $232.00 $0.00  $232.00
All Pages Total:  $232.00 $0.00  $232.00

There are no results for Direct Bill.

~

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

button to include all the selections.

Pay All Selected

Agency Bill:

Total Iterns Selected: 1

Direct Bill:
Total Items Selected: 0

nessure

Total Selected Armmount: $232.00
Total Amount Paid: $232.00

Total Selacted Arnount: $0.00
Total Armmount Paid: $0.00

Click OK to accept payments as selected or Cancel to return to reconciliation process,

| ok || cancel |

Dimensional’

Technologies

PAGE 553



CHAPTER 13 NEXSURE® TRAINING MANUAL - ACCOUNTING

Handling Payables Not Related to Clients Included on Statements

To enter an adjustment such as an advertising or administrative fee, 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. Make sure to include this adjustment with the reconciliation for the statement it is included on.

Reconciliation 1D: 924 Receipt Total: $0.00 Quick ErigEiiEn
Ertity Typa: Tax Authority Disburzarments Total: £0.00 Ml
Mame: Alabama State Tax Adjustments Total: $0.00 Receipts/Disbursements
Authority Incornef/Receivable Total: $0.00 Tremssefens
Posted: payable Total: $£232.00 Adjustments
Feconciliation Posting
Date Created: 1271472005 virtual Disburserment Total $232 00
Created By: Mary Oberleitner
Date Processed: Description: AL St Tax Recon 11/05
Receipt/Chack#:

Reconciliation

5 Pay All Selected Print Post Abort Save Add Row Delivery
ummary
~

General

Ledger

Account Number Description Debit Credit LID # Remove|
(] 0.00 ooo/[] o BR
Totals: $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.
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F.econciliation ID: 924
Entity Type: Tax Auothority
Mame: Alabama State Tax
Authority
Posted:

Cate Created: 12/14/2005
Created By: Mary Oberleitner
Date Processed:

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

2 https:/inexweb6. nexsure.com, - Search - Microsoft Inteﬂ e... E|§|@

Nexsure Accounting

Receipt/Check#: Region: Branch:| Atlantic Branch v
iliat Territ H Cr rti ty - - W
Reconciliation Pay All Selected erritory epartrment: | AB-Acc/DB-Cash Peog
Summary )
Unit: | Persanal b
Classzification: | all -
General Group:
Ledger
Twpe:

Account Number

Filter part of the general ledger number or name or both and dick "Search".
Marme General Ledger Murnber

71z100|

Search

Select the general ledger nurmber:

Cancel

é D Inkternet

Eﬂ Dane

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. Take a look at the invoice header and notice
the Adjustments Total is $35.00, Payable Total is $232.00 (for the invoices selected to be included) and the
Virtual Disbursement Total is $267.00. The Virtual Disbursement Total is the amount the check will be issued
for and this should match the total amount due on the statement.

Reconciliation ID: 924
Entity Type: Tax Authaority
Marme: Alabara State Tax
Authority
Posted:

Date Created: 12/14/2005
Created By: Mary Obedeitner
Date Processed:
ReceiptiCheack #:

Disbursermnents Total: $0.00

Receipt Totsl: $0.00 Quick Mawigation

N Header
Adjustrnents Total: $0.00 Receipts/Disbursements
Income/Receivable Total: $0,00 Transactions

Wirtual Disbursernent Total $232,00

Payable Total: $232 00 Adjustments
Reconciliation Posting

Daescription: AL 5t Tax Recon 11/05

Reconciliation Pay All selected

Print

Post Abort Save Add Row Delivery

Summary
Ly
General
Ledger
Account Number Description Debit credit LID # Remove
$35.00
02.001.0001.000.00.712100 - Administ E] Administrative Exp 35.00 0.00 E] 1} %
Totals: $35.00 $35.00
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Clicking the Quick Navigation > Reconciliation Posting link on the right side of the screen shows all the

entries to the general ledger.

Quick Mavigation

Reconciliation 10 924 Receipt Total: $0.00
Entity Type: Tax Authority Disbursements Total: $0.00 Header
Mame: Alabama State Tax Adjustments Total: $35.00 e s ursarmams
Authority Incorme/Receivable Total: $0.00 Transactions
Posted: Payable Total: $232.00 Adjustments

Reconciliation Posting

Date Created:
Created By:
Date Processed:
Receipt/Check #:

12(14/2005
Mary Cberleitner

Virtual Disbursement Total $267.00

Description: AL St Tax Recon 11/05

Reconciliation

Pay All Selected Print Post Abort Save Add Row Delivery
Summary

Reconciliation Details
Account Number Account Description Debit Credit|
02,001.,0001.000,00,712100 Adrinistrative Expenses $35.00 $0. 00|
02,001.0000.000.00.110910 Recondiliation Clearing Acck 30,00 $267.00|
02,001,0000,000,00,200200 Tax Authority Payable F232.00 30, 00|
Total: $267.00 $267.00

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

nessure

Post Reconciliation

Reconciliation Total: $232.00
General Ledger Posting Account Descripton Debit Credit
02,001,0001,000,00,712100 Administrative Expenses $35.00 $0.00
02,001,0000,000,00,110910 Reconciliztion Clearing Acct $0.00 $267.00
02,001.0000,000,00,200200 Tax Authority Payable $232.00 $0.00

Click ©K to proceed or Cancel to return to reconciliation,

QK Cancel

Notice that the Post link on the Navigation toolbar is no longer available.
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Reconciliation ID:
Entity Type:
Marne:

Posted:

Date Created:
Created By:
Date Processed:
Recaipt/Chack#:

924

Tax Authority

Alabama State Tax

Authority
12/14/2005

12/14/2005
Mary Oberleitner

Receipt Total: $0.00

Dizburserments Total: $0.00

Adjustrents Total: $35.00

IncomefReceivable Total: $0.00
Payable Total: $232.00

Wirkual Disburserment Total $267.00

Description: AL 5t Tax Recon 11/05

Reconciliation

Pay All Selected Print Rewerse Abort Save Add Row Delivery
Summary

Reconciliation Details
Account Number Account Description Debit Credit]
02,001,0000,000,00,110910 Reconcilistion Clearing Acct (p) $0.00 $267.00
02,001,0001,000,00,712100 Administrative Expenses (p) $35.00 40,00
02,001,0000,000,00,200200 Tax Authority Payvable (p) $232,00 30,00
Total: $267.00 $267.00

CQuick Navigation

Header
Receipts/Disbursermnents
Transactions
Adjustrnents
Reconciliation Posting

A remittance advice may be printed by clicking the Print link on the Navigation toolbar and selecting from
the Print Selection 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.

Reconciliation ID:
Entity Type:
Marme:

Posted:

Date Created:
Created By:
Date Processed:
ReceiptiCheck#:

924

Tax Autharity

Alabarna State Tax

Authority
12/14/2005

12/14/2005
Mary Oberleitner

Receipt Total: $0.00
Disbursernents Total: $0.00
Adjustrnents Total: $35.00
Incorme/Receivable Total: $0.00
Payable Total: $232.00
Wirtual Disbursernent Total $267.00
Descripti A ax Recon 0

| Reconciliation
Summary

| Pay All Selected

| Print | Reverse

H Save a Copy

A | T setect Tet =

| Prirt @ Email

o

Search

| C | © 8%

Print Selection

ABC
v

Mexsure Tip

<2 https:/inexweb 6. nexsure.com - Report Selectﬂ

Select sumrmary or remittance advice, Press OK to print

Quick Navigation

Header
Receipts/Disbursements
Transactions
Adjustrnents
Reconciliation Posting

nexsure

Aceount Number

Ascount Name

Diebir Credit

Al

85x11in

W
=
E
E
# ) Mame selaction or Cancel to return to Recondilistion screen.
T 121472005 Address
8 : 11az00s
% Created By : Mary Oberleitner Diescripti
a
T Dare Name Invoice Policy Number
E‘ Agency Bill
11005/2005  Nancy Abecore 14415 AC-10000 =
? Total Agency & ’-Gj Done é 4 Internet
£
=1
L]
e
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Issuing Disbursement for Tax Authority Payables

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

Reconciliation ID: 924 Receipt Total: $0.00
Entity Type: Tax Authority Disbursernents Total: $0.00
MName: Alabarma State Tax Adjustrnents Total: $35.00
Autharity Inceme/Receivable Total: $0.00
Posted: 1z/14/2005 Payable Total: $232.00
Date Created: 1271472005 virtual Disbursement Total $2&67.00
Created By: Mary Oherleitner
Date Processed: Deszcription: AL S5t Tax Recon 11/05
Feceipt/Check#:

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 972003 >> Atlantic Region >> Atlantic Territory
Previous Page

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

Select Bank Account: I h dd b
Bank of Armerica 2223424392827 Trust Accol v Firars [shev] [had oy Bistursementd

Bank of Am rust Account |

Southwest Trust Bank 987987987 Qperating Aco

wells Fargo 7759795 wells Tax Bank Account d . h

Central Bank 456465 Sweep Account To Existing Batch]

Wacovia 4567800 W acovia Savings 1 Number Description Amount  Created By Date Created PostedPrintedtlearedRemove|

@ Allied Insurance 1377 S0Z1 Allied Oct 05 Stmmt, $11,664,06  Mary Cherleitner 12/09/2005
invaices reconciliation accounts payable deposit  receive payments  disbursements  journal entry  transaction summary
batch summary  transactions bank accounts general ledger  invoicing setup setup summary

entity associations vendors  accounting employees locations branches card file

organization

To add the Tax Authority 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 Tax Authority 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. Use the drop-down address box to choose a different address to print on the check.
Click the OK button on the bottom of the window to add the disbursement. Clicking the Cancel button will
abort the process.
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Select Entity r]e Sure

Entity Type: | Tawx Authority v

Enter at least 3 characters of the name and click
zearch,

Ala

Select Mame:

Alabama State T.
Los Alamitos Tax

Select Address:

345 Winter Drive hd

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

Cancel

After clicking the OK button, the disbursement is added.

Quick Navigation

Dishursernent ID: 1378 Ertity Type: Taw Authority R
Posted: Pavee: Alabama State Tax Authority General Ledger
Cleared: Bank Mame: Bank of America Accounts Payable
Dste Booked: 12/14/2005 Bank Account #: 2223424392827 ?neuc:i::'s"at'c‘”
GL Account: 02,001,0000,000,00,100000 Trust Account Disbursement Posting
Date Created: 12/14/2005 Balance: $1,422,065.16
Created By: Mary Cbetleitner Disburzernent Armount: $0,00
Estimated Balance: $1,452,065.16
Check #:

Description: AL ST Tax Recon 11/05

Disbursement Summary Pay All selected Print Post Abort Save Add Row

”~
* indicates required field
Payes: Alabarma State Tax Authority
245 Winter Drive
Oxford, AL 36203
* Date Bocked: |12/14/2005
Disbursement
Mathad: | CNECK 4
Check #:
Nexsure Tip
Leave the Check # field blank to allow the systern to aszign the next
auvailable check # at tha time of printing or enter a check # manuslly.
Description:
(50 Char. Max) AL 3T Tax Recon 11/05
Internal Mote:
(250 Char, Max) 2

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

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

Disbursement Header header.

» Bank Number: 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.

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

Input Fields are located at the bottom left portion of the screen. The displayed input fields

Input Fields correspond with the selected bolded link on the right side of the screen (Quick Navigation).

Quick Navigation Link Definitions

Description

Any adjustments not included on a statement where the amount does not affect the

General Ledger amount due on a client invoice such as advertising fees would be added on this link.

Dimensional’

Technologies PAGE 561



CHAPTER 13 NEXSURE® TRAINING MANUAL - ACCOUNTING

Link Description

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

Accounts Payable

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

This link allows invoices to be reconciled that were not reconciled on a reconciliation
Invoices statement. They may be included with a reconciliation worksheet if necessary or separate if
not associated with the worksheet.

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

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.

Dizbursernent ID: 1378 Entity Type: Tax Authority
Posted: Payee: Alabama State Tax Authority
Cleared: Bank Mame: Bank of Armerica
Date Booked: 12/14/2005 Bank Account #: 2223424392827

GL Account: 02,001,0000,000.00,100000 Trust Account

Cate Created: 12714/2005 Balance: $1,422,065.16
Created By: Mary Oherleitner Dizbursernent Armount: $0.00
Estirnated Balance: $1,452,065.16
Check #:

Description: AL 5T Tax Recon 11/05

| Disbursement Summary | Pay all selected | Print | Post | Abort | Save | Add Rowr |

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.

: : : Quick Navigation
Disbursernent ID: 1378 Entity Type: Tax Authority N
Posted: Payee: Alabama State Tax Authority General Ledger
Clearad: Bank MNarme: Bank of America Accounts Payable
Date Booked: 12/14/2005 Bank Account #: 2223424392827 ;‘::;'c':is““““"
GL Account: 02,001,0000,000,00,100000 Trust Account Dishursarment Pasting
Date Created: 12/14/2005 Balance: $1,.482,065.16
Created By: Mary Cberleitner Disbursement Amount: $0,00
Estimated Balance: $1,482,065.16
Check #:
Description: AL ST Tax Recon 11/05

Disbursement Summary Pay All Selected Print Post Abort Sawve Add Row

Reconciliations [ Add Mew Reconciliation]

Amount

Details Name Rec 1D Description Debit Credit Date Created Remowe

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.
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[ Select &ll ] [ Daszelect All ]

nessure

Anmount
Selact Details Name Rec ID Description Debit Credit Date Created
Alaba;:ihitri:e Tax 924 Reconcilistion Clearing Acck  $0,00 $267.00  12/14/2005

o)

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

Disbursemnent I0:
Posted:

Cleared:

Date Booked:

Date Created:
Created By:

1378 Entity Type:
Payee:

Bank Mame:

12/14/2005 Bank Account #:
GL Account:

12/14/2005 Balance:

Mary Oberleitner

Estimated Balance:
Check #:

Description:

Disbursement Amount:

Tax Authority

Alabarna State Tax Autharity

Bank of Armetica

2223424392827
02,001,0000,000,00,100000 Trust Account

$1,482.065.16
$267.00
$1,481,798.16

AL 5T Tax Recon 11405

Tax Authority

Using the General Ledger Link

Disbursement Summary Pay All selected Print Post Abort Save Add Rowr
Reconciliations [ #dd Mew Reconcdiliztion]
Amount
Details Name Rec ID Description Debit tredit Date Created Remove
- Alabama state 924 Reconcliztion Clearing Acct  $0,00 $267.00  12/14/2005 5

Quick Navigation
Dizbursernent Header
General Ledger
Aecounts Payable
Reconciliation
Invaices
Disburserment Posting

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.
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Disburserent ID:
Posted:

Cleared:

Cate Booked:

Date Created:
Created By:

1378 Entity Type:
Payee:

Bank Marme:

12/14/2005 Bank Account #:
GL Account:

12/14/2005 Balance:

Mary Oberleitner Disbursernent Amaount:
Estimated Balance:
Check #:

Description:

Tax Autharity

Alabarna State Tax Authority
Bank of America
2223424392827

02.001.0000.000.00.100000 Trust Account

$1,4582,065.16
$267,00
$1.481,798.16

AL 5T Tax Recon 11705

Quick Navigation

Disbursement Header
General Ledger
Accounts Payable
Reconciliation
Inuaices
Disbursement Posting

Disbursement Summary Pay All Selected Print Post Abort Sawve Add Row
General
Ledger
Account Number Description Debit Credit LID # Remowvel
AL ST Tax

02.001.0000,000,00,100000 Trust Account

Recon 11/05

Click the Add Row link on the Navigation
number the entry will be posted to.

toolbar. Click the Ellipsis E] button to search for the account

Dishursernent ID:
Posted:

Clearad:

Date Booked:

Date Created:
Created By:

1378 Entity Type:
Payee:

Bank Mame:

1z/14f2005 Bank Account #:
GL Account;

12/14/2005 Balance:

Mary Obetleitner Dizbursernent Amount:
Estimated Balance:
Check #:

Description:

Tax Autharity

Alabarna State Tax Authority
Bank of America
2223424392827

0z2,001,0000,000,00,100000 Trust Account

$1,482,065.16
$267.00
$1,481,798.16

AL ST Tax Recon 11/05

Quick Navigation

Disbursement Header
General Ledger
Accounts Payable
Reconciliation
Inwvoices
Disbursernent Posting

Disbursement Summary Pay All Selected Print Post Abort Save Add Rowr
General
Ledger
Account Number Description Debit Credit LID # Remowve|
AL 5T Tax
02.001,0000,000,00,100000 Trust Account Recon 11/05
[]  [aL ST Tax Recon 11 0.00 oool[.] o BEm

$0.00

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.
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Nexsure Accounting

Region: Branch:| Atlantic Branch v
Territory: Departrnant: v
Unit:
Classification: | all v
Group:
Type:

Filter part of the genersl ledger number or nams or both and dick “Search”,
Mame General Ledger Number

admin

Select the general ladger numbar:

.0001.000.0

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.

) ) ) Quick Navigation
Disbursement ID: 1378 Entity Type: Tax Authority Disburserment Header
Posted: Payee: Alabama State Tax Authority General Ledger
Clearad: Bank Marme: Bank of Armerica Accounts Payable
Date Booked: 12/14/2005 Bank Account #: 2223424392827 ?::;i::is“ati“”
GL Account: 02,001,0000,000,00,100000 Trust Account Disbursement Pasting
DCate Created: 12/14/2005 Balance: $1,482,065.16
Created By: Mary Oberleitner Disbursernent Amount: $267.00
Estimated Balance: $1,481,7938.16
Check #:
Description: AL 5T Tax Recon 11/05

Disbursement Summary Pay All Selected Print Post Abort Save Add Row
General
Ledger
Account Number Description Debit Credit LID # Remowve|
AL ST Tax
02,001,0000,000,00,100000 Trust Account Recon 11/05 $35.00
02.001,0001,000.00.712100 - Adminis] []  |AL ST Tax Recon 11 35.00 voo/[) o B

$35.00

Clicking the Disbursement Posting link on the right side of the screen shows all the entries to the general
ledger.
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Created By: Mary Cbetleitner

Dishursernent ID: 1378 Entity Type:
Posted: Pavee:

Cleared: Bank Mame:

Date Booked: 12/14/2005 Bank Account #:

GL Account:

Date Created: 12/14/2005 Balance:

Disbursemnent Amount:
Estimated Balance:
Check #:

Description:

Tax Authority

Alabarmma State Tax Authority

Bank of America

2222424392827
02,001.0000,000.00,100000 Trust Account

$1,482,065.1¢
$302.00
$1,481,763.16

AL ST Tax Recon 11/05

Quick Navigation

Disbursement Header
General Ledger
Accounts Payable
Reconciliation

Invoices
Disbursement Posting

Disbursement Summary Pay All selected Print Post Abort Save Add Row
Disbursement Posting
Account Number Account Descrption Debit Credit|
02,001,0000,000,00,110310 Reconciliation Clearing Acct F267.00 0,00
02,001,0000,000,00,712100 Test Expense $35.00 $0.00
02,001,0000,000,00.100000 Trust Account 0,00 $302 00

$302.00

Removing Entries from the General Ledger Link

$302.00

The disbursement being entered should match the reconciliation worksheet unless multiple items are being
added. In this scenario, only one statement is being paid, so the entry added on the General Ledger link

must be removed. To remove the item, click the General Ledger link. Then click the Remove % icon.

General
Ledger

Account Mumber

Description Debit

Credit LID # Remove|

02,001,0000,000,00,100000 Trust Account

0Z.001.000000000,712100 Test Expe E]

&L ST Tax Recon 11

AL ST Tax

Recon 11/05

35.00

$35,00

o.o0/[.)] o Bm

Totals:

$35.00

$35.00

Click the OK button to confirm the deletion in the pop-up warning.

Microsoft Internet Explorer @

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

[ Ok ] [ Cancel

The adjustment is successfully removed from the disbursement.

Dimensional’
Technologies

PAGE 566



NEXSURE® TRAINING MANUAL - ACCOUNTING CHAPTER 13

General
Ledger

Account Mumber Debit Credit LID # Remove|

Descrption
AL ST Tax
Recon 11/05

02,001,0000,000,00,100000 Trost Account

Reconciling Invoices from a Disbursement

This may be used to issue a check to the entity if just one or a few invoices are involved. Selecting the invoices
in the disbursement identifies them as being reconciled. This link may also be used if the reconciliation
statement was posted but there is still one invoice missing that will be picked up at the time the disbursement
is added, click the Quick Navigation > Invoices link on the right side of the screen. If the invoices are not
displayed, then click the [Show] link and modify filters to search for them. If they still do not show up, then
check to make sure the invoice was added. Select the invoices to be included in the reconciliation by clicking
in the box in the select column to add a check. Click the Pay All Selected link on the Navigation toolbar to
include in the disbursement. If the link is not selected the items will not be included in the disbursement.

Quick Navigation

Created By

Mary Obetleitner

Estimated Balance:
Check #:
Description:

Disbursernent Amount:

$267.00
$1,481,798.16

AL 5T Tax Recon 11/05

Disbursement Summary

Pay All Selected Print

Post Abort Save Add Row

Disbursement ID: 1378 Entity Type: Tax Authority Disburserment Header
Posted: Payee: Alabama State Tax Autharity Gl Leak
Clearad: Bank Marme: Bank of Armerica Accounts Payable
Date Booked: 12/14/2005 Bank Account #: 2223424392827 ;‘::zi"“:z‘sia”"-‘“
GL Account: 02,001,0000,000,00,100000 Trust Account s
Date Created: 127142005 Balance: $1,482,0865.16

Search Filker: [Show]
Agency Bill
[Select All] [Deselect All]
Select Details Date MName Invoice Policy Number Amount Paid Balance
B 12/14/2005 South Street Hairdressing 14415 GLI0000 $272.00 $0.00 $272.00]
This Page Total: $272.00 $0.00 $272.00
All Pages Total: $272,00 $0,00 $272.00

There are no results for Direct Bill.

After clicking the Pay All Selected link, the Pay All Selected confirmation window is displayed providing an
opportunity to go back and make changes to invoices selected. Confirm the invoices are to be included in

the disbursement by clicking the OK button.
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Pay All Selected ne Sure

Agency Bill:
Total Iterns Selected: 1 Total Selected Armount: $27Z2.00
Total Arnount Paid: £272.00

Direct Bill:
Total Iterns Selected: 0 Total Selected Arnount: $£0,00

Total Arnount Paid: $0.00

Click OK to accept disburserment as selected or Cancel to return to reconciliation process,

[ (8]%4 ][Cancel]

After clicking the OK button on the Pay All Selected confirmation window, the Invoices screen is displayed
showing all the selected invoices with a gray checkbox, which indicates the invoices, are included in the
disbursement.

Quick Navigation

Dish t ID: 1378 Entity T + Tax Authorit
{sbursemen M IEpa EF3 LNENEIG Disbursement Header
Posted: Paves: Alabama State Tax Authority Genersl Ledger
Cleared: Bank Mame: Bank of Arnetica Accounts Payable
Date Booked: 12/14/2005 Bank Account #: 2223424392827 ResmelEtien

Invoices

GL Account: 02.001.0000.000.00.100000 Trust Account Blicburscment Pasting

Date Created: 1Z/14/2003 Balance: $1,452,065.16
Created By: Mary Oberleitner Disbursernent Armount: $539,00
Estimated Balance: $1,451,526.16
Check #:

Description: AL §T Tax Recon 11705

Disbursement Summary Pay All Selected Print Post Abort Save Add Row

Search Filter: [Show]

Agency Bill

[Select All] [Deselect All]
Select Details Date Name Invoice Policy Number Amount Paid Balance

=4 12/14/20035 South Street Hairdressing 14416 L0000 $272.00 $27Z.00 $0.00)

This Page Total: $272.00 $272.00  40.00)
All Pages Total:  $272.00 $272.00 40,00

There are no results for Direct Bill.

Clicking the Quick Navigation > Disbursement Posting link on the right side of the screen shows that the
invoices included have been added and also notice that the adjustment removed on the General Ledger link
has also been removed.
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Created By: Mary Oberleitner

Disbursernent ID: 1372 Ertity Type:
Pastad: Payas:

Cleared: Bank Mame:

Date Booked: 12/14/200% Bank Account #:

GL Account:

Date Created: 12/14/2005 Balance:

Disbursement Amount:
Estimated Balance:
Check #:

Description:

Tax Authority

Alabarma State Tax Autharity

Bank of America

2223424392827
02,001,0000,000,00,100000 Trust Account

$1,482,065.16
$539.00
$1,481,526,16

AL ST Tax Recon 11/05

Aborting the Disbursement

If the disbursement is not needed, it may be aborted prior to posting

toolbar.

Disbursement Summary Pay All Selected Print Post Abort Save Add Row
Disbursement Posting
Account Number Account Descrption Debit credit]
02,001,0000,000,00,110910 Reconciliation Clearing Acct $267.00 $0.00
02,001,0000,000,00,200200 Tax Authority Payable $272.00 0,00
02.001,0000, 000,00.100000 Trust Account 0,00 $539.00
Total: $530.00 $520.00

Quick Navigation
Disburserment Header
General Ledger
Accounts Payable
Reconciliation
Invoices
Disbursement Posting

. Click the Abort link on the Navigation

Created Byi Mary Obedeitner

Disbursement ID: 1378 Entity Type:
Posted: Payee:

Cleared: Bank Mame:

Date Booked: 12/14/2005 Bank Account #:

GL Account:

Date Created: 1Z/14/2005 Balance:

Dizbursernent Armount:
Estimated Balance:
Check #:

Description:

Tax Authority

Alabarna State Tax Authority

Bank of America

2223424392827
02,001,0000,000,00,100000 Trust Account

$1,452,065.16
$539.00
$1,481,526.16

AL 5T Tax Recon 11/05

Pay All selected Print

Disbursement Summary

Post Abort Save

Posting the Disbursement and Printing the Check

Add Row

Quick Navigation
Disburserment Header
General Ledger
Accounts Payable
Feconciliation
Invoices
Disbursement Posting

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.

Created Byi Mary Oberleitner

Disbursermnent I 1378 Entity Type:
Posted: Payes:

Clzared: Bank Mame:

Date Booked: 12/14/2005 Bank Account #:

GL Account:

Date Created: 12/14/2005 Balance:

Disbursement Amount:
Estimated Balance:
Cheack #:

Description:

Tax Authority

Alabarna State Tax Autharity

Bank of Armerica

2223424392827
02.001.0000.000.00.100000 Trust Account

$1,4582,065.16
$539.00
$1,481,526,16

AL ST Tax Recon 11705

Pay All Selected Print

Disbursement Summary

Post Abort Save

Add Row

Quick Navigation
Dizburserment Header
General Ledger
Accounts Payable
Reconciliation
Inuaices
Disbursement Posting

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.
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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.

Created By: Mary Oberleitner

Dizburserment ID: 13785 Entity Type:
Posted: 121442005 Payee:

Clearad: Bank Mame:

Date Booked: 1271472005 Bank Account #:

GL Account:

Cate Created: 12/14/20085 Balance:

Disbursement Amount:
Estirmated Balance:
Check #:

Description:

Tax Authority

Alabarma State Tax Authority

Bank of America

2223424392827
02,001.0000,000,00,100000 Trust Account

41,482,065 16
£539.00
$1,481,526.16

AL ST Tax Recon 11/05

Disbursement Summary Pay All 5elected Print

Reverse | Abort | Save

| Add Row

Print Disbursement Selection

Deluxe Check &01&0

Deluxe Check Dg?l
MICR Coding Top Check

MICR Coding Bottom Check
MICR Coding Bottormn Check w,

ddress

Select a check type ar summary, Press OK to print
selection ar cancel to return to Disbursement 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 printar.

Check Type:Deluxe Check 80180
Check #:

Click "OK" ta Print.

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

tirme of printing or enter a check # manually.

Qb

] [ Cancel
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The check is displayed. To print the check, click the Adobe® Reader® printer
document. Checks should be in the printer prior to printing.

== icon just above the

Disburserment ID: 1378 Entity Type: Tax Authority
Posted: 12/14/2005 Payes: Alabama State Tax Authority
Cleared: Bank Mame: Bank of America
Date Booked: 12/14/2005 Bank Account #: 2223424392827

GL Account: 02.001.0000.000.00.100000 Trust Account

Date Created: 12/14/2005 Balance: $1,452,065.16
Created By: Mary Oberleitner Disbursernent Armourt: $539,00
Estimated Balance: $1,481,526.18
Check #: 5022
Description: AL ST Tax Recon 11705

Quick Navigation

Disbursement Header
General Ledger
Accounts Payable
Reconciliation
Inuoices
Disbursement Posting

[ pisbursement summary [ Pay all selected | Print Reverse Abort save | Add Row

Bl saveacopy [Pt (A Emai 0 search | 5 | Review & Comment ZSign -

| o seecttext - @l - € - | [0 © 8% - @ (00

©
=

&

£

DATE _ 12/14/2005

@ -—
o

2 FAY TOTHE
/D’- CRDEROF _ Alabama State Tax Authority $ 539.00

1

g FIVE HUNDRED THIRTY-NINE AND 00/ 100 DCOLLARS
i
ol Alabama State Tax Authority

=3 345 Winter Drive
? Oxford, AL 36203

S

MEMOAL ET Tax Recon 11/08

= 0] 85xilin

>~

|<

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 reused by entering the number in the

field on the disbursement or at the time the check is being printed.

Estimated Balance: $1.451,526.16
Chechk #: 5022
Description: AL ST Tax Recon 11705

Disburserment ID: 1378 Entity Type: Tax Authority
Paosted: 12/14/2005 Payee: Alabarna State Tax Authority
Clearad: Bank Mamme: Bank of Armerica
Date Booked: 12/14/20035 Bank Account #: Z2Z3424392827
GL Account; 02,001,0000,000,00,100000 Trust Account
Date Created: 1271472005 Balance: #1,452,065.16
Created By: Mary Oberleitner Disburserment Arnount: $53%,.00

Disbursement Summary Pay All s5elected Print Reverse Abort

Save Add Row

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.
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Select All] [Deselect All] [Create Print Batch] [Add To Existing Batch]

SelectDetailsPayee Disbur. ID Check Number Description Amount Created By Date PostedPri dcl dR:
Created
Aetna Payment Advance for .
E3 ) 1302/563 5001 e areon Horde ' ($1,998.75)  Mary Oberleitner  06/09/2005
O B #ens 628 0 International Contractors $998.25 Mary Oberleitner  02/10/2004
i payrment advance
Aetna Payment Advance for .
E3 ) 563/1302 5001 o o o e $1,998,75 Mary Oberleitner  01/28/2004
B Aetna 485 12323 $250.00 Mary Oberleitner  01/15/2004

1

Removing Disbursements not Posted

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

transaction summary  journal entry  disbursements receive payments deposit  accounts payable reconciliation invaices

Select Bank Account:

Bank of America 2223424392827 Trust Accol ¥ Filter: [Show] [Add Hew Disbursernant

Select All] [Deszelec All] [Create Print Batch] [Add To Existing Batch]
Select Details Payee Disbur. ID Check Number Description Amount Created By Date Created Posted Printed Cleared Remove
B allied Insurance 1376 il $0.00  Mary Obedeitner  12/07/2005 B

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 Explorer,

\?/ Are vou sure you would like to delete this ikem?

Ik, I [ Cancel

Paying the Tax Authority Prior to Reconciling

If for some reason it is necessary to pay the statement today and reconcile later, make sure to do the
following:

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 reconciliations have
been previously done or the filter dates are out of range.
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organization

XDTI--Training Org 272003 >> Atlantic Region >> Atlantic Territory
Previous Page

card file branches lacations employess  accounting vendars entity associations

summary setup invoicing setup general ledger  bank accounts transactions batch surmmary

transaction summary  journal entry  dishbursements receive payments deposit  accounts payable

Select Bank Account:
Bank of Arnerica 2223424392827 Trust Accol ¥

raconciliation

inunices

Filter: [show] [Add New Dishursernent]

batch summary transactions

entity associstions

bank accounts

vendors

accounting

Selack All] [Deselect All] [Create Print Batch] [Add To Existing Batch]
selectDetails Payes Disbur. 1D Check Number Description Amount Created By Date d| dcl d
Created
Allieg Allied Strnt for
B 1375 5020 MM/DD/YY-Prints on $7,332.51  Mary Oberleitner  12/08/2005
Insurance
memo of ¢k
3 g‘f:ers 1374 5019 Auto Owners Staternent  $300.00  Mary Oberleitner  12/02/2005
B At 1373 so1s $1,000.00  Mary Oberleitner  12/02/2005
Ouners
Auto
= 1372 s017 $1,200,00  Mary Obarleitner  12/02/2005
Quners
inwnices  reconciliation  accounts payable  deposit  receive payments  disbursements  journal entry  transaction summary

genaral ledger  invaicing setup setup summary

locations  branches  cardfile

employees

To add the disbursement for the unreconciled statement, 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 Tax Authority 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. Use the drop-down address box to choose a different address to print on the check.
Click the OK button on the bottom of the window to add the disbursement. Clicking the Cancel button will

abort the process.
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nexsure

Tax Authority w

Select Entity
Entity Type:

Enter at least 3 characters of the name and click
search,

ala

Seled Mame:

Alabama
Los alamitos Tax

¢ Authaority

Seled Address:

345 Winter Drive hd

Click OK to confirm zelection. Cancel to return to
surmmary,

Cancel

After clicking the OK button, the disbursement is added.

Dizburserment ID: 1379
Posted:
Cleared:
Date Booked: 12/14/2005
Date Created: 12/14/2005

Created By: Mary Cbetleitner

Bank Account #:

Disbursemnent Amount:
Estimated Balance:

Entity Type: Tax Autharity

Alabarna State Tax Authority
Bank of America
2223424392827

02,001,0000,000,00,100000 Trust Account

Payee:
Bank Mame:

GL Account:

Balance: $1,481,526.1¢
$0.00
$1.451,526.16
Check #:

Description: AL ST Tax MM/YY Recon

Disbursement Summary | Pay All Selected

Print Post Abort Save Add Row

Payes:

* Date Booked:

Disburserment
Methaod:

Check #:

(50 Char Max)

Description:

Internal Mote:
(250 Char, Max)

* indicates required field
Alabarna State Tax Authority
245 Winter Drive

Oxford, AL 36203

12/14/2005

Check v

Nexsure Tip

Leave the Check # field blank to allow the systern to asszign the next
auailable chack # =t the time of printing or antar a chack # manually.

AL ST Tax MM/YY Recon

Quick Navigation
Disbursement Header
General Ledger
Accounts Payable
Reconciliation
Invoices
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.
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To offset the amount of the disbursement to the Reconciliation Clearing account, click the Quick Navigation
> General Ledger 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 E] 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.

Quick Navigation

Disbursarnent ID: 1379 Entity Typa: Tax Authority . Dbt Mok
Posted: Pavee: Alabama State Tax Authority General Ladger
Cleared: Bank Mame: Bank of America Accounts Payable
Date Booked: 12/14/2005 Bank Account #: 2223424392827 Resnaihsion

uoices
sbursement Pasting

2 https:/inexweb1 6.nexsure.com - Search - Microsoft Inteﬂe... EJ|E|E|

Date Created: 12/14/2005

Created By: Mary Oberleitner Dishburs<| NEXSUre Accounting
Estirg Region: Branch: v
Territory: Departrent:

Unit:
Disbursement Summary Pay All selected
Classification: | All b
Group:
General P
Ledger Type:
Account Number Filter part of the general ledger nurmber aor narme ar both and click "Search",
Hame fZeneral Ledger Murmber
02.001,0000,000.00.100000 Trust Account M _ Hame Seneral Ledger Number
Reconciliation
o
Select the general ledger number:

02.001.0000.000.00.110910 - Reconciliation Clearing Acct

é O Inkernet

Enter a description for the entry and the amount of the disbursement. Enter the debit amount in the debit
field and click the Save link on the Navigation toolbar. Click the Post link on the Navigation toolbar to post
the disbursement.
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Quick Navigation

Disbursement ID: 1379 Entity Type: Tax Authority . .
Posted: Payee: Alabarna State Tax Authority Genaral Ledger
Cleared: Bank Mame: Bank of America Accounts Payable
Date Booked: 12/14/2005 Bank Account #: 2223424392827 Reconciliation

Invoices
Disbursement Posting

GL Account: 02,001,0000,000,00,100000 Trust Account

Date Created: 12/14/2005 Balance: $1,481,526.16
Created By: Mary Oberleitner Disbursernent Armount: $30,00
Estimated Balance: $1,481,446.16
Check #:

Description: AL 8T Tax MM/ Recon

Disbursement Summary Pay All 5elected Print Post Abort Save Add Rowr
General
Ledger
Account Number Description Debit Credit LID # Remowve|
AL ST Tax
02.001,0000.000,00,100000 Trust Account MMAY Recon $50.00
02.001.0000.000.00.110910 Recancilia] (o] [AL ST Tax MMAY R 80.00 oool[]) o Em

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.

nessure

Disburserment iz in balance! Total Armount = $20.00

Do you wish to Post? Select Cancel to return to disbursernent ar
oK to Post,

[ Ok ][ Cancel

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.

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

Print Disbursement Selection

NHexsure Tip

Select a check type ar surnmary, Prass OK to print
selection or cancel to return to Disbursement screen,

[ (9] 4 ] [Cancel]

Adding the Reconciliation for the Previously Entered Disbursement

Navigating to the reconciliation 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 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.

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

transaction summary  journal entey disbursements receive payments deposzit  accounts payable  reconciliation invaices

Filter: [Show] [Add Mew Reconciliation]

In order to reconcile statements in this scenario, invoices must be added to client policies and posted by
agency personnel. These invoices are generally added during the account servicing process so the invoices
will be ready to reconcile upon receipt of the statement.

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 antity associations
summary setup inwoicing setup general ledger  bank accounts  transactions batch summary

transaction summary  journal entry disbursements receive payments deposit  accounts payable  reconciliation invaicas

Filter: [Show] [Add Mew 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 Tax Authority 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 Tax Authority and in the select address box choose the appropriate address.
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zearch,

ala

surmmary,

Entity Type:

Select Entity

Select Marne:

tate Tax Authority
Arizona State Tax
Brea Sales Tax

California State Tax

Select Address:

345 Winter Drive

Tax Authority

nessure

b

Emter ot least 2 characters of the name and click

Click. @K to confirm selection. Cancel to return to

Click the OK button to bring up the Reconciliation for the selected Tax Authority.

Make sure to change the date booked if necessary and enter the description and any internal note necessary
for the reconciliation to identify it later. It might be good to enter the check number or disbursement ID

previously entered in the description. Click the Save link on the Navigation toolbar or click a link on the right
to store modifications.

Reconciliation ID:
Entity Type:
Marne:

Posted:

Date Created:
Crested By:
Date Processed:
Receipt/Chack#:

925

Tax Authaority
Alabama State Tax
Authority

Receipt Total:
Disbursements Total:
Adjustrments Total:
Income/Receivable Tatal:
Pavable Total:

12/14/2005
Mary Oberleitner

Description:

$0.00
40,00
$0.00
$0.00
$0.00

Disb # AL ST MM/ Recon

Quick Mavigation

Header
Receipts/Dishursements
Transzactions
Adjustrnents
Reconciliation Posting

Reconciliation
Summary

Pay All Selected Print

Post

Abort

Save

Add Row Delivery

Marme:

Date Booked:

Description:
(100 Char, Max)

Internal Note:
(250 Char, Max)

Alabarna State Tax
Autharity

345 Winter Drive
Oxford AL 36203

1z2/14/2005 Lol
Dish # AL 3T MM/YY Recon
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In order to associate the amount entered on the disbursement to the Reconciliation Clearing account,
click the Quick Navigation > Receipts/Disbursements link on the right side of the screen. Since it was a
disbursement that was entered, click the [Add New] link to the right of the label Disbursements in the
center of the screen.

CQuick Mawvigation

Reconciliation ID: 925 Receipt Total: $0.00
Entity Type: Tax Authority Disbursements Total: $0.00 Header
Mame: Alabama State Tax Adjustrnents Total: $0.00 Receipts /Disbursements
Authority Income/Receivable Total: §0.00 Tranzactions
Posted: Payable Total: $0.00 Adjustrnents

Feconciliation Posting
Date Created: 12/14/2005
Created By: Mary Obereitner
Date Processed: Description: Disb # AL ST MM/YY Recon

Receipt/Check#:

Reconciliation Pay All Selected Prnt Post Abort Save Add Row Delivery
Summary
Receipts [Add Mew] A
| Detail Date Receipt# Amount Description Remove |
| |
Disbursements [Add New]
| Detail Date Disbur# Amount Description Remove |

Any previously issued disbursements are displayed. Click the Select box to place a check in the box and click
the OK button at the bottom right of the window to proceed.

Add Disbursements rle Sure

[Select &ll] [Deselact All]

Selact Date Disbur# Description Amount

AL ST Tax MM

Recan S0

12/14/2005 1379

[ Ok ][Cancel

The disbursement is added to the reconciliation worksheet to identify that this worksheet is associated with
it. This does not create another entry to the general ledger but closes the checks and balances in Nexsure.
This step must be done if the check was paid prior to the reconciliation.
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Reconciliation 1D:
Entity Type:
MNarne:

Posted:

Date Created:
Created By:

925

Tax Authority
Alabarna State Tax
Autharity

12/14/2005
Mary Oberleitner

Receipt Total:
Disburserments Total:
Adjustrments Total:
Incorne/Receivable Total:
Pavable Total:

Virtual Receipt Total

$0.00
480,00
$0.00
$0.00
$0.00

480,00

Quick Navigation

Header

Receipts /Disbursements
Transactions
Adjustrnents
Reconciliation Posting

Date Processed: Dizb # AL ST MM/ Recon

Feceipt/Chack #:

Dascription:

Reconciliation Pay All Selected Print Post Abort Save Add Row Delivery

Summary
Receipts [add Hew] A
I Detail Date Receipt# Amount Description Remove I
Disbursements [Add Mew]
Detail Date Disbur# Amount Description Remove
-- 12/14/2005 1379  $80.00 AL ST Tax MM/YY Racon %

The invoices that were previously paid found on the reconciliation statement must be identified. To select
the invoices included on the statement, click the Quick Navigation > Transactions navigation 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.

'I Reconciliation

‘ Pay All Selected Print Post Abort Save Add Fow Delivery
Summary
[Wiew Unposted Invoices] Search Filker: [Hide]
Regian: Eranch: w
Territory: Cepartrnent:
Linit:
Both A Date Type: Date Booked A
o o
Business Type: all A Date Range: [10/30/2005 | o To: | 12/14/200% |
Line of Business: Package Total A Amount Range: To:
AR aluable Papers
Cormmercial Auto
Personal Auto Y T —
[] Exclude all tranzactions where the effective date is after the search ending date.
oAl ) paid ) Unpaid
Sort Field 1: w  Sort Grder 1: w | Sort Field 2: | Sort Order 21 w

b

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.

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:
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m  Single Page Forward »
m  Single Page Back <

m  Last Page »|

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.

Reconciliation ID: 925 Feceipt Total: $0.00 QUICK Na\rlqatluﬂ
Entity Type: Tasx Autharity Dishursemants Total: $80.00 T
Mame: Alabama State Tax Adjustments Total: $0,00 Pl B Eaes
Authority Income/Recaivable Total: $0.00 Transactions
Posted: Payable Total: $0.00 Adiustments
Reconciliztion Posting
Date Created: 12/14/2005 Virtual Receipt Total $80,00
Created By: Mary Oberleitner
Cate Processed: Desciption: Disb # AL 5T MM/ Recon
Receipt/Check#:

Reconciliation

Pay All Selected Print Post Abort Save Add Row Delivery
Summary

-~
[Wiew Unpasted Invaices] Search Filker: [Shaow]

Agency Bill

[Select All] [Deselect All]
select Details Date Item ID Mame Policy Number Amount Paid Balance
D @ 12/14/2005 14417 Holiday Party Supplies PR-90000-38 $80.00 $0.00 $80, 00|
This Page Total: 480,00 $0.00  $20,00]
All Pages Total: 480,00 #$0.00 $50, 00|

There are no results for Direct Bill.

To identify the invoices included on the statement after filtering the list, find the matching invoice and click
the box in the Select column to place a check mark indicating the item should be included as payment in full.
To identify a partial amount, click the Details @5’ icon beside the invoice and enter the amount.

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

Reconcliation ID: 925 Receipt Total: $0.00
Entity Type: Tax Authority Disbursernents Total: $20.00 Moy
Marne: Alabama State Tax Adjustrnents Total: $0.00 Receipts/Dishursemeants
Authority Incommef/Raceivable Total: $£0.00 e e
Posted: Payable Total: $0.00 Adjustrnents
Reconciliation Posting
Date Created: 12/14/2005 Virtual Receipt Tatal £80.00
Created By: Mary Oberleitner
Date Processed: Description: Disb # AL ST MM/ Recon
Receipt/Check#:

Reconciliation

Pay All Selected Print Post Abort Save Add Rov Delivery
Summary

-~
[Wiew Unposted Inwaices] Search Filter: [Show]

Agency Bill

[Select All] [Deselact All]
Select Details Date Item ID Name Policy Number Amount Paid Balance
B 12/14/2005 14417 Holiday Party Supplies PR-30000-98 $80.00 $0.00  $80.00)
This Page Total: $80,00 $0.00 80,00
All Pages Total: $20,00 $0.00 20,00

There are no results for Direct Bill.

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 r'e Sure

Agency Bill:
Total Iterns Selected: 1 Total Selected Armount: $20.00
Total Arnount Paid: $20.00

Direct Bill:
Total Iterns Selectad: 0O Total Selacted Armnount: $0.00
Total Arnount Paid: $0,00

Click ©K to accept payments as selected or Cancel o return to reconciliation process,

[ Ok ][ Cancel ]

All invoices included now have a check in the Select box and are grayed out indicating they have been
included. If a selection error was made, click the Details @9 icon of the invoice and enter a zero amount
and save. This will open the invoice for reselection if necessary.
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Date Created:
Created By:
Cate Processed:
Recaipt/Chack#:

12/14/2005
Mary Oberlaitnar

Description:

Disb # AL ST MM/vY Recon

Reconciliation
Summary

Pay All Selected

Print Post

Abort Save Add Row

Delivery

Quick Mavigation

Reconciliation ID: 925 Receipt Total: £0.00
Entity Type: Tax Authority Disbursements Total: $80.00 Header
Mame: Alabama State Tax Adjustrnents Total: $£0.00 Receipts/Disbursermants
Autharity Income/Receivable Total: $0.00 Transactons
Posted: Payable Total: $80.00 Adjustrnents

Reconciliation Posting

[view Unposted Invaices] Search Filter: [Show]

Agency Bill

[Select All] [Deselect All]
Select Details Date Item ID Name Policy Number Amount Paid Balance
@ 12/14/2005 14417 Holiday Party Supplies PR-90000-32 $80.00 $80.00 $0.00]
This Page Total: 420,00 $20.00 $0,00)
All Pages Total: $80,00 $50.00 $0.00|

Clicking the Quick Navigation > Reconciliation Posting link on the

accounts will be offset.

There are no results for Direct Bill.

right side of the screen shows what

Reconciliation ID: 325 Receipt Tatal: $0.00 QUICk Na\.flgatlon
Entity Type: Tax Authority Disbursernents Total: $&0.00 Header
Narme: Alabarna State Tax Adjustrnents Total: $0.00 Receipts/Disbursernents
Autharity IncomefReceivable Total: $0.00 Transactions
Posted: Payable Total: $20.00 Adjustments
Reconciliation Posting
Date Created: 12/14/2005
Created By: Mary Oberleitner
Date Processed: Description: Disb # AL ST MM/Y Recon
Receiptf Cheack#:

Reconciliation Pay All Selected Print Post Abort Save Add Row Delivery
Summary
Reconciliation Details
Account Nurber Account Description Debit Credit]
02.001.0000,000,00.110910 Recondlistion Clearing Acct $0.00 $20.00
07,001, 0000, 000, 00, 200200 Taw Authority Payable $a0.00 $0.00

Click the Post link on the Navigation toolbar to post the reconciliation. Click OK if the reconciliation total

looks correct.
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Post Reconciliation

nessure

Reconciliation Total: $80.00
General Ledger Posting Account Description Debit Credit
0z2,001,0000,000,00,110910 Reconcliation Clearing Acct $0.00 $20.00
0z,001.0000,000,00,200200 Tax Authority Pavable $20.00 0,00

Click ©K to proceed or Cancel to return to reconciliation,

Ok ] [ Cancel

Reversing, Aborting and Removing Accounting Entries

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