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Chapter 14

Deposits

IN THis CHAPTER

x  Handling Deposits
% Posting the Deposit and Printing the Deposit

Handling Deposits

Before adding any deposits to Nexsure, the receive payment is entered and posted. The receive payment is
separate from the deposits to allow the flexibility for persons who are not responsible for the bank account
transactions to enter payment information.

When receive payments are added, the amounts are offset to the undeposited funds account automatically.
The undeposited funds account is a mandatory account that holds all payment amounts until they are
identified as being added to the bank account through a deposit. Below is an illustration of this offset. Once
the receive payment is picked up in a deposit, it clears that undeposited fund amount.

Payments Received

Payment ID: 1312 Entity Type: Carriar
Posted: Hame: Allied Insurance Payment Header
Procassed: 3rd Party Type: General Ledger
Date Bocked: 127122005 Payment Type: Check Accaunts Payabla
Date Created: 12/12/2005 Payment Amount: $4,000.00 Recondliation

Receive Payment Posting
Created By: Mary Obetleitner

Reference #: Ck#
Description: Allied Oct 05 Strmt

Payment Summary Pay All selected Print Post Abort save Add Row
Account Number Account Description Debit credit
02.001.0000.000.00.110910 Recondlistion Clearing Acct $0.00 $4.000.00
02,001,0000,000,00,110%00 Undeposited Funds Account $4,000,00 $0,00

Total: 4,000.00

Adding the Deposit

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

the territories tab and click the Details Ej} for the territory where the statement is to be reconciled. Click
the accounting tab, the transactions tab and the deposit tab to bring up the Deposit Summary screen. If
there are no results displayed, then the organization is new and no deposits have been previously done
for the current date range. Use the [Show] link to search for previously posted or un-posted deposits as
necessary.

Dimensional’

Technologies PAGE 587



CHAPTER 14 NEXSURE® TRAINING MANUAL - ACCOUNTING

organization

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

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

Select Bank Account:
[Expart] [Print]

Bank of America 2223424392827 Trust Account v Filter: [Show] [Add Mew Deposit]
| Details Deposit 1D Description Amount  Created By Date Created Posted Cleared Remove |
invoices reconciliation accounts payable  deposit  receive payments disbursements  journal entry  transaction sumrary
batch summary  transactons bank accounts general ledger  inwoicing setup setup summary
entity associations vendors  accounting employees locations branches card file

organization

To add the deposit first select the bank account to enter the deposit for in the Select Bank Account drop-
down box located on the upper left of the deposit summary screen. Then click the [Add New Deposit] link
located on the upper right of the screen. After clicking the [Add New Deposit] link the deposit is displayed.

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

Section Description

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

Header Definitions:
» Deposit ID: System-generated ID used to identify the deposit.

» Date Posted: System-generated date is the date the deposit was actually posted. When
posted, the box will contain a check.

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

» Date Created: System-generated deposit creation date.
» Created By: The logged in username is placed here at the point the deposit is added.

» Bank Name: The name of the bank the deposit is being added to. This is selected prior to
adding the deposit on the Deposit Summary screen and displays here on the header.

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

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

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

» Deposit Amount: Once entries (for the deposit) are made, the total of the deposit amount
is added to the header.

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

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

» Difference: The amount shown here is the difference between the Anticipated Total

entered and the deposit amount. This will help track all the amounts entered on the
deposit are included.

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

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

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

Quick Navigation Link Definitions

Link Description

General Ledger Any adjustments needed for the deposit are added here.

Receipt This link is used to select the receive payments to be included in the deposit.

Contains all the General Ledger entries that are generated for the selected deposit. Posted

Deposit Postin, . . L . .
P J 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.

Quick Navigation

Deposit ID: 710 Bank Name: Bank of America .
Deposit Header
Postad: Bank Account #1 2223424392827 Gyl Ly
Cleared: GL Account: 0Z,.001.0000,000.00,100000 Trust Account Receipt
Date Booked: 1272172005 Deposit Total: $0.00 Deposit Posting
Date Crested: 12/21/2005 Balance: $1,478,609.39
Crested By: Mary Oberleitner Deposit Ameunt: $15,850.00

Estimated Balance: $1,472,609.39
Description: Deposit for 12/21/2005

Difference: $15,850.00

Deposit Summary Print Post Abort Save

* indicates required field

* Date Booked:

5]

12/21/2005
Deposit Method: [ooo 3
anticipstad Totali [1oocn og

Pescription: [ponosit for 12/21/2005

Internal Mote:
(250 Max Chars)

The Anticipated Amount is not a required field. Enter the total amount of the payments received to be
included in the deposit here. If a difference is displayed in the header, then either the total entered is
incorrect or not all entries were added in receive payments. This helps ensure that all items are entered into
the deposit.

Notice the Difference in the deposit header is the same as the anticipated amount previously entered. This
amount will change when the receipts have been added. To add the receipts, click the Receipt link on the
right side of the screen. Any receipts not added to other deposits are available to add to this deposit.
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Quick Navigation
Deposit ID: 710 Bank Marme: Bank of America
Deposit Header
Posted: Bank Account #: 2223424392827 General Ladger
Cleared: GL Account: 02,001.0000.000.00,100000 Trust Account Receipt
Date Booked: 12/21/2005 Deposit Total: $0,00 Daposit Posting
Date Created: 12/21/2005 Balance: $1,478,609.39
Creatad By: Mary Oberleitnar Deposit Arnount: $15,850.00
Estimated Balance: $1,478,609.3%
Description: Deposit for 12/21/2005
Difference: $15,850.00
Deposit Summary 1[nc|uda All Selected Print | Post Abort Save
[Select &ll]] [Deselact All]
Select Details Date Transaction Payea Description A t A tto R
1D Receieved Deposit
The Hartfard
:‘ - 12f12/200%5 1213 Hariford Oct 05 Strrt $2,500.00 $0.00 --
Insurance Co.
J 12f12/200% 1312 Allied Insurance Allied Cct, 05 Strat $4,000,00 $0.00 =
O -~ 11/15/2005 1306  Holiday Party Supplies  FTOP=rty policy $5,500,00 $0.00 -
pramium
u 11/11/2008 1301 IH Electrical Payment ;‘;’I Property $3,850,00 $0.00 -

If more than one should be included in this deposit, click 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.
Click the Include All Selected link on the navigation toolbar to include the selected receipts.

Quick Navigation
Depasit ID: 710 Bank Marme: Bank of Arnerica .
Deposit Header
Posted: Bank Account #: 2223424392827 General Ledger
Cleared: GL Account: 02.001,0000,000,00,100000 Trust Account Receipt
Date Booked: 12/21/2005 Deposit Total: $0,00 Brepash: Fesing
Cate Created: 12/21/2005 Balance: $1,478,609,39
Created By: Mary Oberleitner Deposit Amount: $15,850.00
Estimated Balance: $1,478,609.39
Crescription: Deposit for 12/21/2005
Cifference: $15,850.00
Deposit Summary Include All Selected Print Post Abort Save
[Select all] [Ceselact All]
Select Details Date Transaction Payee Descrption A t A tto R
1D Receieved Deposit
.- 12/12/200% 1313 The Hartford Hartford Oct 05 Strnt $2,500,00 $0,00 -
Insurance Ca, !
-- 12122005 131z Allied Insurance Allied Oct 05 Strnt $4,000.00 $0.00 --
- . . Property policy -
11/15/2005 1206 Haliday Party Supplies oramiurm $5,500.00 $0.00
- 11/11/2005 1301 JH Electrical pa"'me”t;"“o'l' Praperty $3,850.00 0,00 --
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After the Include All Selected link has been clicked, the Difference amount in the header now shows $0.00.
If the receipts selected were not the same the difference between them would be displayed instead.

Deposit ID:
Posted:
Clearad:

Date Created:
Created By:

Date Booked:

Fio

12/21/20085

12/21/20085
Mary Oberleitner

Bank Mame:
Bank Account #:
GL Account:
Deposit Total:

Balance:

Deposit Arnount:
Estimated Balance:
Description:

Bank of America

2223424392827
02,001,0000,000,00,100000 Trust Account
$15,850.00

$1,478,609.39
$15,850.00
$1.494,459.39

Deposit for 12/21/2005

Difference: 0,00
Deposit Summary Include All Selected Print Post Abort Save
[Select All] [Ceselack All]
Select Details Date Transaction Payee Description Amount Amount to Remowve
1D Receieved Deposit
- 12/12/2005 1313 I-;:Er:':z"‘gg Hartford Oct 05 Sttt $2,500,00 $2,500.00  --
-- 12122005 1312 Allied Insurance Allied Cct 05 Strnt $4,000.00 $4,000.00 --
- . . Property policy -
11/15/2005 1306 Haliday Party Supplies premiurm $5,500.00 $5,500.00
- 1171172005 1301 JH Electrical pa"'me”t;"“o'l' Praperty $3,850,00 $3,850.00 -

Quick Navigation

Depasit Header
General Ledger
Receipt

Deposit Posting

Click the Deposit Posting link on the right side of the screen to show how the accounts will be offset.

Ceposit ID:
Posted:
Cleared:
Date Booked:

Date Created:
Created By:

710

12/21/2005

12/21/2005
Mary Oberleitner

Bank Mame:
Bank Account #:
GL Account:
Deposit Total:

Balance:
Deposit Armount:
Estimated Balance:

Description:

Bank of America

2223424392827
0Z.001.0000.000,00,100000 Trust Account
$15,850.00

$1,478,609.39
$15,850.00
$1,494,459,.39

Ceposit for 12/21/2005

Difference: $0.00
Deposit Summary Print Post Abort Save
Deposit Details
Account Number Account Description Debit Credit|
02.,001,0000,000,00,100000 Trust Account $15,850.00 $0.00
02.,001,0000,000,00,110%900 Undepaosited Funds $0.00 $15,850.00
Total: $15,£50.00 $15,850.00

Quick Navigation

Deposit Header
General Ledger
Receipt

Deposit Posting
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Using the General Ledger link on the right side of the screen should only be used if the amount entered
is not to be included on the Deposit Slip that goes to the carrier. The amount entered will offset the bank
account but will not offset undeposited funds account. It is not recommended to use this link for deposits
but to correct the original entry.

Quick Navigation

Deposit Il 710 Bank Marme: Bank of Arnerica

Deposit Header

Posted: Bank Account #: 2223424392827 General Ledger
Clearad: GL Account: 02,001,0000,000.00,100000 Trust Account Receipt
Date Booked: 12/21/2005 Deposit Tetal: $15,850.00 Deposit Posting
Date Created: 12/21/2005 Balance: $1,478,609.39

Created By: Mary Oberleitner Deposit Amount:

Estirmated Balance:

$15,850.00
$1,494,459.39

Description: Deposit far 12/21/2005

Difference: $0.00
Deposit Sunmary Print Post Abort Save Add Row
General
Ledger
Account Number Descrption Debit Credit LID # Remowve|

0z001000000000100000 Trust Account Deposit far
12/21/2005

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.

Aborting the Deposit

If the deposit is not needed, it may be aborted prior to posting. Click the Abort link on the navigation
toolbar.

Created By

Mary Obearleitnar

Deposit Amount:
Estimated Balance:

Description:

Differance:

Deposit ID: 710 Bank Mame: Bank of America
Postad: Bank Account #: 2223424392827
Cleared: GL Account; 02,001,0000,000,00,100000 Trust Account
Date Booked: 12/21/2005 Deposit Total: $15,850.00
Date Created: 12/21/2005 Balance: #$1,472,609.39

$15.850.00
$1,494,459,39

Deposit for 12/21/2005

$0,00

Deposit Summary

Print

Post

Abort Save
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Posting the Deposit and Printing the Deposit

To complete the Process, click the Post link on the navigation toolbar.

Quick Navigation
Deposit ID: 710 Bank Marme: Bank of America -
Deposit Header
Posted: Bank Account #: 2223424392827 General Ledger
Cleared: ‘5L Account: 02,001.0000,000,00,100000 Trust Account Receipt
Date Booked: 12/21/2005 Deposit Total: $15,850,00 Deposit Posting
Date Created: 12/21/2005 Balance: $1,478.,609,29
Created By: Mary Oberleitner Ceposit Armount: $15,850,00
Estimated Balance: $1,494,459,39
Description: Deposit for 12/21/2005
Difference: $0,00
Deposit Summary Print Post Abort Save

The Post Deposit screen is displayed providing an opportunity to review the deposit amount. Confirm the
deposit amount is correct; click the OK button to complete the post.

nessure

Pavrment iz in balance! Total Amount = $15850,00

Do vou wish to Past? Select Cancel to return to Payment or
QK to Post,

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

A deposit may be printed by clicking the Print link on the navigation toolbar and selecting Deposit Slip from
the drop-down box and clicking the OK button.
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Surnrmary

Mexsure Tip

Use ta print a surnmary
print zelection or Cancel

nessure

Print Deposit Selecton

depozit slip, Press OK to
return to Deposzit screen.

[ ok

] [ Cancel ]

The deposit slip is displayed on the screen. To print the deposit, click the Adobe® Reader’ printer = icon
just above the document. The deposit slips print on plain paper.

Date Created:
Created By:

Deposit ID: 710

Pastad:

Cleared:
Date Booked:

1zfz21/2005

12/21/2005
Mary Obetleitner

Bank Name:
Bank Account #:
GL Account:
Depasit Total:

Deposit Amount:
Estimated Balance:
Description:

Balance:

Difference:

Bank of America

2223424392827
02.001.0000.000.00.100000 Trust Account
$15,850.00

$1,478,609,39
$15.850.00
$1.494,459,39

Deposit for 12/ 2172005

$0.00

‘ Deposit Summary |

[ print

Post Abort Save |

Bl saveacopy (= Print (B Email i) Search

ARC|
v

i Review & Commert - gSign -

I Cl:nmrl Psl Layers\q\a‘lures akmarks

| T seecttes - @ ® - [ 0|0 © a4% - @ (03 i
Deposit Ticket
[ |
Atlantic Territorv [ ] [
[ ] [
$5.500.00 [ ] [
Date Crsgag [ ] |
S I — N -
S [ S [ o[ |
P
Bank of America - X -
L
A 8.5x11in

3=

|<

Quick Navigation
Deaposit Header
General Ledger
Receipt
Deposit Posting

Reversing the Deposit

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.
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Quick Navigation

Deposit ID: 710 Bank Marme: Bank of America -
Deposit Header
Posted: 1z/21/200%5 Bank Account #: 2223424392827 General Ledger
Cleared: GL Account: 02,001,0000.000,00,100000 Trust Account Receipt
Date Booked: 12/21/2005 Deposit Total: $15,850,00 Deposit Posting
Cate Created: 12/21/2005 Balance: $1,478,609.29
Created By: Mary Oberleitner Deposit Amount: $15,850,00

Eztimated Balance: $1,494,459,.39
Description: Deposit for 12/21/2005

Difference: $0.00

Deposit Summary Print Reverse

Reversed deposits will display on the summary screen with 2 deposit numbers with a “/” between them.
This indicates the in and out of the entries. The associated receive payments are available again to be used
in the new deposit.

Details Deposit ID Description Amount Created By Date Created Posted Cleared Remove
B 704 $1,000,000.00 Mary Oberleitner  11/09/2005 --
@ 703/702 $1,000,000.00 Mary Oberleitner 11/09/2005 --
E3 702/703 ($1,000,000,00) Mary Oberleitner  11/09/2005 -
@ 1is Janet Anderson Penn Mational policy $200,00 Mary Cherleitner 11/1z/2003 --
=4 74 Movernber Safeco Cormmission $700.00 Mary Oberleitner  11/06/2003 --
@ &1 4$300,00 Mary Cberleitner 1170672003 --

Removing Deposits Not Posted

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

organization

XDTI--Training Org 972003 > Atlantic Region == Atlantic Territory

Previous Page

card file branches locations employees  accounting vendors entity associations
summary setup invaicing setup general ledger  bank accounts  transactions batch summary
tranzaction surnmary  journal entry disbursements receive payments  depesit  accounts pavable reconciliation invoices

Select Bank Account:
[Export] [Print]

Bank of Arnerica 2223424392827 Trust Account hd Filtar: [Show] [Add Hew Depasit]
Details Deposit ID Description Amount Created By Date Created Posted Cleared Remove
2 710 Deposit for 12/21/2005 $15,850.00 Mary Oberleitner 12/21/2005 E}
invoices racanciliation accounts payable  deposit  raceive paymants disbursements  journal entry  transaction summary
batch summary  transactions bank accounts general ledger  invaicing setup setup summary
antity associations vendors  accounting employess locations branches card file

erganization

The abort confirmation is displayed allowing an opportunity to go back to the summary view without
aborting the deposit. To confirm the deletion, click the OK button. Clicking the Abort link on the deposit
itself works the same as removing from the summary screen.
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\‘:}/ Are you sure you would like to delete this ikem?

I Ok I [ 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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