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How to use this manual

.
This Global 2000 Cash Manager manual is arranged in the following sections:

The INTRODUCTION gives a brief overview of Global 2000 Cash Manager. Everyone should read this.

The INSTALLATION section explains how to install the Global 2000 Cash Manager software on your computer, starting from the installation diskettes provided. This must be carried out before you can start to use the software. You can skip this section if the software has already been installed by your Global dealer or service centre.

The TUTORIAL section takes you step by step through some simple cash book transactions ‑ posting a payment, making a cash book enquiry, printing a batch, making a security copy and reconciling the cash book with the bank statement. Be sure to work through this tutorial, trying out the transactions on the computer using the sample data provided. This will give you a good understanding of the software before you start on the next stage.

The DATA TAKE‑ON section explains how to set up the Cash Manager system for your own company. This is the most important step in the whole operation, and careful planning of the transition from your previous cash book operation is the key to success here.

The REFERENCE section gives detailed operating instructions for each facility in Cash Manager. The text is arranged for easy reference in the same sequence as the menu entries in the software. You do not need to read all of this before starting to use the software; just refer to it when necessary.

The ERROR MESSAGES section lists the error and warning messages that can be displayed by the software, and explains what each one means and how to correct the problem.

The SAMPLE REPORTS section gives examples of each of the major reports produced by Global 2000 Cash Manager.

APPENDIX A lists the File Structure Definition for Cash Manager that you will need to link up with the Global 2000 Reporter module and produce tailored reports.

APPENDIX B documents the report options and viewing facilities which allow you to view reports on screen while they are printing.

APPENDIX C gives details of the General Purpose Automatic Posting Interface into Cash Manager.

The INDEX lists the most important concepts and terms used in this manual.

When the index has been generated you must create a header for right hand (odd numbered) pages with the text 'Contents' and using style ODDHEADER. This should go on page 6 (not at the very beginning - say half way down).


Contents

.
toc \f C \e 1-3 INTRODUCTION
  9
What Businesses Is It Suitable For?
  9

General Terms
  9

Multi‑company/Single Company
  9

Nominal Analysis Codes
 10

Multi‑currency
 10

Posting Transactions
 10

Unpresented Transactions
 11

Unmatched Items
 12

Reconciliation
 12

Statement Direct Items
 12

Standing Orders
 12

Reports
 13

Enquiries
 13

Cash Plans
 13

Security
 13

Improved Menu Handling
 14

Interface To Reporter
 14

Multi‑user And Networking Facilities
 14

INSTALLATION
 17
Step 1 ‑ Installing Global System Manager
 17

Step 2 ‑ The Installation Diskettes
 17

Step 3 ‑ Starting The Installation Program
 18

Step 4 ‑ Which Computer To Install Onto?
 20

Step 5 ‑ Allocating Space On The Hard Disk
 21

Step 6 ‑ Allocating The Program Volume
 21

Step 7 ‑ Allocating The Data Volume
 22

Step 8 ‑ Allocating The Work Volume
 23

Step 9 ‑ Allocating Backup Diskettes
 24

Step 10 ‑ Installing The Sample Data
 24

Step 11 ‑ Updating The Menu
 25

Step 12 ‑ Confirming The Installation
 25

Step 13 ‑ Installing Other Software
 26

TUTORIAL
 27
Step 1 ‑ Starting Up Global System Manager
 27

Step 2 ‑ Starting Cash Manager
 28

Step 3 ‑ Using The Keyboard
 28

Step 4 ‑ Posting a Payment
 30

Step 5 ‑ Making An Enquiry
 34

Step 6 ‑ Printing The Batch
 38

Step 7 ‑ Making a Security Copy
 41

Step 8 ‑ Reconciling Cash Book And Bank Statement
 41

First Method
 42

Second Method
 46

Step 9 ‑ Closing The Reconciliation
 47

Step 10 ‑ Further Training
 51

DATA TAKE-ON
 53
Step 1 ‑ Planning
 53

Step 2 ‑ Allocating Cash Manager Data Files
 54

Step 3 ‑ Taking On The Cash Manager Data
 61

Step 4 ‑ Setting Up The Cash Book(s)
 62

Step 5 ‑ Setting Up Company Details
 62

Step 6 ‑ Setting Up The Nominal Analysis Codes
 65

Step 7 ‑ Setting Up Cash Book Details
 67

Step 8 ‑ Setting Up Standing Orders
 70

Step 9 ‑ Customising The Posting Screen
 74

Step 10 ‑ Transferring Your Manual Cash Book To Cash
 75

Step 11 ‑ Closing The Period Or Year
 82

Step 12 ‑ Parallel Running
 83

REFERENCE
 85
Transaction Posting
 86

Posting In Batches
 87

Posting Manual Payments
 88

Posting Manual Receipts
 93

Posting Journal Adjustments
 94

Posting Standing Orders
 96

Posting Purchase Ledger Payments
 97

Posting Sales Ledger Receipts
101

Posting Payroll Payments
104

Automatic Posting
107

Reports
109

Print Batches
110

Printing The Cash Book Report
111

Printing The Nominal Analysis Report
112

Printing The Trial Balance
113

Reconciliation
115

Reconciling The Cash Book
116

Reconciling From The Statement
119

Automatic Matching
121

Reconciling From Transactions
127

Reconciling Unmatched Items
131

Printing Working Papers
134

Printing The Reconciliation
135

Closing The Reconciliation
136

End Of Period
138

Making a Security Copy Of The Data
139

Printing Nominal Ledger Postings
141

Closing The Period
142

Clearing Nominal Analysis
144

Clearing Transactions
145

Master File Maintenance
147

Maintaining Companies
148

Maintaining Cash Books
150

Maintaining Nominal Analysis Codes
153

Maintaining Standing Orders
155

Maintaining Help Screens
158

Maintaining Exchange Rates
160

System Maintenance
162

Reallocating Data Files
163

Maintaining System Parameters
164

Setting Passwords
169

Maintaining The System Request Summary
170

Maintain Autoposting Interface
173

Reorganising Data Files
174

Enquiries
176

Displaying File Status
177

Displaying a Batch Summary
178

Display Cash Book Details
179

Displaying Nominal Analysis
181

Cash Plan
184

Creating a Cash Plan
185

Copying The Existing Plan
186

Amending The Cash Plan
187

Printing The Cash Plan
190

Data Security
192

Making a Security Copy Of Data
192

Restoring The Data
195

SAMPLE REPORTS
197
Nominal Analysis Code Detail 
199

Batch Print 
201

Cash Book Report 
203

Nominal Analysis Report 
205

Trial Balance 
207

Reconciliation Working Papers 
209

Reconciliation Print 
211

Cash Flow Projection 
213

Calculated Working Papers 
215

Nominal Ledger Postings
217

Statement Direct Items
219

ERROR MESSAGES
221
APPENDIX A
251
File Structure Definition
251

The Files ‑ Their Types And Usage
251

APPENDIX B
267
Report Options And Viewing Facilities
267

Invoking The Report Viewing Facilities
267

The Options Screen
269

Viewing The Report
272

Features Of The Inspect Option
274

APPENDIX C
277
General Purpose Automatic Posting Into Cash Manager
277

INDEX
279
READERS' COMMENTS
287





Introduction

.
Global 2000 Cash Manager is one of the many business software modules supplied by Global Business Systems to assist you in all aspects of financial and business management. It runs on Global System Manager V8.1 and later.

Its main functions are the maintenance of your company's cash book(s) on a small computer system, providing the information needed to monitor income and expenditure, along with full bank reconcili​ation and its own nominal analysis.

WHAT BUSINESSES IS IT SUITABLE FOR?

For small businesses, Global 2000 Cash Manager can be used as a stand‑alone package. But for medium to large‑sized companies it also forms part of the integrated set of Global systems, which offer a high degree of flexibility so that your needs can be met exactly. For example, whenever you write a cheque against a purchase, you can post the amount from Global 2000 Purchase Ledger to a Cash Manager cash book. Information about payments received through Global 2000 Sales Ledger can be transferred to your cash books. For each employee you pay by cheque in Global Payroll, one transaction can be posted to the appropriate cash book, while a single transaction (which has been consolidated in Payroll) is posted to a cash book for all employees you pay by credit transfer. Any cash salary payments made in Payroll can also be consolidated and posted over to Cash Manager as one transaction. And finally, all payments and adjustments posted to Cash Manager can in turn be transferred to Global 2000 Nominal Ledger.

GENERAL TERMS

We describe below some general terms encountered frequently in the operation of Cash Manager.

MULTI‑COMPANY/SINGLE COMPANY

At initial data take‑on, you can specify whether you want to run Cash Manager on a single company or multi‑company basis. With multi‑company operation, you will from time to time (notably in some of the End of Period menu options and during some reports and enquiries) be prompted to supply the company number.

Cash Manager can maintain the accounts of up to 99 different companies, each identified by a number in the range 1 to 99. For each company, Cash Manager holds a name of up to 30 characters and, if integration with Nominal Ledger takes place, the currency in which the company posts to Nominal Ledger.

NOMINAL ANALYSIS CODES

Up to 9999 analysis codes can be maintained. These codes are used in conjunction with Nominal Ledger if integration with that software is set up. The nominal analysis of a batch of transactions is sent to Nominal Ledger when that batch is closed. In addition, those companies not using a computerised nominal ledger can use the codes as a basis for an independent nominal analysis.

MULTI‑CURRENCY

Cash Manager enables you to create up to 99 currencies in which transactions can take place. Each of the cash books you set up may have a different currency, to which other currencies are converted during the posting process. These currency conversions are marked with as asterisk on the various reports and enquiries for ease of identification.

The three currency types used in Cash Manager are as follows:

Base currency. The company currency, which you set up in the Maintain Companies option from the Master File Maintenance menu. This is also the currency in which the company posts to Nominal Ledger if integration with that software is set up. 

Local currency. The cash book currency, which you set up in the Maintain Cash Books option from the Master File Maintenance menu.

Transaction currency. This is the currency in which the transaction takes place during posting and is specified during the posting options from the Transaction Posting menu.

POSTING TRANSACTIONS

Payments, receipts and journal entries are posted in batches and the total posted is reconciled to the control total for the batch. A maximum of 40 transactions are allowed in any one batch and each batch is identified by a number of up to four digits in length, which appears on reports and displays. In practical terms it is better to keep the batches small enough to be processed in one go and reconciled without difficulties. 

Transactions within the batch can be displayed, printed, amended, inserted or deleted. For each batch you may provide a control total, which is checked against the amounts posted to prevent errors being made. The control total is considered to be positive and is the sum of all the items posted. Each transaction must be allocated to at least one nominal analysis code (and up to a maximum of 99). 

To make posting easier, Cash Manager gives you the option of customising the posting screen for each cash book so that the analysis codes you use most frequently (up to 18 codes are allowed) can be viewed after you have replied to the Help prompt on the baseline. 

To cope with post‑dated cheques, you can set up Cash Manager system parameters so that future dated transactions are allowed.

As stated above, payments and receipts can also be posted from Global 2000 Sales Ledger, Global 2000 Purchase Ledger and Global Payroll if integration has been set up. A general purpose posting interface can also be set up through which modules other than those listed above can post to the cash books. The interface allows for consolidation. Note that these batches cannot be amended in Cash Manager and the full batch print out can be obtained from the relevant ledger.

You may also choose to post a batch of transactions from Sales Ledger, Purchase Ledger, Payroll, or from another module via the general posting interface, which is paid by one cheque, as a single transaction in Cash Manager. This will make it easier at reconciliation ‑ one entry for the batch in Cash Manager will match the one entry on your bank statement. If you do not opt for consolidating payments or receipts from the other Global modules, then at reconciliation, you will have a number of transactions to match off against the one bank statement entry.

UNPRESENTED TRANSACTIONS

When you have closed a reconciliation, any transactions which have not been matched off against your bank statement will become the unpresented items (sometimes known as unreconciled) for the next period, and you can list them out. 

The unpresented item facility is particularly useful if you make a mistake in transaction entry. For example, if you enter a payment in error, you should post a receipt for the same amount to cancel out the payment. Do not match them off against the bank statement. After you have closed the reconciliation, payment and receipt will appear as unpresented items in the next period, which you must then delete. 

UNMATCHED ITEMS

Unmatched bank statement items (i.e. items that will have a corresponding entry in the cash book, unlike statement direct items) can be carried over when the reconciliation is closed. This means that entry of corresponding transactions into the cash book can be delayed until later if this is more convenient, or, if the item is a bank error which should not be on the statement at all, a cash book transaction need never be set up.

RECONCILIATION

This function enables full reconciliation between the cash book and bank statement, identifying unpresented cheques, cheques or items not entered in the cash book and running balances on both accounts. A working paper print is provided which lists any unpresented cheques and items not entered in the cash book. The system checks that the reconciliation is in balance before allowing it to be closed.

There are two ways to reconcile a cash book. You can browse through the cash book transactions and `tick off' those which match items on the bank statement. You can also key details directly from the statement, which are then automatically matched off against a transaction, where possible. If items in the cash book partly match items that you enter from the statement, or multiple exact matches are found, you can browse through those cash book transactions and match them off.

STATEMENT DIRECT ITEMS

You can reconcile transactions that only appear on the bank statement with your bank balance by making them statement direct items. You can enter these transactions as statement direct items using the Reconcile Cash Books option. When a statement direct item is entered, the required cash book transaction and nominal analysis records are automatically generated and matched off against the item. 

STANDING ORDERS

With Cash Manager, you can set up standing orders to cope with either payments or receipts which occur at regular interval, without the need to re‑type the details every time.

REPORTS

Reports for the accountant include the cash book report which contains details of all payment and receipt transactions for the cash book you have requested; reconciliation working papers; a statement direct item audit trail; the cash plans that you create within Cash Manager; the trial balance and a print-out of nominal analysis codes you have set up. See the Reference section and the Sample Reports section for explanations and examples of all the reports available in Cash Manager.

You can view most of the reports while they are printing. Also, if you wish, you can select the columns you want to view, or search for particular names or figures. See Appendix B for a description of the report options and viewing facilities.

ENQUIRIES

Full details of cash book postings and expanded breakdowns of analysis can be displayed on the screen. The nominal analysis code enquiry allows code balances to be displayed by numerical selection or by scrolling from a specified point and provides running totals on an analysis code for this year, last year and current period.

As well as this, you can display the current status of the eleven data files that you use in Cash Manager ‑ how many records have been used up and how much free space is left in each one. There is also the option available to get a dated print‑out of the current file status.

CASH PLANS

A cash plan can be used to forecast cash flow over six periods ‑ these can be days, weeks, months or whatever is required. Cash movement and reconciled balances can then be automatically posted to the header column; this calculates the effect of the actual cash movement on the short term projections calculating across the flow. Cash plans may be printed at any time.

To save time and effort, you can use an existing cash plan as a template for starting a fresh one.

SECURITY

Two levels of password can be set up in each cash book to protect your data from being tampered with by unauthorised users. The higher level of password (update) allows the user to carry out all forms of transaction posting function, as well as update the cash book, while the lower level (enquiry) only allows the user to look at the information set up for the cash book.

Since users of the autoposting facilities from Purchase Ledger and Sales Ledger may often want to enter a large number of batches at one time, Cash Manager is set up to remember the last password keyed for a cash book in the current session of work. So autoposting users do not have to key the password every time they enter a batch.

IMPROVED MENU HANDLING

New menus have been added to the Global 2000 software range to replace $MENU. This system offers the user control over the display format and makes sophisticated security checks possible based on user‑id, passwords and the terminal being used. In addition, the new menus allow a set of tasks to be run regularly (on the hour if necessary). Since the improved menu handling is based on a single menu file rather than a set of menu programs, it is particularly valuable on networks.

INTERFACE TO REPORTER

In common with the other Global 2000 modules, you can set up an interface to Global 2000 Reporter from Cash Manager to tailor reports, like reconciliation working papers or the nominal analysis report, to your own requirements. To link up with Reporter, you'll need to use the File Structure Definition for Cash Manager, which is documented in Appendix A in this manual. 

MULTI‑USER AND NETWORKING FACILITIES

If your computer has more than one display screen and runs the network version of the Global operating system, you can use Global 2000 Cash Manager from several screens simultaneously.

The following operations can all be done at the same time:

•One or more users posting batches of transactions.

•One or more users making enquiries.

•One or more users printing reports.

Certain functions require exclusive access to the data and therefore cannot be used at the same time as any other functions. These include:

•File allocation.

•Making a security copy.

•Restoring data.

•Amending system parameters.

•Reorganising data files.

The use of certain functions will prevent other users from having access to Cash Manager company and cash book data. For example:

•Maintaining company information ‑ prevents other users from making enquiries about or updating that company and the cash book related to it.

•Any end of period function (except making a security copy, which is listed above) ‑ prevents other users from enquiring about or updating that particular company and the cash book related to it.

•Maintaining the cash book ‑ prevents other users from making enquiries about or updating that cash book.

•Reconciling the cash book or closing the reconciliation ‑ prevents other users from making enquiries about or updating that cash book.
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Installation
.
This section explains how to install the Global 2000 Cash Manager software on your computer, starting from the installation diskettes provided. This must be carried out before you can start to use the software. If the software has already been installed by your Global dealer or service centre, you can proceed straight to the Tutorial section and familiarise yourself with Cash Manager, using the sample data supplied.

STEP 1 ‑ INSTALLING GLOBAL SYSTEM MANAGER

If the Global operating system is not already installed on your computer, this must be carried out before you can install Cash Manager. 

Refer to your Global Operating Manual for step‑by‑step instructions on installing the operating system.

STEP 2 ‑ THE INSTALLATION DISKETTES

The Cash Manager software is distributed on either one, two or three diskettes, depending on the diskette capacity of your computer. The diskettes are labelled CBA, CBB and, if present, CBC.

You are also supplied with one or more diskette (depending on the diskette capacity) for installing the sample data. These diskettes are labelled CSA, CSB, etc, and you are prompted for them after installing the software, if you key Y to the install sample data option (see page 24 for further details).

The software installation diskettes are only used during the installation procedures. They should be retained in a safe place once the installation has been completed. They may be needed again to reinstall the software if the operational disks are lost or damaged.

Do not attempt to copy the CBA, CBB and CBC diskettes. This would infringe TIS Software's copyright. If the diskettes are damaged, return them to your supplier, quoting the Global System Manager serial number which is shown on the screen each time you start up the Global operating system. Your supplier will then be able to arrange a replacement.

If your computer has a cassette tape or an exchangeable hard disk rather than a diskette unit, your supplier will arrange for the Cash Manager software to be transferred to a volume named CBA on the hard disk. The installation procedures can then be run from this volume instead of the diskette.

STEP 3 ‑ STARTING THE INSTALLATION PROGRAM

A program named CBINS is provided to automate the installation procedures. This program first asks for the letter of the computer onto which you want to install and then asks a series of questions to determine how the installed software and data is to be arranged. It then prepares the required hard disk volumes, copies the software to them, and finally updates the Global System Manager menu on your computer to include a line for Cash Manager.

To run this installation program you must first start up the Global operating system. The procedure for this is explained in your Global Operating Manual and the Global Configuration Notes for your computer. If you make a mistake at any point during the installation and want to abandon it, you can press ESCAPE to do so and then start again. 

You should now have the Global System Manager menu on the screen or, if no menu has been installed, the `GSM ready' prompt. Ensure that you run the installation program from the menu from which you want to run the installed software, otherwise you may encounter problems.

PRIVATE 

UNIT FORMAT   DESCRIPTION

b90  B3B    Diskette drive 0                 CAPACITY    708.0K ( 63 FILES)

                2 SURFACE(S) OF    80 TRACKS WITH   9  512(BYTE SECTORS

b92  B3C    Diskette drive 0                 CAPACITY    708.0K ( 63 FILES)

                2 SURFACE(S) OF    80 TRACKS WITH   9  512(BYTE SECTORS

b94  O2A    Diskette drive 0                 CAPACITY   1428.0K ( 63 FILES)

                2 SURFACE(S) OF    80 TRACKS WITH  18  512(BYTE SECTORS

b96  O2B    Diskette drive 0                 CAPACITY   1419.5K (250 FILES)

                2 SURFACE(S) OF    80 TRACKS WITH  18  512(BYTE SECTORS

B00  T224Z  Discrete data files              CAPACITY    504.5M (250 FILES)

                4 SURFACE(S) OF 16145 TRACKS WITH  16  512(BYTE SECTORS

B01(B99      SUBUNITS OF DOMAIN B00

C00  T224Z  Discrete data files              CAPACITY    504.5M (250 FILES)

                4 SURFACE(S) OF 16145 TRACKS WITH  16  512(BYTE SECTORS

C01(C99      SUBUNITS OF DOMAIN C00

d94  O2A    Diskette drive 0                 CAPACITY   1428.0K ( 63 FILES)

                2 SURFACE(S) OF    80 TRACKS WITH  18  512(BYTE SECTORS

d96  O2B    Diskette drive 0                 CAPACITY   1419.5K (250 FILES)

                2 SURFACE(S) OF    80 TRACKS WITH  18  512(BYTE SECTORS

Key P to print, S for different system, <CR> to page, <ESC> to exit:

Figure 1 - Selecting The Diskette Unit

Next you need to determine the diskette unit number for the installation diskettes. Key $U to the prompt and press RETURN. This gives a list of diskette formats as shown above 1. Look on the label of your CBA diskette for the word `format' followed by a code such as `N1B' or `C10A'. Find this format code in the list on the screen (you may need to press RETURN to page forward if the list occupies more than a single screen) and note the corresponding unit number and descrip​tion. For example, if the format code `C10A' is available on your computer it will usually have a unit number of 100 and a description such as `1ST DISKETTE DRIVE (A:)'. If the format code occurs more than once, use the first occurrence, which will have the lowest unit number.

Now press ESCAPE to return to the prompt, and insert the CBA diskette in the diskette unit you have just identified. If a line on your menu has been inserted for an `Install Global software' option, then key that line number and you will be asked to supply the name of the first distribution diskette, CBA. Next you will be asked to key the format code for the diskette that you discovered above.

If there isn't an option from your main menu to install software, then type CBINS and then press <CTRL A> instead of RETURN. On most keyboards this is done by holding down the <CTRL> key and pressing A. You are then asked to assign the unit number of the program unit $P, and you should type in the number just identified for the format code of the CBA diskette. For example, type 100 for a C10A format.

PRIVATE 

(((((((((((((((((((((( GLOBAL CASH MANAGER INSTALLATION (((((((((((((((((((((((
         This program installs Global Cash Manager.

         It starts by asking you a series of questions to decide how

         the installed software and data is to be arranged, then

         prepares the required hard disk volumes, copies the software

         to them, and updates the GSM menu on your computer to

         include a line for Cash Manager.

         You can press ESCAPE at any prompt to abandon the

         installation if you make a mistake, and then start again.

         The computer you are currently using is attached to other

         computer(s) as part of a network environment.

         Please type the identification letter of the computer onto

         which you wish to install Cash Manager, or press

         RETURN to install onto the master computer:

Figure 2 - Starting The Installation Program

The installation program will now be loaded from the CBA diskette and the screen should appear as shown above.

STEP 4 ‑ WHICH COMPUTER TO INSTALL ONTO?

If the computer on which you are running the installation program is attached to other computers as part of a Global System Manager network, you are asked first to specify onto which computer Cash Manager is to be installed, as shown above. The prompt will not appear if your computer is not on a network, and you can proceed straight to step 5.

The default (which can be selected by pressing RETURN on its own) is to install Cash Manager on the computer from which you are running the instal​lation program (if it has a hard disk), or on the master computer (if it hasn't). However, you can key instead an upper case letter between A and Z identifying any other file server on the network if you prefer. You can find out which computers are available and what their identification letters are by running the Global system command, $STATUS, in another concurrent partition.

STEP 5 ‑ ALLOCATING SPACE ON THE HARD DISK

Next you must allocate the space on your hard disk for the programs and data.

The space on the hard disk is subdivided into areas known as volumes, each with a six character volume name and a unit number in the range of 201 to 299. The size of each volume should suit the data or programs to be held on it. 

Cash Manager uses three volumes: one for the programs, one for the data, and one for temporary working space during operations such as file reorganisations. These are allocated in the next three steps.

STEP 6 ‑ ALLOCATING THE PROGRAM VOLUME

The standard name of the Cash Manager program volume is CBPROG, but you can choose a different name if you wish. You might want to do this if you have a single large volume to hold all your Global business software. You can type a volume name of up to six characters (eg PRGRES), or press RETURN to use CBPROG.

If this volume is already present on the disk, the installation program will ask whether you want to install programs on that unit. This situation will normally only arise if you have previously installed Cash Manager (for the tutorial, for example) and are now reinstalling it. Key Y or N as appropriate. If you key Y, you will be prompted to confirm that you want to delete the current installation on that volume; you have the option again to key Y or N. 

PRIVATE 

(((((((((((((((((((((( GLOBAL CASH MANAGER INSTALLATION (((((((((((((((((((((((
         The standard name for the Cash Manager program volume is

         CBPROG.  Press RETURN to use this, or type an alternative

         name:

Figure 3 - Installing Onto The Hard Disk

If a new program volume is needed, the first unused unit number on the hard disk is reserved for it. The size of this volume is approximately 620K. The unit number to be allocated is displayed as shown above.

STEP 7 ‑ ALLOCATING THE DATA VOLUME

The standard name of the Cash Manager data volume on the hard disk is CBDATA, but you can choose a different name if you wish. You might want to do this if you have several different cash books on the same disk. You can type a volume name of up to six characters, or press RETURN to use CBDATA. The name CBDATA is used throughout this manual to denote the data volume.

If you have already allocated a unit or units for the data, the unit number for the first CBDATA volume is displayed and you are given the option of using this volume. Key Y or N as appropriate.

PRIVATE 

(((((((((((((((((((((( GLOBAL CASH MANAGER INSTALLATION (((((((((((((((((((((((
         You now need to decide how large your new Cash Manager

         data volume should be.

         The table below shows how much data you can hold on various

         different CBDATA volume sizes.  From this you should be able

         to estimate how much space to allow for your own data.

         However, if your data is significantly different from the

         profile below ( for example, if you have more cash books

         and fewer transactions ( refer to table 1 in section 2 of

         the manual to calculate an accurate figure for your data.

                       (((((((((((((((CBDATA   size (((((((((((((((((
                     250K   500K   750K    1M     2M      5M  10M

Transactions           200    400    600     1000  2000  5000  10000

Nominal ledger         100    200    300     500   1000  2500  5000

Please type the required CBDATA size (K=1024, M=1048576):

Figure 4 - Choosing The Size Of The Data Volume

The question is repeated for any further CBDATA volumes on the disk; there may be more than one CBDATA volume if you have installed several data volumes, perhaps for different companies. If you key N, Cash Manager will set up a new data volume on the first unused unit number on the hard disk, and you will be asked to choose the volume size. You will need to make the data volume at least 160K (the size of the sample data).

Do not try to copy the CB‑Menus file in isolation from one data unit to another. If you do so, the error message, SEQUENCE NUMBER MISMATCH, will be displayed and you will have to restore from a recent security copy before you can proceed to use Cash Manager.

STEP 8 ‑ ALLOCATING THE WORK VOLUME

Cash Manager uses temporary working space on the hard disk during operations such as file reorganisations. This working space is in a work volume which may also be used by other software modules. The volume must be at least as large as the CBDATA volume. The standard name of the work volume is $$WORK, but you can choose a different name if you wish. Type a volume name of up to six characters, or press RETURN to use $$WORK.

If you already have a work volume entitled $$WORK on your hard disk, its unit number is displayed and you are given the option of using this volume. Key Y or N as appropriate. If you key N, the question is repeated for any further $$WORK volumes on the disk. You may choose one of the volumes; if you do not, then Cash Manager will set up a work volume on the next unused unit number instead.

STEP 9 ‑ ALLOCATING BACKUP DISKETTES

If you plan to use diskettes as the backup medium for your Cash Manager data, these can be initialised during the installation process. See `Restoring The Data' in the Reference section for an explanation of the backup procedures.

You are first asked whether you want to use diskettes as the backup medium. Key Y or N as appropriate. 

If you key Y, the installation program checks the diskette formats available on your computer and selects the one with the largest capacity, or the format you have already chosen for CBDATA if this is different. It displays the format code and the capacity, and you can press RETURN to accept this format, or you can type another format code if you particularly want to use a different diskette format. 

You are next asked how many different sets or `cycles' of backup diskettes you want to keep. A minimum of three cycles is recommended, but you may want to keep further cycles so that you can hold month‑end backups for longer periods.

The total number of diskettes required is then calculated and displayed, and you are asked whether you already have all these initialised under the operating system: this may be the case if Cash Manager has been installed previously and you are reinstalling it. Key Y or N as appropriate.

If you do not already have the diskettes, you should take the appropriate number of fresh diskettes and write the name `Cash Manager Backup ‑ Cycle Xn' on each, where X is the cycle letter and n is the diskette number within the cycle. For example, if you have three cycles with two diskettes in each, they would be labelled A1, A2, B1, B2, C1 and C2.

STEP 10 ‑ INSTALLING THE SAMPLE DATA

You are now asked whether or not you want to install the sample data onto CBDATA. Key Y or N as appropriate.

If you are installing Cash Manager for the first time, you are strongly advised to key Y and install this sample data so that you can work through the Tutorial section before starting to set up live data.

If on the other hand you are reinstalling the software and you already have operational data on CBDATA, you should not install the sample data since this would destroy your operational data.

STEP 11 ‑ UPDATING THE MENU

The Global System Manager menu on your computer should be extended to include a line for Cash Manager. This can be done automatically as part of the installation process, and you are asked whether you want to do this. You should key Y or N as appropriate. It is best to update the menu even if you are reinstalling Cash Manager and already have a line on the menu for it, to make sure that the menu is consistent with the software.

You can then choose to add the new line to the end of the menu, by keying A, or to replace an existing line, by keying R and the line number, or to insert the new line before an existing line, by keying I and the line number.

Next you can choose the description that is to appear on the menu line. Normally this will be "Global 2000 ‑ Cash Manager", and you can press RETURN to obtain this, but you can type a different description if you wish. For example, you may need to distinguish between cash books for different companies or currencies.

Note that if you have more than one menu you will have to run the Cash Manager installation program from within the menu you want to update. This means that if you have, say, a specific submenu for business software, you should make sure that you run the installation program whilst this menu is on the screen.

STEP 12 ‑ CONFIRMING THE INSTALLATION

You have now provided all the information needed to install Cash Manager, and you can either give a final confirmation that the installation is to proceed or else you can abandon it and start again. Key Y to confirm the installation, or N to abandon it. If you abandon the installation at this point, no changes will have been made to any software and data currently installed.

If you key Y, the installation program proceeds automatically, pausing only to ask you to change diskettes when necessary. After changing each diskette press RETURN to allow the installation to continue. When installation is complete, a message will appear in confirmation and you should press RETURN to the prompt to continue.

STEP 13 ‑ INSTALLING OTHER SOFTWARE

If you are going to use the Global software modules in conjunction with Cash Manager, you can install these now, if they are not already installed. This will enable you to work through the tutorials for all the modules in succession, without interruptions for further installations.



Tutorial
.
This section takes you step by step through some simple Global 2000 Cash Manager transactions, which you should try out for yourself using the sample data provided.

By working through this tutorial you will gain a good understanding of Cash Manager before you embark on the next stage of setting up your own data and converting from your previous cash book operation.

Before you can work through this tutorial on the computer, the installation procedures set out in the previous section must have been completed, including the installation of the sample data.

If someone has already worked through the tutorial since the sample data was installed, you will not be able to follow the tutorial exactly because the sample data will have been changed. To obtain exactly the right results, reinstall the software before working through the tutorial each time, or alternatively take a security copy before first using the sample data and restore it again before working through this tutorial.

STEP 1 ‑ STARTING UP GLOBAL SYSTEM MANAGER

To run Global 2000 Cash Manager you must first start up the Global operating system on your computer. The procedure for this depends upon the particular computer, and is explained in the Global Operating Manual and the Global Configuration Notes for your computer. The start‑up procedure involves typing in the current date and time, your operator code (which can just be your initials) and, in some cases, the terminal type number.

You should now have the main menu on the screen, with an entry in it for Cash Manager. If there is no menu entry for Cash Manager, the installation procedures set out in the previous sections have not been completed correctly.

STEP 2 ‑ STARTING CASH MANAGER

To start Cash Manager, type the line number of the Cash Manager entry on the menu and press RETURN.
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Figure 5 - The Cash Manager Main Menu

The Cash Manager main menu should now appear as shown above. From this menu you can select any of the facilities by typing its line number and pressing RETURN. You can also press RETURN by itself to exit from Cash Manager back to the system main menu.

STEP 3 ‑ USING THE KEYBOARD

By now you will be familiar with the basic operation of the keyboard. When Cash Manager needs input from the keyboard, it displays a message ending with a colon or a highlighted area: you then type your reply and press the RETURN key to indicate the end of the reply and allow it to be processed. Typing a character and pressing RETURN is known as `keying': we will use this term from now on in this tutorial (and, indeed, the rest of the manual).

When there are a number of options available for you to choose from, Cash Manager will display a message on the bottom line of the screen listing all the options. For example when you have typed in the initial details for a payment you will see a message:


Key Amend, <CR> to continue, <ESC> to exit:

You can select one of the options by keying its first letter. The letter must be typed in upper case. The option <CR> is short for Carriage Return; you select this option simply by pressing the RETURN key. The option <ESC> is selected by pressing the ESCAPE key. Use the ESCAPE key to end a series of operations and also to skip over all the remaining fields when amending a series of fields on the screen.

If you make a mistake while typing in a reply, you can use the BACKSPACE key to rub out characters and then rekey them. BACKSPACE can only be used within a single data field, before you press the RETURN key to allow the computer to process it.

Control keys such as RETURN, BACKSPACE, and ESCAPE may be labelled differently on your particular keyboard. For example, the RETURN key may be labelled with an arrow pointing down and to the left. The Global $T command can be used to display a descrip​tion of the keys on your keyboard if the layout is not obvious.

When you become familiar with the system's operation you can, if you wish, type a reply before the question appears, while the computer is busy printing or accessing the disk. This feature is known as `type‑ahead'. Any characters typed in this way are not displayed on the screen until the software has displayed its question.

STEP 4 ‑ POSTING A PAYMENT

We are now ready to start using Cash Manager. The first exercise is to post a new payment to one of the companies on the cash book.
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Figure 6 - The Transaction Posting Menu

Starting from the main menu reached in step 3, select the Transaction Posting option by keying 1. This takes you to the menu shown above. Now key 1 again for the Post Manual Payments option. This takes you to the Start Payment Batch screen as shown over, which allows you to select the cash book to which you are going to post a payment. Press RETURN to accept the default 1, which is the sample data cash book we will be using in this tutorial.
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Figure 7 - The Start Payment Batch Screen

The cash book name (in this case "Midland Current Account") is then displayed in confirmation and you are prompted to key a batch number. As each batch must have a unique batch number you must key a number which has not yet been used; in this case we will use batch number 9. Press RETURN to accept the default of 9 (you could supply a new batch number here if you wanted to) then enter the control total for the batch, 110.00. This total is checked against the transaction amounts to guard against keying errors and rep​resents the sum of the total amounts of payments to be posted in this batch. Then, at the Default Date prompt, key 27/10/94. At this point you could amend the information you have just supplied by keying A, or exit from posting payments by pressing ESCAPE.
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(  Cash book   1 Midland Current Account                                      (
(((((((((((((((((((((( Page  1 ((((((((((((((((((((((((((((((((((((((((((((((((
(    Date      Details          Cheque       Value   (Code Description        (
(                                                    (  41 VAT ACCOUNT        (
(                                                    (  10 POSTAGE AND STA    (
(                                                    (  11 TELEPHONE          (
(                                                    (  12 RENT               (
(                                                    (  13 T.HARDY CAR EXP    (
(                                                    (  14 T.HARDY ENTERTA    (
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(                                                    (  16 PROPERTY MAINTE    (
(                                                    (                        (
(                                                    (SUND          0.00      (
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(         Date                                         Code          Value    (
(      Details                                                                (
(    Cheque No                                                                (
(Currency code                                                                (
(                                                                             (
(                                                                             (
(        Value                                                                (
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Key <CR> to add, Help screen, <ESC> to exit

Figure 8 - The Payment Posting Screen

However, we will proceed by pressing RETURN to continue and cause the Posting screen, featuring the cash book number, its name and the posting mode (in this case PAYMENTS), to appear as above. The screen is split into three sections. The lower section is where the details of the postings are entered; the upper left hand section is where they appear once they have been accepted and the upper right hand section displays the first template of the payments customised posting screen. This shows the first eight most commonly used analysis codes.

A prompt appears allowing you to enter the relevant information for each posting:


Key <CR> to add, Help screen, <ESC> to exit:

Key <CR> to add a posting and you are prompted to reply to the following fields:

Date. The default here is the date you entered at the Start Payment Batch screen. Press RETURN to accept it. Note that in system parameters you can set up future dated transactions. Any subsequent transactions you might enter would default to this date.

Details. Key FLEET TANDOORI, which is the company to which the payment was issued.

Cheque. Key 987654, which is the cheque number issued to FLEET TANDOORI.

Currency code. Defaulted to 1 for sterling. You can specify another currency, but we will just press RETURN to accept the default.

Value. Key 110.00, the amount of the cheque payment.

Code. Key 35 for the nominal analysis code representing restaurant. Note that after you have keyed the code its description appears in confirmation at the bottom left hand corner of the screen. 

Value. Key the amount you wish to allocate to that code type. You could spread out the allocation of the control total over several codes if you wanted, but here just key the full amount, 110.00. Once you have done this, note that the amount in the Remainder column at the bottom right‑hand section of the posting screen is now reduced to 0.00 indicating that the full amount of the payment has been allocated. 

The following prompt is then displayed:


Key Amend, Cancel, Help screen, Nominal analysis,










<CR> to accept:

You could key A to amend all the replies you have just made on screen, beginning with the date of the posting, or C to cancel the replies and start again. Keying H would enable you to look at the nominal analysis codes in more detail in case you need to refer to them, and by keying N you could alter the details for the nominal analysis code.

However, at this stage, once you have keyed in the correct details, press RETURN to accept the posting information and the posting information will appear on the upper parts of the screen.

The prompt returns to the initial "Key <CR> to add...", but this time includes an option to delete the posting we have just entered. Since we do not want to delete the posting, or add another entry, press ESCAPE to lead to another prompt:


Key <CR> to accept batch, Continue, Delete batch:

If you keyed C at this point you could continue posting transactions.

Keying D would enable you to delete the batch you have just finished entering. Once you keyed D, another prompt would then appear requiring you to confirm the deletion by keying Y.

As the Actual and Control totals do agree, we will go ahead and close the batch by pressing RETURN; press RETURN again and Cash Manager will return to the main menu.

STEP 5 ‑ MAKING AN ENQUIRY

We can now display details of the cash book, including the payment posting we have just entered. We can display payments or receipts from a specified date or from a specified cheque number.
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Figure 9 - The Enquiries Menu

Select the Enquiries option from the main menu by keying 7. This brings you to the Enquiries menu, as shown above. Now key 3 to select the Display Cash Book Details option and the screen shown over is displayed. 
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Figure 10 - The Enquiry Screen

You are asked for the cash book number, so key 1 (or simply press RETURN to accept the default). The cash book name, balance and the base currency (in this case STERLING) are displayed in confirmation. You are then asked to enter the following:

Payments or Receipts. Key P (or press RETURN) to enquire about the payments made.

Display by Date or Cheque No (D/C). Key D (or press RETURN) for the displayed by date option. 

Earliest Payment Date. Key 27/10/94. This will display 12 entries on screen, with the first being the payment we have just made to FLEET TANDOORI; see the figure over. Pressing RETURN instead of a date would cause all the entries in the cash book to be listed. 
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(  Cash book number   1   Midland Current Account                             (
(  Cash book balance      19845.73                                            (
(  Currency          Sterling                                                 (
(  Payments or Receipts   Payments                                            (
(  Display by date or cheque no.(D/C)   D                                     (
(  Earliest payment date                27/10/94                              (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
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(   1 27/10/94    9  FLEET TANDOORI                  987654          110.00   (
(   2 28/10/94    1  SEB                             124572          125.00   (
(   3 28/10/94    1  SGB                             124573           97.43   (
(   4 28/10/94    1  PORT TAXES                      12469            30.03   (
(   5 30/10/94    2  P. GLADDEN                      569             232.50   (
(   6 31/10/94    1  AVIS                            124568          150.23   (
(   7 01/11/94    1  THE GLOBAL INN                  124574           12.36   (
(   8 01/11/94    1  J. H. PLUMBER                   124576          120.20   (
(   9 01/11/94    2  FLEET TANDOORI                  124577          110.00   (
(  10 01/11/94    2  POST OFFICE COUNTERS LTD        570              55.00   (
(  11 01/11/94    2  BRITISH TELECOM                 124578         3238.34   (
(  12 01/11/94    2  MRS GREEN                       124579         2883.23   (
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Figure 11 - The Enquiry Screen

A baseline prompt is also displayed:


Key line number, Reselect, <CR> for next page, <ESC> to exit:

Keying R enables you to change the enquiry parameters. Pressing ESCAPE enables you to return to the Enquiries menu. Pressing RETURN enables you to look at the next page of transactions.

We will key 1 to see how our payment on line 1 has been analysed and the screen shown over will appear. Once you have looked at it, press RETURN to go back to the previous screen.
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(        40   MIDLAND CURRENT ACCOUNT                      (110.00)           (
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Key <CR> to return, <ESC> to exit

Figure 12 - The Payments Analysis Screen

Finally, press ESCAPE to return to the Enquiries menu and then press RETURN to go back to the main menu, ready for the next step.

STEP 6 ‑ PRINTING THE BATCH

Choose the Reports option from the main menu by keying 2 and you will be led to the submenu shown below. Select the Print Batches option by keying 1. This will enable you to print the details of the batch posted in step 5. 
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Figure 13 - The Reports Menu

First you are prompted for the cash book number. Key 1 (or press RETURN), and the cash book name (Midland Current Account) is displayed in confirmation. Next you are prompted for the batch type, P for payments, R for receipts or J for journal postings. Key P and the screen shown over is displayed. 
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(                                                                             (
(  Cash book number   1      Midland Current Account                          (
(  Transaction type  PAYMENTS                                                 (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
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(   no                                                    posted        items (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(    1  01/11/94           PGW      Direct                 8883.75        15  (
(    2  05/11/94           PGW      Direct                35014.43        40  (
(    3  16/11/94           PGW      Direct                 4346.38        15  (
(    4  29/11/94           PGW      Direct                70000.00         1  (
(    5  29/11/94           PGW      Standing order         2295.77         9  (
(    6  30/11/94           PGW      Direct                   97.10         4  (
(    7  07/12/94           PGW      Direct                 1202.00         6  (
(    8  07/12/94           PGW      Direct                 1653.00         2  (
(    9  09/03/95           MWB      Direct                  110.00         1  (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
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Figure 14 - The Batch Analysis Screen

The fields can be explained as follows:

Batch No. This is the batch number. Entries appear in ascending order of batch number.

Date. This is the date on which the batch was posted. 

Status. This can be either PRINTED or EMPTY (for batches without any transactions in them). Closed batches are signalled by blank spaces in this column.

Operator. This is your operator‑id.

Type.Direct for direct Cash Manager batches.

Purchase Ledger batches.

Sales Ledger batches.

Payroll batches

Total posted. The actual amount posted to the batch.

No. of items. The number of items posted in the batch.

The following prompt appears on the baseline:


Key batch number, Print, Reselect, <ESC> to exit:

If there were more than 12 batch postings in the cash book, you could key the batch number to look at the rest of the transactions starting from that batch number, which would appear as the first entry on screen.

You could key R to reselect a different cash book number or transaction type for printing.

You can see that batch 9 is the last entry. Since we want to print out the batch, key P to print and another prompt is displayed:


Key <CR> for all, <SPACE> to start from beginning:

You could press RETURN for the default ALL if you wanted a print out of everything, but we will type 9, press RETURN and then key a full stop for the second range, since we want to print out only the contents of that batch. You are asked if you want to print batches on separate pages: press RETURN to accept the default of Y. The following baseline prompt then appears:


Key Amend, Options, View 1st screen, <CR> to print, <ESC> to exit:

If you wanted to amend the batch numbers for printing that you have just entered, then you could key A to do it.

Keying O or V enables you to enter the report options and viewing facilities documented in the Appendix at the back of this manual.

Pressing ESCAPE would cause the printing of the report to be cancelled and return you to the Reports menu.

However, since we just want to print out the batch, press RETURN and the following prompt appears:


Report printing. Key <CTRL G> to interrupt:

When the batch has been printed, you are returned to the Reports menu. Press RETURN to go back to the main menu.

STEP 7 ‑ MAKING A SECURITY COPY

You should now take a security copy of the Cash Manager data on one of the backup diskette cycles that you prepared during the installation process. The security copying is normally carried out at the end of each day's work.

To select the Data Security option from the main Cash Manager menu key 9, then 1 from that menu to make a security copy of your data. This leads to the screen shown below. You will be prompted to key the security cycle code to be used for this backup. During live operation you will normally choose the oldest of the three backups. For the purposes of this practical, however, key A as the cycle code.
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(                                                                             (
(                                                                             (
(   Security history                Date     Time    Cycle                    (
(                                 01/02/95   12.20     A                      (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(           Security volume cycle code (A(Z) B                                (
(                                                                             (
(           Security volume unit address     100                              (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(  Please ensure there are no other users of Cash Manager before proceeding   (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Figure 15 - The Security Copy Screen

You will now be asked to mount the first backup diskette. Press RETURN when you have done this, or press ESCAPE if you have made a mistake. When the backup has been completed, you will be returned to the Data Security menu. Press RETURN to go back to the main menu.

STEP 8 ‑ RECONCILING CASH BOOK AND BANK STATEMENT

There are two methods of reconciling bank statement and cash book in Cash Manager. You can either:

•Browse through the cash book transactions and tick off those that match items on the bank statement, or

•Directly key items in from the statement; these are automatically marked off against a transaction, where possible.

Cash Manager uses browses to help you in reconciling your cash book and bank statement. Browses are simply lists of different sets of transactions. There are three types of browses:

•Items on statement: this browse shows you items entered from your statement.

•Unreconciled transactions: this browse shows you your cash book transactions.

•Unmatched statement items: this browse shows you any unmatched statement items from previous reconciliations and any entered during the current reconciliation.

First Method

We are now going to reconcile the cash book payment posted in step 5 with the corresponding entry in our bank statement using the first of the methods described above. To do this, select the Reconciliation option from the main menu by keying 3 so that the submenu shown over is displayed.

PRIVATE 

TIS SOFTWARE LIMITED                                     Thursday 01/12/94 13.48

((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
V 6.1                      GLOBAL 2000 ( CASH MANAGER

                           ((((((((((((((((((((((((((
                                RECONCILIATION

                       (((((((((((((((((((((((((((((((((
                       Reconcile cash book . . . . . . 1

                       Print working papers. . . . . . 2

                       Print reconciliation. . . . . . 3

                       Close reconciliation. . . . . . 4

                       Exit. . . . . . . . . . . . .<CR>

                       Please select a function       :

Figure 16 - The Reconciliation Menu

Select the Reconcile Cash Book option from the Reconciliation menu by keying 1. You are prompted for the cash book number on which you wish to work, so key 1. The screen over is then displayed. For the date, key 10/12/94.

PRIVATE 

((((((((((((((((((((((((((((( RECONCILE CASH BOOK (((((((((((((((((((((((((((((
( Cash book number   1 Midland Current Account                                (
( Reconciliation number    3         Opening cash book balance      19121.50  (
( Reconciliation date   10/12/94     Opening statement balance      (4715.98  (
(                                    Closing statement balance      (4715.98  (
(                                    Running statement balance      (4715.98  (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Figure 17 - The Reconciliation Screen

At the Closing statement balance, press RETURN to accept the default value. The following baseline prompt then appears:

`Browse type' Key Statement, Transaction, Unmatched, <ESC> to exit

We want to reconcile a cashbook transaction with a statement, so key T. The following prompt then appears:

`Transactions' Key All, Payments, Receipts, <ESC> to exit

Since the posting we made in step five was a Payment, key P. You are now prompted for the transaction sequence, i.e. the sequence in which the transactions will appear on the browse. To make our transaction appear at the top of the browse, key D, and at the `Key starting date' prompt, key 27/10/94 (the date of the posting we made earlier).

PRIVATE 

((((((((((((((((((((((((((((( RECONCILE CASH BOOK (((((((((((((((((((((((((((((
( Cash book number   1 Midland Current Account                                (
( Reconciliation number    3         Opening cash book balance      19121.50  (
( Reconciliation date   10/12/94     Opening statement balance      (4715.98  (
(                                    Closing statement balance      (4715.98  (
(                                    Running statement balance      (4605.98  (
(((((((((((((((((((((((((( UNRECONCILED PAYMENTS ((((((((((((((((((((((((((((((
(        Date    Batch   Reference        Payment         Receipt   Included? (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
( > 1  27/10/94      9   987654            110.00                      Y      (
(   2  15/11/94      3   124656            316.44                             (
(   3  15/11/94      3   124658            150.00                             (
(   4  16/11/94      3   124561             77.77                             (
(   5  21/11/94      7   124591            150.00                             (
(   6  25/11/94      7   584               371.00                             (
(   7  30/11/94      7   124678            103.00                             (
(   8  01/12/94      5   SO0001           1000.00                             (
(   9  01/12/94      5   SO0002            153.27                             (
(  10  01/12/94      5   SO0003            150.00                             (
(  11  01/12/94      5   SO0004            500.00                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(      Details  fleet tandoori                                                (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
`Include'   Key line no., N, Enter, Get, Remove, <ESC>

Figure 18 - The Unreconciled Payments Browse

You are now prompted:

`Include' Key line no., N, Delete, Enter, Get, Include, <ESC>:

This prompt is asking you what transactions you want to include in the reconciliation. With the cursor pointing to our payment of 110 pounds, key I. You can see that a `Y' appears in the `Included?' column showing that the transaction has been included.

Note at this point the payment of 316.44 pounds with the reference of 124656 (immediately below our original payment). This transaction will be used to demonstrate the other method of reconciliation later in this tutorial.

Now press ESCAPE twice to return to the `Browse type' prompt, and key S (for Statement) and a browse appears. Normally it would show a list of items already entered from the current statement, but because our payment is the only item matched off against the statement (shown by the M in the `Matched' column), it is the only item to appear here. This step is not necessary for reconciliation purposes: it is only to show you that our transaction has now been included in the statement item browse.

PRIVATE 

((((((((((((((((((((((((((((( RECONCILE CASH BOOK (((((((((((((((((((((((((((((
( Cash book number   1 Midland Current Account                                (
( Reconciliation number    3         Opening cash book balance      19121.50  (
( Reconciliation date   10/12/94     Opening statement balance      (4715.98  (
(                                    Closing statement balance      (4715.98  (
(                                    Running statement balance      (4605.98  (
((((((((((((((((((((((((((( ITEMS ON THE STATEMENT ((((((((((((((((((((((((((((
(        Date     Reference        Payment         Receipt   Matched?  Batch  (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
( > 1  27/10/94   987654            110.00                      M          9  (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(      Details  FLEET TANDOORI                                                (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
`Statement'   Key line no., Enter, <CR> to select, <ESC>

Figure 19 - Matching Off a Payment

Notice that the Running statement balance has changed to £-4605.98, because the amount of the matched payment (£110.00) has now been deducted from it. 

To finish, press ESCAPE twice to return to the Reconciliation menu.

Second Method

There is a second way to reconcile your cashbook and your bank statement, which involves keying items directly from the statement, and the items being automatically matched off against a transaction (if possible).

At the Reconciliation menu, key 1 to select the Reconcile Cash Book option, then repeat the procedure for selecting the first cash book, the date, and the closing balance (see the first method). When you have done this, the `Browse type' prompt appears. This time, key S for statement. The Items On The Statement screen appears (with our original transaction), with a baseline prompt:

`Statement' Key line no., Enter, <CR> to select, <ESC>:

We want to enter an item from the statement, so key E.

PRIVATE 

((((((((((((((((((((((((((((( RECONCILE CASH BOOK (((((((((((((((((((((((((((((
( Cash book number   1 Midland Current Account                                (
( Reconciliation number    3         Opening cash book balance      19121.50  (
( Reconciliation date   10/12/94     Opening statement balance      (4715.98  (
(                                    Closing statement balance      (4715.98  (
(                                    Running statement balance      (4605.98  (
((((((((((((((((((((((((((  ITEMS ON THE STATEMENT S ((((((((((((((((((((((((((
(        Date     Reference        Payment         Receipt   Matched?  Batch? (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(   1  27/10/94   987654            110.00                      M          9  (
( > 2                                                                         (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(      Reference              Type            Value                           (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Figure 20 - Entering a Transaction from the Statement

You are now prompted for the reference of an item on the statement. We will use the transaction noted earlier in the first method (316.44 with a reference of 124656). So, key 124656, and as the item is a payment, key P. Next, key 316.44 at the value field. When you do this, the statement item is automatically matched off against the cash book transaction, and appears as the next item in the browse underneath our original transaction, again with the `Matched' column set to M. You are then prompted for the reference of another item.

Now, press <ESC> three times to return to the Reconciliation menu.

STEP 9 ‑ CLOSING THE RECONCILIATION

We have seen the two methods of matching off cash book transactions and statement items. Now, to end the tutorial we will close the reconciliation started in the sample data (i.e. match off all the transactions). Select the Reconcile Cash Book option by keying 1. To the cash book number prompt, key 1. Press RETURN to the Reconciliation date to accept the default of the date you used in step 8. To the Closing statement balance, key -18845.73, which for the purposes of this tutorial, will be the closing balance.

At the `Browse type' prompt, key T, and then A and to select all transactions for matching. The `Sequence' baseline prompt then appears, prompting you:

`Sequence' Key cheque number, Date, Reverse date, Value, <ESC> to exit

At this point, the order in which we list the transactions does not matter. Key V to list in order of value, and then RETURN to the `Key starting value' prompt to list all transactions. Include all the transactions in the statement by keying I (or simply pressing RETURN) at each transaction. Be careful here not to select the two transactions already included in the reconciliation (if you do select them by accident, simply press RETURN to include them again). When you have finished matching all the payments on this screen, you are automatically taken to the next screenful, where you can match off the next lot of transactions.

As each item is matched you can see that the Running statement balance is amended. 

When you have matched off the last item, press ESCAPE twice to return to the `Browse type' prompt. 

It is common to find statement only items on a bank statement. These are items such as bank charges for which you would not expect there yet to be a transaction in the cash book. Cash Manager deals with these type of items by allowing you to enter a statement direct item from the statement, and then automatically creating a cash book transaction so that the cash book and the statement will balance at reconciliation.

To enter a statement direct item, key S to go to the Items In Statement browse. You are then prompted:

`Statement' Key line no., L, N, Enter, Get, <CR> to select, <ESC>

Key E here to enter a transaction direct from the statement. As before, you are prompted for the reference of the transaction; key 654321 here. Then key P as the statement direct transaction is a payment, and finally key 1000.00 as the amount.

Because there is no corresponding transaction in the cash book (i.e. no transaction with the same reference), the `No match' prompt appears:

`No match' Key Amend, Statement direct, Transactions, Unmatched, 








<ESC>

The item we are entering is statement direct, so key S. A small window appears, enabling you to enter the full details of the item. Because we have already entered the value and a reference for the item, these two fields are already filled in. You are prompted:

Date. Key 9/12/94.

Details. Key BANK INTEREST.

Nominal Code. Key 51 (the code for bank interest). Note that the description of the code then appears below. Note also the window next to the Statement Direct Items window showing the eight most frequently used nominal codes. Press RETURN to confirm the details, and the Statement Items browse is updated to include the item you have just entered.

Now, press ESCAPE three times to return to the Reconciliation menu.

PRIVATE 

(((((((((((((((((((((((((((( CLOSE RECONCILIATION (((((((((((((((((((((((((((((
(                                                                             (
(            Cash book number   1                                             (
(                                                                             (
(       Reconciliation number                                                 (
(                                                                             (
(         Reconciliation date                                                 (
(                                                                             (
(   Opening cash book balance                                                 (
(                                                                             (
(   Opening statement balance                                                 (
(                                                                             (
(   Closing statement balance                                                 (
(                                                                             (
(   Running statement balance                                                 (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Figure 21 - Closing The Reconciliation

After matching off all the transactions, we are now going into the Close Reconciliation option, so key 4 to select this option from the main menu. The screen above then appears. Key 1 to the cash book number prompt. The cash book name, the opening, closing and running balances of the statement, and the opening balance of the cash book then appear. The following prompt is displayed:


Key Y to close reconciliation, <ESC> to exit:

Key Y to close the reconciliation. On the screen the Closing and Running balances are checked. If they match then the reconciliation will proceed to the next stage. Here the cash book and bank statement totals are compared. If they match the following messages are displayed:

Closing Statement-direct batches


Producing Statement-direct report

A baseline prompt then appears asking you if you want to print a report. Key <ESC> here not to print the report and continue processing. The following messages are then displayed:

Updating unreconciled transaction file

Rebuilding database indexes

When the reconciliation has closed the screen below is displayed.

N.B. When you are running the Cash Manager with live data it is essential that you print all the reports before closing the reconciliation as they cannot be produced afterwards.

PRIVATE 

(((((((((((((((((((((((((((( CLOSE RECONCILIATION (((((((((((((((((((((((((((((
(                                                                             (
(            Cash book number   1   Midland Current Account                   (
(                                                                             (
(       Reconciliation number     3                                           (
(                                                                             (
(         Reconciliation date  10/12/94                                       (
(                                                                             (
(   Opening cash book balance       19121.50                                  (
(                                                                             (
(   Opening statement balance       (4715.98                                  (
(                                                                             (
(   Closing statement balance      (18845.73                                  (
(                                                                             (
(   Running statement balance      (18845.73                                  (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(                    Reconciliation balance       18845.73                    (
(                                                                             (
(                    Bank statement balance       18845.73                    (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
RECONCILIATION HAS BEEN CLOSED   Key <CR>

Figure 22 - The Reconciliation Closed

If you wish to run through the tutorial again, you will have to reinstall the sample data. This is done by keying 9 from the main menu. Type the number 2 and press RETURN to restore Cash Manager ensuring that you have inserted the backup diskette you made in step 8. You will now be asked to enter the security cycle code; key A to this and the original sample data will be reinstalled.

STEP 10 ‑ FURTHER TRAINING

By now you will have some understanding of how Cash Manager works. Before you proceed to running the system with your own `live' data you should practice using all the other features of the software, in particular taking backups and restoring the sample data. Try posting batches containing more than one item and analysing items across more than one code. Make sure that all the people who are likely to use Cash Manager have the chance to familiarise themselves with the way it works while the sample data is installed as mistakes made here are harmless.

You might also consider attending one of the Cash Manager training courses held at local centres around the UK. These cover both initial set‑up and daily running of the system.
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Data Take-on
.
This section explains how to set up the Cash Manager data for your own company. Before starting data take-on, your software must be installed as explained in the Installation section, and you should work through the tutorial to familiarise yourself with the operation of Global 2000 Cash Manager.

STEP 1 ‑ PLANNING

It is important to plan the whole data take‑on phase carefully before you start to type anything into the computer. You need to draw up a schedule for the operation, collect together all the data in a form suitable for typing in, and plan the cut‑over from your previous cash book operation.

If you read through all the steps in this section you will see what data you need to collect and should be able to judge how long it will take to type it all in, using the experi​ence gained in the tutorial. You may find it worthwhile to engage some temporary clerical assistance to speed up the initial data take‑on.

You should decide at this point when you are going to start the new cash book(s). You will have to post your reconciled closing bank statement balance, together with any unpresented items, so that the cash book(s) agrees, to your existing records at this point.

You then go through a phase of `parallel running' in which you enter all the transactions into both the old and the new systems, and compare results until you feel confident to switch entirely to the new system and discontinue your previous operation.

The parallel running should continue for at least one complete reconciliation. For example, if you are ready to start the data take‑on at the beginning of January, you would probably post your December closing bank statement balance together with unpresented items as at 31st December, reconcile the bank statement, then run the old and new system in parallel during January, switching to the new system at the start of February.

STEP 2 ‑ ALLOCATING CASH MANAGER DATA FILES

When you have finished with the sample data, you should delete it to make room for your operational data. To do this, delete all the sample data files using the $F facility (see the Global Utilities Manual). Ensure that you have not requested the set up of sample data during the installation procedure.

During installation, if you choose the standard name for the program volume, CBPROG, and wish to install it on the existing CBPROG volume, Cash Manager will let you know that it has already been installed there and gives you the chance to delete the existing CBPROG and make room for your operational data. 

	PRIVATE 

Data Files
	Record Lengths in Bytes per record

	Nominal Transactions ‑CBA 

Nominal Header       ‑CBN

Cash Book Payments  ‑CBT

Cash Book Receipts  ‑CBR

Cheque Reference   ‑CBU 

Batch Header     ‑CBB

Posting Analysis   ‑CBZ 

O/S Statement    ‑CBH

Unpresented Cash   ‑CB$DATA

Standing Orders   ‑CBO 

Nominal Interface  ‑CAN 

Company Record-CBY

Cash Book 

Control Record-CBP


	110

110

120

120

22

190

1814

48

64

482

128

70

150




Now try to run Cash Manager. If you have not copied the menu file and parameter file to the data unit, the following prompt will be displayed:


Key unit‑id of the installation diskette:

You should then mount the third PGK diskette in the disk drive if there are three installation diskettes, or the first installation diskette if there is just one, then key the relevant unit‑id and press RETURN to continue.

Once you have done this, or if you have already copied the menu and parameter files to the data unit, the following prompt will be displayed:


DATA NOT PRESENT. Key Create, Restore, <CR> to retry,











 <ESC> to exit:

Key C to start creating files and messages indicating current progress will appear:


Creating files on data unit


Copying files to work unit xxxxxxx

Copying miscellaneous files back to data unit xxxxxxxx
Then the Reallocate Data Files screen is displayed as below with the cursor on the first entry for record numbers (Nominal Transactions) so that you can select the required number of records for each file. Use the table on the previous page as a reference for the number of records you might need for each file.

PRIVATE 

(((((((((((((((((((((((((((( REALLOCATE DATA FILES ((((((((((((((((((((((((((((
(    Data Files                  Current Allocation        New Allocation     (
(                              Recs.    Used        Size    Recs.        Size (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
( CBA ( Nominal transactions(        (       (           (        (           (
( CBN ( Nominal headers     (        (       (           (        (           (
( CBT ( Payments            (        (       (           (        (           (
( CBR ( Receipts            (        (       (           (        (           (
( CBU ( Cheque reference    (        (       (           (        (           (
( CBB ( Batch headers       (        (       (           (        (           (
( CBZ ( Posting analysis    (        (       (           (        (           (
( CBH ( Reconciliatn Headers(        (       (           (        (           (
( CBO ( Standing orders     (        (       (           (        (           (
( CAN ( Nominal interface   (        (       (           (        (           (
(     (                     (        (       (           (        (           (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
                                     (Totals                                  (
                                     (                                        (
                                     (Space remaining on CBDATA      1095168  (
                                     ((((((((((((((((((((((((((((((((((((((((((
Figure 23 - Allocating Data Files

Once you have done this the following prompt appears:


Key A to amend, C to cancel, <CR> or <ESC> to continue:

Key A if you are not satisfied with the record sizes you have just supplied, and the cursor will move back to the first entry.

Key C to cancel the record sizes you have just entered.

Press RETURN or ESCAPE to continue and a message will appear to let you know that the allocation of the file sizes is taking place:


Copying back to data unit uuu
PRIVATE 

((((((((((((((((((((((((((( MAINTAIN EXCHANGE RATES (((((((((((((((((((((((((((
(    Code    (    Currency                   (             Rate   (   Active  (
(      1     (   STERLING                    (          1.00000   (     Y     (
(      2     (   US DOLLARS                  (          1.66480   (     Y     (
(      3     (   FRENCH FRANCS               (         10.48290   (     N     (
(      4     (   GERMAN MARKS                (          3.11870   (     Y     (
(      5     (   ITALIAN LIRA                (       2311.00000   (     N     (
(      6     (                               (                    (           (
(      7     (                               (                    (           (
(      8     (                               (                    (           (
(      9     (                               (                    (           (
(     10     (                               (                    (           (
(     11     (                               (                    (           (
(     12     (                               (                    (           (
(     13     (                               (                    (           (
(     14     (                               (                    (           (
(     15     (                               (                    (           (
(     16     (                               (                    (           (
(     17     (                               (                    (           (
(     18     (                               (                    (           (
(     19     (                               (                    (           (
(     20     (                               (                    (           (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key currency code, Back, Delete, Print, Rates, <CR> for next, <ESC> to exit

Figure 24 - Setting Up Currency Codes

After files have been allocated, you are led on to the Maintain Exchange Rates screen above, where you can set up currency codes for your cash books with your replies to the following baseline prompt:


Key currency code, Back, Delete, Print, Rates,








 <CR> for next, <ESC> to exit:

Cash Manager is multi‑currency, allowing you to make postings in up to 98 currencies in addition to sterling. Each currency may be typed in either upper or lower case. A length of up to 25 characters is allowed.

Key 1 and the cursor moves to line number 1 so that you can key the first currency and its exchange rate, then key 2 to enter the second, and so on.

Key D to delete the entry you have made and try again, or, if you have made any mistakes in keying the exchange rate then you can key R to enable all the exchange rates to be changed ‑ press RETURN to accept correct ones. Since you haven't started to enter your operational data yet, the entry in the Active column for each currency will be N for inactive.

Once you have finished entering all the currencies that will be used, you should key P to print them out so that you have a file copy of the exchange rates you are using. Remember to print out the currency codes each time you update them.

PRIVATE 

(((((((((((((((((((((((((( MAINTAIN SYSTEM PARAMETERS (((((((((((((((((((((((((
(                                                                             (
(  Multi companies in use? Y                                                  (
(                                                                             (
(                                                                             (
(                                                                             (
(      Group name                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(      Nominal Ledger code separator   /                                      (
(                                                                             (
(                                                                             (
(  Are future dated transactions allowed ?  Y                                 (
(   Consolidate Sales Ledger receipts ?     N        Criteria ? (A/B/R)       (
(   Consolidate Purchase Ledger payments ?  N        Criteria ? (A/B/R)       (
(   Consolidate Payroll payments ?          N        Criteria ? (A/R)         (
(                                                                             (
(                              Work volume  $$WORK                            (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key Amend, <CR> to continue, <ESC> to exit

Figure 25 - Setting Up System Parameters

After you have set up the currency codes, press ESCAPE and you will be led to the Maintain System Parameters screen in the figure above, where you can make the cash book single or multi‑user after you have keyed A to the following baseline prompt:


Key Amend, <CR> to continue, <ESC> to exit:

You are prompted:


Multi companies in use? This refers to whether or not Cash Manager is being used for a number of companies. Press RETURN to accept the default Y for multi‑company and you are then prompted:

Group name. A name of up to 30 characters for the group of companies. This will appear on Cash Manager reports.

If you are going to use Cash Manager on a single company basis, then key N and you will have to specify details in the following fields:

Company name. The name of the company using Cash Manager, up to 35 characters; this field replace Group name when you choose single company operation.

Company currency code. The currency in which that company's accounts will be settled.

Is Nominal Ledger in use? Key Y if you are going to use Nominal Ledger. If you key N, you will not be prompted for a reply to the three following fields:

Nominal Ledger company. Key the company code used in Nominal Ledger.

Account code length. Key the nominal analysis account code between 1 and 10 that you want to use.

Alpha or numeric. This refers to the above account code, A for alphabetic, N for numeric.

In both single and multi‑company operation, you must then supply information for the following fields:

Nominal Ledger code separator. The character used as a separator for the different parts of the Nominal Ledger code.

Are future dated transactions allowed? If you are going to allow a transaction date in advance of the system date on your computer, key Y here.

Consolidate Sales Ledger receipts. Key N to post each transaction from Sales Ledger to an individual cash book entry. Key Y to consolidate transactions during posting and you are prompted for the criteria controlling consolidation. If you key Y, you are then prompted:

Criteria ? (A/B/R) Key A to consolidate all transactions from a Sales Ledger automatic posting into a single cash book entry. Key B to consolidate all transactions from the Sales Ledger batch into a single cash book entry. Key R to consolidate all transactions from Sales Ledger with the same reference into a single cash book entry.

Consolidate Purchase Ledger payments. Key N to post each transaction from Purchase Ledger to an individual cash book entry. Key Y to consolidate transactions during posting and you are prompted for the criteria controlling consolidation. If you key Y, you are then prompted: 

Criteria ? (A/B/R) Key A to consolidate all transactions from a Purchase Ledger automatic posting into a single cash book entry. Key B to consolidate all transactions from the same Purchase Ledger batch into a single cash book entry. Key R to consolidate all transactions from Purchase Ledger with the same reference into a single cash book entry.

Consolidate Payroll payments. Key N to post each transaction from Payroll to an individual cash book entry. Key Y to consolidate transactions during posting and you are prompted for the criteria controlling consolidation. If you key Y, you are prompted:

Criteria ? (A/R) Key A to consolidate all transactions from a Payroll automatic posting into a single cash book entry. Key R to consolidate all transactions from Payroll with the same reference into a single cash book entry.

Work volume. The name of the work volume (usually $$WORK), up to six characters.
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(                                                                             (
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(                                                                             (
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(                                                                             (
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(                                                                             (
(                   Searching for Sales Ledger data units                     (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Figure 26 - Searching For Sales Ledger Data

To amend what you have entered, key A. When you have finished entering the system parameters on this screen, press RETURN to continue with setting up the rest of the parameters and you will be led to the Sales Ledger Units screen where Cash Manager will search for the Sales Ledger data units and display the appropriate message:


Searching for Sales Ledger units

When Cash Manager has finished this search, data units and their locations will appear in a list, together with the following baseline prompt:


Key line, Search, <CR> to confirm, <ESC> to exit:

You can supply a new unit address and volume name of Sales Ledger data you want to use by simply keying the line number. Each of the entries of Sales Ledger data will appear as an option on the Post Sales Ledger Receipts menu.

Press RETURN to confirm the units listed, or to continue if there is no integration between Cash Manager and Sales Ledger.

You will be led to a screen in which you can supply the unit address and volume name of the Purchase Ledger data you want to use (if any). Again, each set of Purchase Ledger data will appear as an entry on the Post Purchase Ledger Payments menu. Press RETURN when you have finished, or if you do not want to set up integration to Purchase Ledger, and you are led to a screen in which you can supply the unit address and volume name of the Payroll data you want to use if any. As before, each set of Payroll data appears as an entry on the Post Payroll Payments menu. If you don't want to set up integrations to Payroll, press RETURN and you are returned to the Cash Manager Main menu.

STEP 3 ‑ TAKING ON THE CASH MANAGER DATA

Having set up the basic parameters, you are now ready to set up company and cash book parameters. This involves setting up the company details, creating nominal analysis codes, setting up the cash book(s), setting up standing orders, customising the posting screens and posting the opening cash book balance together with any unpresented items.

STEP 4 ‑ SETTING UP THE CASH BOOK(S)

To set up your cash book(s) select option 5 from the main menu ‑ Master File Maintenance.
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Figure 27 - The Master File Maintenance Menu

This presents you with the Master File Maintenance menu as displayed above. You should work through this menu in the order that it appears and you are advised on the initial set‑up of each Master File Maintenance menu option to print out the data you have entered. This will enable you to work through each step with the relevant information at hand.

STEP 5 ‑ SETTING UP COMPANY DETAILS

If you have chosen single company operation, then you should skip this step and proceed to step 6, since you have already set up company details in system parameters. 

If you opted for multi‑company operation, you must set up details of the companies featuring in the cash books so choose option 1 from the Master File Maintenance menu, Maintain Companies. This will take you into the Maintain Companies screen.
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Key company number, Back, Delete, Print, <CR> for next, <ESC> to exit

Figure 28 - Setting Up Company Details

Cash Manager is multi‑company and allows up to 99 companies to be maintained. You can enter each company name in either upper or lower case. A length of up to 35 characters is allowed. To enter the first company, key 1 to the following prompt:

 
Key company number, Back, Delete, Print, <CR> for next,











 <ESC> to exit:

You must then supply the following details:

Base curr. This refers to the base currency in which this company holds its nominal analysis codes and posts to Nominal Ledger.

N/L in use ? If this company is not going to use Nominal Ledger, then key N to this prompt. If it is, then key Y, and you will have to supply information about the following Nominal Ledger details:

Comp. The Nominal Ledger company number to which details will be posted.

Type. The Nominal Ledger code type ‑ alphanumeric (A) or numeric (N).

Length. The length of the Nominal Ledger account code; this must be within the range 1 to 10.

Once you have finished keying the details, the "Key company number..." prompt appears again. If you are not happy with the entry and want to amend it, simply key the line number again and press RETURN to those fields you do not want to change. Otherwise, you can carry on until you have finished entering all the details. 

If you wish to erase an entry, key D to the baseline prompt and then the appropriate line number.

Once you have more than 18 entries, you may key B to take you back a screen. If you key B when you are on the first screen, with entries numbered from 1 to 18, then a wraparound facility enables you to display the last screen, with entries numbered from 91 to 99.

Pressing RETURN takes you to the next screenful of company details. RETURN works like the Back facility above, so if you are at the last screen of details, pressing RETURN will take you on to the first screen with entries numbered from 1 to 18.

When you have finished entering all the company names and details, you should key P to print the contents of the company file to keep for your records. The following baseline prompt is then displayed:


Key Options, View 1st screen, <CR> to print, <ESC> to exit:

You can key O or V to enter the report options and viewing facilities documented in Appendix B at the back of this manual but for the present, just press RETURN to print the company details in the usual fashion.

When you have finished, press ESCAPE to go back to the Master File Maintenance menu.

STEP 6 ‑ SETTING UP THE NOMINAL ANALYSIS CODES

Next, you must set up nominal analysis codes for the companies. Select option 3 from the Master File Maintenance menu, Maintain Nominal Analysis. This will take you into the Maintain Nominal Analysis screen.
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Figure 29 - Setting Up Nominal Analysis Codes

This option allows you to maintain up to 9999 analysis codes per company of all income and payment entries. Each code description may be typed in either upper or lower case and may be up to 30 characters in length.

Before starting this section, it is essential that you prepare a list of analysis codes. You will need to allow adequate spacing of the codes for each relevant category, as further codes will probably need to be inserted at a later date. For example:




Sales Ledger codes  : 
codes 100 to 199




Purchase Ledger codes : codes 200 to 299




Payroll codes     : codes 300 to 399




Expense item codes  : codes 400 to 499

You will be prompted for the company number to enter the codes for that particular company. Refer to the print out obtained in step 5 and key in the relevant company number for the codes you wish to create; the company name will be displayed in confirmation. On initial set‑up this screen should have no entries on it.

If you have chosen single company operation in system parameters, then you will not be prompted for the company number. 

In both cases, you must reply to the following prompt:


Key code number, Delete, Print, Scroll, <ESC> to exit:

Key the number that you have decided upon. You are now asked for a description of the analysis code; this can be up to thirty characters in length. If you are using Cash Manager in single company mode with integration to Global 2000 Nominal Ledger, or in multi‑company mode, you are required to key the Nominal Ledger account number. 

This consists of the company number, the Nominal Ledger code separator set up in step 2, the department number, the code separator again and finally the nominal account code. Care should be taken when entering this information; the company, department and account codes must be present on Global 2000 Nominal Ledger for the integration facility to work consistently. 

On acceptance you are able to create further codes by selecting another code number. If, however, you have made a typing error, key D to delete the entry and begin again.

If you have not already created an analysis code for the opening balance, you are advised to do so now, as this is required in step 10 when we will post our closing bank statement balance to the cash book(s). If you are using Global 2000 Nominal Ledger in conjunc​tion with Cash Manager it is advisable to use the same integration details for your opening balance analysis code as you have for your bank account.

When you have finished, press ESCAPE to go back to the Master File Maintenance menu.

STEP 7 ‑ SETTING UP CASH BOOK DETAILS

Select option 2 from the Master File Maintenance menu, Maintain Cash Books. This will take you to the Maintain Cash Books screen.
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( BASIC DETAIL                                                                (
( ((((((((((((     Company                                                    (
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(    Sales ledger in use ?            Balance                                 (
(                                                                             (
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(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
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( (((((                                                                       (
(                  VAT control                    Exchange control            (
(                                                                             (
(                     Discount                Sales ledger control            (
(                                                                             (
(      Purchase ledger control                     Payroll control            (
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Key cash book number, <ESC> to exit

Figure 30 - Maintaining Cash Books

Cash Manager enables you maintain up to 99 cash books. You can type each cash book name in upper or lower case. A length of up to 30 characters is allowed.

Initially, you are prompted for the cash book number; once you have supplied a number between 1 and 99, you then have to reply to the following fields:

Cash book name. The name you wish to give to your cash book (the bank account name, for example).

Account number. The bank account number relating to your cash book. A number of up to eight digits is allowed.

Currency. The relevant currency code number. Refer to the print‑out you obtained using the Maintain Exchange Rates option. The currency name is automatically displayed.

Balance. Automatically defaults to zero and the cursor moves to the next field.

Sales Ledger in use? Key Y if integration with Sales Ledger was set up in system parameters, otherwise, key N.

Purchase Ledger in use? Key Y if integration with Purchase Ledger was set up in system parameters, otherwise key N. 

Payroll in use? Key Y if integration with Payroll was set up in system parameters, if not, key N.

Cash book nominal. This relates to the bank account analysis code set up in step 6. Refer to the print‑out you obtained using the Maintain Nominal Analysis Codes option. Enter the relevant code number. If you did not create the bank account analysis code previously in step 6, enter the next available code number and your nominal analysis codes will be updated automatically.

VAT. This relates to the VAT analysis code you may have set up in step 6. Enter the relevant number or the next available one and your codes will be automatically updated, as above. 

Sales Ledger control. As above. This field relates to the Sales Ledger control analysis code you may have set up in step 6. Enter the relevant number.

Purchase Ledger control. As above. This field relates to the Purchase Ledger control analysis code you may have set up in step 6. Enter the relevant number. 

Suspense account. As above. This field relates to the Suspense control analysis code you may have set up in step 6. Enter the relevant number.

Exchange control. As above. This field relates to the Exchange control analysis code you may have set up in step 6. Enter the relevant number.

Discount. As above. This field relates to the Discount analysis code you may have set up in step 6. Enter the relevant number.

Payroll control. This relates to the Payroll control analysis code you may have set up in step 6.

Enquiry password. This is a password of up to eight characters which can be used to prevent unauthorised users from making enquiries on the data from this cash book.

Update password. This is a password of up to eight characters which can be used to prevent unauthorised users from amending the data from this cash book.

When you have finished replying to the above, the following prompt appears:


Key Amend, Delete, Print, Reselect, <ESC> to exit:

If you want to amend any of the details, key A and the baseline prompt will be changed to the following:


Key All, Basic detail, Codes, Security, <CR> to accept, 











 <ESC> to exit:

Key A if you want to change all the entries in the Maintain Cash Books screen. Key B to alter the fields in Basic details, key C to alter the fields in the Codes section of the screen, or key S to alter the passwords. See the figure below for an example of a cash book with the details completed.
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( BASIC DETAIL                                                                (
( ((((((((((((     Company   1        M & S (MANUFACTURING) LTD               (
(                                                                             (
(         Cash book number   1        Name      Midland Current Account       (
(                                                                             (
(           Account number  123654    Currency   1  STERLING                  (
(                                                                             (
(    Sales ledger in use ?  Y         Balance        91489.16                 (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
( CODES      Cash book nominal    40              Suspense account    44      (
( (((((                                                                       (
(                  VAT control    41              Exchange control    45      (
(                                                                             (
(                     Discount    46          Sales ledger control    42      (
(                                                                             (
(      Purchase ledger control    43               Payroll control    48      (
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( SECURITY      Enquiry password                   Update password            (
( ((((((((                                                                    (
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Key Amend, Print, Reselect, <ESC> to exit

Figure 31 - The Sample Cash Book Displayed

When you have finished making alterations, press RETURN to accept them and you will be returned to the "Key Amend..." prompt. 

Key D to the "Key Amend..." prompt to have the option to delete the cash book you have tried to set up. In future, you may delete cash books that are already set up if they are not in use.

After you have set up one cash book, key P to the "Key Amend..." baseline prompt to have a print‑out of the details set up for that cash book. 

Press RETURN to the "Key Amend..." prompt when you have finished setting up details for one cash book so that you can begin setting up another.

Press ESCAPE to return to the Master File Maintenance menu.

STEP 8 ‑ SETTING UP STANDING ORDERS

Select option 4 from the Master File Maintenance menu, Maintain Standing Orders. This will lead you to the Maintain Standing Orders screen shown in the figure below.
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Figure 32 - The Maintain Standing Orders Screen

You are now prompted for the following:

Cash book number. Key the number between 1 and 99 for the cash book in which you want to set up a standing order.

Payments or Receipts. Key P or R, depending on whether the standing order is to be payed out or received. 

Standing order no. This is automatically defaulted to the number of the last standing order you set up in Payments or Receipts, depending on your reply to the last field. You can type in a unique standing order number up to 9999. This number is used for reference purposes only.

Pay to/Receive from. One of these will be displayed, depending on whether you have specified Payments or Receipts on the line above. You are allowed up to 30 characters to specify the identity of the payee or debtor.

Commencement date. Enter the date on which the standing order is to commence; pressing RETURN to this field defaults to the date the computer was signed on.

Full amount. Enter the full amount of the standing order (the initial payment/receipt plus the total of the standing order payments/receipts). This figure is only used for reference purposes, so if there is no full amount (e.g. the payment/receipt is to be made indefinitely) key 999999999.

Initial payment/receipt. Key the amount paid/received as the initial payment/receipt. Again, this information is purely for reference purposes and the initial payment/receipt is not posted automatically.

Number of payments/receipts. Key the number of payments or receipts to be made, or 9999 if they are to be made indefinitely.

Payment/Receipt interval. There are four choices to make: Q if the payments or receipts are to be made quarterly, H if half‑yearly, M if monthly and Y if yearly.

Payment/Receipt amount. Key the payment/receipt amount.

Last payment/receipt date. The date on which the last payment/receipt should be made.

On initial entry into the Maintain Standing Orders screen, the following prompt appears:


Key Amend, Delete, Print, Reselect, <ESC> to exit:

The payment/receipt amount to be allocated will now be shown at the bottom right of the screen and you must allocate the standing order to one or more analysis codes. Key the relevant details in up to 30 characters in the Narrative field (or press RETURN to obtain the default of the narrative entered in the Pay to/Receive from field). Key the amount allocated to this code. 

You can only end an allocation when the payment/receipt amount has been allocated and the figure in the bottom right corner has been reduced to zero. The following two figures show examples of a standing order payment and standing order receipt.
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(((((((((((((((((((((((((( MAINTAIN STANDING ORDERS (((((((((((((((((((((((((((
( OPTIONS                                                                     (
( Cash book number       1      Midland Current Account                       (
( Payments or Receipts          PAYMENTS                                      (
( Standing order no.       1    Pay to          MR PRINTER                    (
( Commencement date      27/01/95         Full amount                 153.27  (
( Initial payment               0.00      Number of payments            2     (
( Payment interval   MONTHLY              Payment amount              153.27  (
( Last payment date  27/02/95                                                 (
( NOMINAL ANALYSIS                                                            (
(      NL Code                  Narrative                      Allocation     (
(   1    10  POSTAGE AND STA    MR PRINTER                            153.27  (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                         Unallocated                   0.00  (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key Amend, Delete, Print, Reselect, <ESC> to exit

Figure 33 - Standing Order Screen (Payment)

PRIVATE 

(((((((((((((((((((((((((( MAINTAIN STANDING ORDERS (((((((((((((((((((((((((((
( OPTIONS                                                                     (
( Cash book number       1      Midland Current Account                       (
( Payments or Receipts          RECEIPTS                                      (
( Standing order no.       1    Receive from                                  (
( Commencement date      25/01/95         Full amount                 235.00  (
( Initial receipt               0.00      Number of receipts            2     (
( Receipt interval   MONTHLY              Receipt amount              235.00  (
( Last receipt date                                                           (
( NOMINAL ANALYSIS                                                            (
(      NL Code                  Narrative                      Allocation     (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                         Unallocated                   0.00  (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key Amend, Delete, Print, Reselect, <ESC> to exit

Figure 34 - Standing Order Screen (Receipt)

When you have finished setting up one standing order, then key R to enter another. You will automatically be given defaults of the same cash book number and transaction type, which you may accept by pressing RETURN, or key in new details. If you are setting up a standing order in the same cash book as before, Cash Manager will supply you with the next consecutive cash book number. When you have finished setting up all the standing orders you need press ESCAPE to return to the Master File Maintenance menu.

STEP 9 ‑ CUSTOMISING THE POSTING SCREEN

Select the Maintain Help Screens option from the Master File Maintenance menu. This will take you to the screen as displayed in the figure below.
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(   Slot    Code    Short name         (     Slot   Code    Short name        (
(                                      (                                      (
(     1                                (      11                              (
(     2                                (      12                              (
(     3                                (      13                              (
(     4                                (      14                              (
(     5                                (      15                              (
(     6                                (      16                              (
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(     8                                (      18                              (
(     9                                (      19                              (
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(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
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(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key cash book number, <ESC> to exit

Figure 35 - Customising The Posting Screen

This option enables you to customise posting screen templates for payments and receipts so as to display the 18 analysis codes that you use most often. A template comprises a number of slots and each slot holds an analysis code number and code description name up to 15 characters long.

Firstly you are prompted to enter the number of the cash book for which you want to create a customised posting screen; the cash book name is displayed in confirmation. Next you must key the posting screen type that you wish to customise; P for payments or R for receipts. Note that slot 1 will immediately default to the VAT ACCOUNT analysis code number previously entered in step 6 or 8 ‑ slot 1 is reserved for the VAT code.

The following prompt appears:


Key slot number, Delete, Print Reselect:

Key the next vacant slot number you wish to set up. Key the code number of the analysis code that will appear in the slot and when you have done so, the description name, previously entered in step 6, is displayed. You are then prompted to key an alternative short name of up to 15 characters in length, or else you can press RETURN to accept a default of the first 15 charac​ters of the full 30 character description.

Continue to enter the code numbers until you have completed your template entries. Note that it is possible to have the same analysis code occupying two slots; this enables you to display a code that is used very often on both templates. 

If at any point you wish to change the entry for a slot number, simply key the slot number in question and then enter a different analysis code.

To delete a template entry, key D then the slot number. Once you have finished setting up the template screen, then key P to print the contents, so you can have a copy on file. Pressing RETURN to the "Key slot number..." prompt will allow you to customise the posting screen for another cash book.

You can key R to change posting screen type from payment to receipt or vice versa.

Slot numbers 10 and 20 are reserved so you will not be able to amend them; they are used during the posting process. For example, slot 20 is used to keep a running total of all the postings made. Amounts posted to infrequently used analysis codes, which do not have their own slot on the posting screen, will appear instead as a total in slot 10, marked SUNDRY.

You have now set up the master files for your Cash Manager system. By now, you should have a printout of each file. Remember that all these details can be amended at a later date should circumstances change and that after each amendment to a file, a new print‑out should be taken for reference.

STEP 10 ‑ TRANSFERRING YOUR MANUAL CASH BOOK TO CASH MANAGER

After setting up the master files, you will be in the position to post your closing bank statement balance(s) and unpresented items to Cash Manager.

The first stage in the transfer is to ensure that you have reconciled your manual cash book(s). This reconciliation must be carried out before you can continue.

Select option 1 from the Cash Manager main menu and the Transaction Posting menu shown in the figure below appears.
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Figure 36 - The Transaction Posting Menu

Your bank statement's closing balance is the first item to post. If the statement indicates that you are overdrawn, then you should select the Post Manual Payments option from the Transaction Posting menu to enter the balance as a payment. If the statement indicates that you are in credit, then you should select the Post Manual Receipts option from the Transaction Posting menu to enter the balance as a receipt posting.

An appropriate batch header screen will be displayed, depending on your option. You are first prompted to supply the number of the cash book. Key the required number and the cash book name is displayed in confirmation. Press RETURN to accept the batch number default which will be incremented automatically. This is for reference purposes only and appears on reports such as the printed batches or the cash book report.

If the batch number you key has already been used, you will be prompted for another, as the batch number must be unique for identification purposes. You are now asked for a control total; this consists of the total amount of the postings you are about to post to the batch. You may press RETURN to leave the control total blank since you can amend it later. You are then prompted for the default date for entries (which defaults to today's date).

The following baseline prompt appears:


Key Amend, <CR> to continue, <ESC> to exit:
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(((((((((((((((((((( POST MANUAL PAYMENT BATCH NUMBER  247 ((((((((((((((((((((
(  Cash book   1 Midland Current Account                                      (
(((((((((((((((((((((( Page  1 ((((((((((((((((((((((((((((((((((((((((((((((((
(    Date      Details          Cheque       Value   (Code Description        (
(                                                    (  41 VAT ACCOUNT        (
(                                                    (  10 POSTAGE AND STA    (
(                                                    (  11 TELEPHONE          (
(                                                    (  12 RENT               (
(                                                    (  13 T.HARDY CAR EXP    (
(                                                    (  14 T.HARDY ENTERTA    (
(                                                    (  15 HEAT AND LIGHT     (
(                                                    (  16 PROPERTY MAINTE    (
(                                                    (                        (
(                                                    (SUND          0.00      (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(         Date                                         Code          Value    (
(      Details                                                                (
(    Cheque No                                                                (
(Currency code                                                                (
(                                                                             (
(                                                                             (
(        Value                                                                (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key <CR> to add, Help screen, <ESC> to exit

Figure 37 - The Posting Screen (Payments)

If you need to change any of the details you have supplied, then key A. Press RETURN to continue and the screen above is displayed, showing the cash book number, name and posting screen type. The screen is divided into three sections; the bottom left hand section is the working area for the top left hand section, which is the actual posting area, and the top right hand section is the first eight analysis codes set up when you customised your posting screen in step 10.

The following baseline prompt is displayed:


Key Add, Help, <ESC> to exit:

Key A to post a transaction and you will have to supply information in the following fields:

Date. The date on which the posting has taken place. Press RETURN to accept the default of the system date. Note that if in system parameters you have specified that future dated transactions are not allowed, only today's date or earlier will be accepted.

Details. A description of up to 30 characters is allowed to describe the posting.

Cheque no. The cheque number for this payment (up to six digits).

Currency code. This code represents the currency in which the transaction takes place, i.e. the currency in which the payment or receipt is made. If you choose a currency other than sterling, you need to supply the following:

Rate. The current exchange rate. Defaulted to the rate set up in the currency file, you can change it to reflect the latest rate.

Amount. This is the batch total amount in the currency specified. Once you have keyed a value for this, Cash Manager will automatically supply the appropriate figure in the Value amount column below.

Value. If you have chosen a different currency from the default, then a value will be supplied here which is the amount figure multiplied by the exchange rate. If you have not, then supply the total amount of the payment or receipt in the cash book currency.

Code. A nominal analysis code of up to four digits which is used to refer to the nominal analysis account at which money is spent.

Value. You may want to allocate the whole value to just one code, or allocate it over up to 99 codes in the case of a supplier who provides a number of different goods or services on one bill. If you choose the latter option, then you can carry on entering analysis codes and the amounts relating to them until you have allocated all of it.

Remainder. The figure that you have keyed for Value will be displayed here. Notice that each time you allocate an amount to an analysis code, it will be deducted from the figure in this field. You may not proceed to accept the payment until the figure displayed here reaches zero.

This information is printed on various reports and displayed on enquiries.

If you want some information about the analysis codes that you have set up, key H for help to display another prompt:


Key Page, Window, <CR> to continue:

If you set up more than eight analysis codes in step 10, you may key P to look at the next pageful.

Key W to switch between the description of the code and the amount currently allocated to it, for reference.

Once you have finished entering the details for the transaction, Cash Manager gives you the option of deleting a code by keying the appropriate line number and keying a new code number and amount allocated in its place. Pressing RETURN here leads you to another prompt:


Key Amend, Cancel, Help screen, Nominal analysis,










<CR> to accept:

If you have finished the posting and the Unallocated amount at the bottom right hand of the screen is zero, then you can press RETURN to accept the transaction. 

You can cancel the transaction and start again at this point by keying C, change all the details by keying A or changing the nominal analysis code details by keying N.

In most cases though, you will want to press RETURN to the "Key Amend..." prompt to accept the transaction details and cause them to be entered on screen.

After you have entered the first transaction, the initial baseline prompt is redisplayed to include an option for deleting entries. If you wish to delete an entry, then key D, followed by the line number of the entry you wish to delete.

If you have more than ten transactions in a batch, then you will have the option to key B to go back to the last page, or to press RETURN for the next page, depending on where you are in the transactions list.

Pressing ESCAPE to exit after completing a batch of transactions causes the control total, the total amount posted in this batch, the difference between them and the number of items in the batch to be displayed together with a prompt:


Key <CR> to accept batch, Continue, Delete batch:

If the difference between the two totals is zero, then you may go ahead and press RETURN to accept the batch and go back to the Start Batch screen. 

If the difference is not zero, then you have the option to key C to continue posting more items. 

If something has gone wrong, you have the option to delete the batch by keying D, which will lead you back to the Transaction Posting menu.

If you did not key a control total to the prompt on the Start Batch screen at the beginning of the batch posting, then instead of having the option to press RETURN to accept the batch, you can key A to amend the control total and then accept the batch by pressing RETURN.

Note that if you have specified in system parameters that future posting dates will be accepted, you should make quite sure that the date you enter is correct.

You should now post any unpresented items from your manual cash book to Cash Manager. These are entered in the same way as the opening balance above, in batches of payments and receipts. After balancing and closing these unpresented items batches you are advised to enter the Reports menu and print the batches followed by the cash book report and trial balance. These reports should balance with your manual reconciled cash book.

The next stage is to reconcile your opening balance with the bank statement and to close the reconciliation. Select option 3 from the Cash Manager main menu; this will take you to the Reconciliation menu as shown below. 
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Figure 38 - The Reconciliation Menu

Select option 1. On entry you are prompted to key the cash book number. The cash book name is then displayed in confirmation. You will then be prompted to give the reconciliation date followed by the closing bank statement balance. If your opening balance entry was entered as a receipt posting, meaning that the bank account is in credit, then the figure you enter here must be preceded by a minus sign. Otherwise, if your opening balance entry was entered as a payment posting, meaning that the bank account is overdrawn, then the figure you enter here must be positive. 

The following baseline prompt then appears: 

`Browse type' Key Statement, Transaction, Unmatched, <ESC> to exit

To reconcile your cashbook transactions with the statement, key T. The following prompt then appears:

`Transactions' Key All, Payments, Receipts, <ESC> to exit

Depending on how the opening balance was posted, key P for payment, or R for receipt. You are now prompted for the transaction sequence. After you have chosen the order, Cash Manager displays all the transactions present in that particular cash book (in the order you have selected) up to and including the reconciliation date.
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((((((((((((((((((((((((((((( RECONCILE CASH BOOK (((((((((((((((((((((((((((((
( Cash book number   1 Midland Current Account                                (
( Reconciliation number    2         Opening cash book balance      26171.34  (
( Reconciliation date   30/09/95     Opening statement balance          0.00  (
(                                    Closing statement balance          0.00  (
(                                    Running statement balance       1289.17  (
(((((((((((((((((((((((((( UNRECONCILED PAYMENTS ((((((((((((((((((((((((((((((
(        Date    Batch   Reference        Payment         Receipt   Selected? (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(   1  01/04/95    248   987654            110.00                             (
(   2  11/04/95    224   525              1300.00                             (
(   3  11/04/95    225   529                55.00                             (
(   4  11/04/95    227   544              3238.34                             (
(   5  13/07/95     50   122001           2883.23                             (
(   6  13/07/95     50   122050           4500.00                             (
(   7  19/07/95     51   122065           8000.00                             (
(   8  19/07/95     51   122067            879.52                             (
(   9  19/07/95     51   122087            362.00                             (
(  10  01/08/95     56   122891            250.00                             (
(  11  01/09/95     60   122206            879.46                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(      Details  FLEET TANDOORI                                                (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
`Include'   Key line no., B, Enter, Remove, N, <ESC>

Figure 39 - The Reconciliation Screen

You are now prompted:

`Include' Key line no., B, Delete, Enter, Include, N, <ESC>:

This prompt is asking you what transactions you want to include in the reconciliation. As per the tutorial, match off the transactions in the cash book by including them (with the cursor pointing to the payment, key I), and keying N to go to the next screen where necessary (for further explanation of all the available options of the above prompt, see the Reference section).

When you have finished balancing the opening balance entry with the bank statement balance, check that the closing statement balance and the running total balance agree. If they do not, press ESCAPE twice to go to the `Browse type' prompt, and key S (for Statement); then check the items in the browse against your statement items. When you find the anomaly, you can delete it by keying RETURN and then D at the required transaction.

To finish, press ESCAPE twice to return to the Reconciliation menu.

Work through the rest of the Reconciliation menu in the order that it appears, with Close reconciliation as the final option chosen. Your unpresented items will be taken forward to the next reconciliation.

STEP 11 ‑ CLOSING THE PERIOD OR YEAR

If you decided to begin your data take‑on at the end of a period or accounting year it is wise at this stage to close the accounting period or accounting year for analysis purposes. Doing this will cause the current period balances, which are your opening balances on the trial balance report, to be transferred to this year's balances, or alternatively last year's balances. 

Data take‑on at the end of a period. To close the accounting period select the End of Period option from the main menu. This will take you to the End of Period menu. Select option 3, Close period, from this menu. If you are operating Cash Manager on a multi‑company basis, you will be prompted to supply the company number. You can alter this number a keying A at the baseline prompt.

To close the accounting period in single and multi‑company use, key Y to continue and a message that the accounts are being updated appears, followed by confirmation that the accounting period has been closed.

Data take‑on at the end of a year. To close the accounting year select the End of Period option from the main menu. This will take you to the End of Period menu. Select option 3 from the menu. If you are operating in multi‑company mode, you will be prompted to supply the company number. You can alter this number a keying A at the baseline prompt.

To close the accounting year in single and multi‑company use, key Y to continue at the `Key Amend' prompt, and when confirmation that the accounting year has been closed appears, press RETURN. Next, key Y to the `Is this the final period in the year?' prompt.

STEP 12 ‑ PARALLEL RUNNING

Your new cash book system is now ready for day‑to‑day use, but before you discontinue your previous operation you should run both systems in parallel for at least one complete bank reconciliation and check that the same results are produced by both systems.

It is best to use the new system as the primary source of information so that you exercise it to the full, but be sure to keep your old records up to date and cross‑check the analysis code balances and cash book balance regularly. This will enable you to verify that you have set the new system up correctly and that it is being operated correctly.


This page is deliberately left blank






Reference
.
The material in this section is arranged for easy reference in the same sequence as the main menu entries in the software. The main menu entries are as follows:

•Transaction Posting

•Reports

•Reconciliation

•End of Period

•Master File Maintenance

•System Maintenance

•Enquiries

•Cash plan

•Data Security

TRANSACTION POSTING
Selecting the Transaction Posting option from the Global 2000 Cash Manager main menu leads you to the Transaction Posting submenu, which provides for posting payments, receipts, journals and standing orders. 
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Figure 40 - The Transaction Posting Menu

The options available are as follows:

Post manual payments. Use this option to post payments directly to a specified cash book.

Post manual receipts. Use this option to post receipts to a specified cash book.

Post journal adjustments. Use this option to adjust the nominal analysis to correct errors made in posting.

Post standing orders. This option can be used to post standing orders to the cash book.

Post Purchase Ledger payments. If you are using integration to Global 2000 Purchase Ledger, this option allows you to post manual payment batches previously posted in any Purchase Ledger to any Cash Manager cash book that is set up for integration.

Post Sales Ledger receipts. If you are using integration to Global 2000 Sales Ledger, this option allows you to post manual receipt batches previously posted in any Sales Ledger to any Cash Manager cash book that is set up for integration.

Post Payroll payments. If you are using integration to Global Payroll (V6.4), this options allows you to post any payments made in any Payroll to any Cash Manager cash book set up for integration.

Automatic posting. This option enables you to post information to cash books from sources other than Global 2000 Sales Ledger, Global 2000 Purchase Ledger and Global Payroll.

Payments and receipts are entered in similar ways. The payments posting is described first, and the differences for receipts are summarised afterwards.

Please Note: If a Cash Manager transaction file becomes full during posting from another system, you must increase the file's size, restore Cash Manager to the start of run from a recent backup, and rerun the posting interface.

One record is required on the Unpresented Cash File (CB$DATA), plus another on either Cash Book Payments (CBT), or Cash Book Receipts (CBR) for each transaction on your interface file.

POSTING IN BATCHES

Payments are batched for posting; there is a limit of 40 items in a batch. The batches are entered in four pages of ten items each. It is best to keep the batches small enough to be handled easily in a single session and reconciled without difficulties.

Each batch is given a number, up to four digits in length, which is used to identify it on reports and displays. You also provide a control total for each batch, which is checked against the posted amounts to guard against keying errors. The control total is formed from the total amount of items posted and is considered to be positive. If you do not want to calculate the control total, it is permissible to enter zero and amend it to the correct figure before closing this batch.

If the Cash Manager is integrated with Global 2000 Nominal Ledger, details of the nominal analysis of every transaction in the batch are written to the nominal posting file when the batch is closed. This file can be input to the Nominal Ledger's automatic posting facility at any time.

POSTING MANUAL PAYMENTS

To start entering cash book payments, select the Post manual payments from the Transaction Posting menu. The Start Payment Batch screen is displayed. Key the cash book number and the cash book name is displayed in confirmation. Now key the batch number, but note that it will be rejected if it is the same as any previously entered within the current period.
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((((((((((((((((((((((((((((( START PAYMENT BATCH (((((((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(            Cash book number    1                                            (
(                                                                             (
(                                                                             (
(                Batch number                                                 (
(                                                                             (
(                                                                             (
(               Control total                                                 (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
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Figure 41 - The Start Payment Batch Screen

Press RETURN to accept the default batch number. Then key the control total for the batch (or press RETURN if you do not want to make use of this facility) and the following prompt appears:


Key Amend, <CR> to continue, <ESC> to exit:

Key A to amend the replies you have just made.

Press ESCAPE to go back to the Transaction Posting menu.
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(((((((((((((((((((( POST MANUAL PAYMENT BATCH NUMBER  248 ((((((((((((((((((((
(  Cash book   1 Midland Current Account                                      (
(((((((((((((((((((((( Page  1 ((((((((((((((((((((((((((((((((((((((((((((((((
(    Date      Details          Cheque       Value   (Code Description        (
(                                                    (  41 VAT ACCOUNT        (
(                                                    (  10 POSTAGE AND STA    (
(                                                    (  11 TELEPHONE          (
(                                                    (  12 RENT               (
(                                                    (  13 T.HARDY CAR EXP    (
(                                                    (  14 T.HARDY ENTERTA    (
(                                                    (  15 HEAT AND LIGHT     (
(                                                    (  16 PROPERTY MAINTE    (
(                                                    (                        (
(                                                    (SUND          0.00      (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(         Date                                         Code          Value    (
(      Details                                                                (
(    Cheque No                                                                (
(Currency code                                                                (
(                                                                             (
(                                                                             (
(        Value                                                                (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key <CR> to add, Help screen, <ESC> to exit

Figure 42 - Posting A Manual Payment

Press RETURN to continue with posting the payments on the screen shown above. The screen indicates the posting type (PAYMENTS), batch number, cash book number and name. You are prompted:


Key <CR> to add, [Back,] [Delete,] Help screen, <ESC> to exit:

If you want to look at the description of and the amount currently allocated to each of the analysis codes, key H for help to cause another prompt to be displayed:


Key Next, Window, <CR> to continue:

Key P to look at the next page.

Key W to switch between the description of the code and the amount currently allocated to it, for reference.

Press RETURN when you want to continue posting payments.

If you want to continue with the posting and don't need to look at the descriptions and amounts allocated to the analysis codes for reference, then key <CR> to the "Key <CR> to add..." prompt. You are then prompted:

Date. The date on which the posting has taken place. Press RETURN to accept the default either of the system date or, in some cases, the day after the last reconciliation was closed. Note that if in system parameters you have specified that future dated transactions are not allowed, only today's date or earlier will be accepted.

Details. A description of the posting (up to 30 characters).

Cheque no. A cheque number for this payment (up to six digits).

Currency code. This represents the currency in which the transaction takes place, i.e. the currency in which the payment or receipt is made. If you choose a currency other than the local currency, you need to supply the following:

Rate. The current exchange rate. Defaulted to the rate set up in the currency file, you can change it to reflect the latest rate.

Amount. The amount in the currency specified. Once you have keyed a value for this, Cash Manager will automatically supply the appropriate figure in the Value column below.

Value. If you have chosen a different currency from the default, then a value will be supplied here which is the amount figure multiplied by the exchange rate. If you have not, then supply the amount of that transaction.

Code. This is a nominal analysis code of up to four digits which is used to refer to the nominal analysis account (you can have up to 99) at which money is spent. At this point, you may key P for Purchase Ledger. This indicates that the posting is to be set off against the Purchase Ledger and you will be prompted for a Purchase Ledger reference. You can only supply a reference if you have actually set one up in Global 2000 Purchase Ledger. So, either supply a reference, or press RETURN and the value you supply in the next field will be allocated to the Purchase Ledger control code.

Value. The amount allocated to the analysis code above. You may want to allocate the whole Value to just one code, or allocate it over up to 99 codes in the case of a supplier who provides a number of different goods or services on one bill. If you choose the latter option, then you can carry on entering analysis codes and the amounts relating to them until you have allocated all of it. If you are just allocating the amount to one code, you may press RETURN to accept the default of the figure supplied in the Value column above.

Remainder. This starts out as the figure you have supplied for Value. Each time you allocate an amount to an analysis code, it will be deducted from the figure in this field. You may not proceed to accept the payment until the Remainder figure reaches zero.

This information is printed on various reports and displayed on enquiries.

Once you have finished entering the details for the payment, another prompt is displayed:


Key code to delete, [Other page,] <CR> to continue:

Key the line number of the code you want to delete and you can supply a new code number and allocated amount in its place.

If you have allocated more than five codes in this transaction, then you may key O to the above prompt to look back at the other codes and amounts allocated.

Press RETURN to lead to another prompt:


Key Amend, Nominal analysis, Cancel, Window, <CR> to accept:

Now you have the opportunity to amend all the payment details by keying A. 

Key N if you wish to alter the nominal analysis code and amount.

To cancel the payment, key C and you will be led back to the "Key Add..." prompt and repeat the process.

In most cases though, you will want to press RETURN to the "Key Amend..." prompt to accept the payment details and cause them to be entered on screen.

After you have entered the first payment, the initial baseline prompt is redisplayed to include an option for deleting entries. If you wish to delete an entry, then key D, followed by the line number of the entry you wish to delete.

If you have more than ten payments in a batch, you can key B to go back to the previous page, or to press RETURN for the next page, depending on where you are in the payments list.

Pressing ESCAPE after completing a batch of payments causes the control total, the total amount posted in this batch, the difference between them and the number of items in the batch to be displayed together with a prompt:


Key <CR> to accept batch, Continue, Delete batch:

If the difference between the two totals is zero, you can press RETURN to accept the batch and go back to the Start Batch screen. 

If the difference is not zero, then you can key C to continue posting more items. 

If something has gone wrong, you can delete the batch by keying D, which will lead you back to the Start Payment Batch screen.

If you did not key a control total to the prompt on the Start Payment Batch screen at the beginning of the batch posting, then instead of having the option to press RETURN to accept the batch, you can key A to amend the control total and then accept the batch by pressing RETURN.

If during the posting of manual payments or receipts, a Cash Manager file becomes full, the following message appears:


XXXXXXXX FILE FULL ‑ REALLOCATE SIZE OF FILE Key <CR>:

where XXXXXXXX is the name of the file. You will not be able to post the transaction that was interrupted by this message. 

Press RETURN and an error message appears to inform you that the control total does not agree. If you accept the batch, then all transactions up to the one that was interrupted will be posted. You may key D to delete the batch and then the following prompt appears:


Key R to reallocate file sizes, <ESC> to exit:

Key R to go to the Data File Allocation screen. Here you can increase the size of the nominal transaction file.

Press ESCAPE to return to the Transaction Posting menu, but remember that you will have to reallocate the file size at a later date.

Double Entry Payments

If you have made a mistake in payment entry, you must post a receipt (representing a negative amount) to cancel it out before you can close the reconciliation. After reconciliation the spurious payment and receipt will appear as unpresented items which you should delete. Mistakes in receipt entry must be corrected by posting a payment, before deleting next period's unpresented items.

Transactions in a Currency Different from the Cash Book

If you require, transactions can be posted in a different currency from the cash book. Cash Manager will convert the transaction currency amount on screen for you, using the exchange rate you have set up. There is even an opportunity to amend the established exchange rate on the posting screen itself. When you allocate the transaction currency to a single analysis code, you should just press RETURN at the Amount column to accept a default of the local currency amount. 

You must take care always to allocate the transaction amount in the local (i.e. the cash book) currency and not the transaction currency. To allocate a currency that is different from the cash book currency over several analysis codes during posting will mean that you have to convert each amount to the local currency before entering it. If you don't do this, you will not be able to reduce the Remainder amount to zero and complete the posting. 
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Figure 43 - The Start Receipt Batch Screen

POSTING MANUAL RECEIPTS

To post receipts to the cash book, choose the Post Manual Receipts option from the Transaction Posting menu. The Start Receipt Batch screen appears. After keying the required cash book number, batch number and control total (if you wish to use one at this stage) and pressing RETURN you can begin the posting operation on the Post Manual Receipt Batch Number screen (shown over).

PRIVATE 

(((((((((((((((((((( POST MANUAL RECEIPT BATCH NUMBER 1253 ((((((((((((((((((((
(  Cash book   1 Midland Current Account                                      (
(((((((((((((((((((((( Page  1 ((((((((((((((((((((((((((((((((((((((((((((((((
(    Date      Details          Ref.         Value   (Code Description        (
(                                                    (  41 VAT ACCOUNT        (
(                                                    (  30 POULTRY COUNTER    (
(                                                    (  31 VEGETABLE COUNT    (
(                                                    (  32 TOILETRY COUNTE    (
(                                                    (  33 HARDWARE COUNTE    (
(                                                    (  34 CLOTHING DEPART    (
(                                                    (  35 RESTAURANT         (
(                                                    (                        (
(                                                    (                        (
(                                                    (SUND          0.00      (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(         Date                                         Code          Value    (
(      Details                                                                (
(    Reference                                                                (
(Currency code                                                                (
(                                                                             (
(                                                                             (
(        Value                                                                (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key <CR> to add, Help screen, <ESC> to exit

Figure 44 - Posting A Manual Receipt

The posting of receipts is very similar to the posting of payments, with a single exception in the reply fields:

Reference. This is in place of Cheque number. This field allows a reference of up to six characters which may be letters or numbers (i.e. alphanumeric).

Also note that while you are posting manual receipts, you may key S for Sales Ledger in the Code field. This indicates that the posting is to be set off against the Sales Ledger and you will be prompted for a Sales Ledger reference. You can only supply a reference if you have actually set one up in Global 2000 Sales Ledger. So, either supply a reference, or press RETURN and the value you supply in the next field will be allocated to the Sales Ledger control code.

POSTING JOURNAL ADJUSTMENTS

Journal entries are made to correct errors and to make adjustments to the nominal analysis codes. Select the Journal Posting option from the Transaction Posting menu; the Start Journal Batch screen appears. You are prompted for the cash book number then the batch number. You may press RETURN to accept the default batch number if you wish. A baseline prompt appears:


Key Amend, <CR> to continue, <ESC> to exit:

You can press ESCAPE to return to the Transaction Posting menu.
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Figure 45 - Journal Posting Screen

Key A to amend the numbers you have entered, or press RETURN to continue with the journal posting and the Post Journal screen appears. You are prompted:


Key Add, [Delete,] <ESC> to exit:

You are prompted:

Code. The nominal analysis code of up to four digits.

Date. The date of the journal adjustment. Press RETURN to accept the default of the system date.

Reference. A six digit field, like cheque number in payments posting, or reference in receipts posting.

Details. A description of the journal posting. Up to 25 characters are allowed.

Debit. The amount which the nominal analysis code you have specified should be debited. Note that you can either enter an amount in the debit field or the credit field, but not both.

Credit. The amount which the nominal analysis code you have specified should be credited.

If the details are correct and you have added the last entry in the batch, then you should press ESCAPE. You can only end a batch if the credit and debit totals balance. 

Key D to the baseline prompt "Key Add..." if you wish to delete any of the entries on the screen.

Note that journal postings affect the nominal transaction file but not the cash book.
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Figure 46 - Start Standing Order Batch Screen

POSTING STANDING ORDERS

Select the Post Standing Orders option from the Transaction Posting menu to post standing orders. The Start Standing Order Batch screen appears and you are first prompted to key P for payments or R for receipts to specify the type of standing order. Cash Manager then displays the standing order type in confirmation.

Next you are prompted for the cash book number, batch number and posting date. You may press RETURN to the defaults for batch number and posting date. The following prompt is then displayed:


Key Amend, <CR> to continue, <ESC> to exit:

If you wish to alter any of the details you have just entered, key A to move back to the top of the screen. 

Press RETURN to continue with the standing order posting, and the Post payments or Post Receipts screen appears, and the batch number that you keyed or accepted in the previous screen also appears with the heading. The top half of the screen contains the cash book number and name, while the bottom half features the following line:


Posting standing order number nnnn

To xxxxxxxxxxxxxxxxxxxxxxxxxxxxx
The number and destination of the standing order are the ones you keyed when you set up the standing order in option 4 from the Master File Maintenance menu. A message on the baseline will tell you whether or not there are any valid postings and when they are posted.

POSTING PURCHASE LEDGER PAYMENTS

If you are not using integration to the Global 2000 Purchase Ledger, bypass this option.

If you are using integration to Version 7.1 or later of Global 2000 Purchase Ledger, this option enables you to post manual payment batches previously posted in any Purchase Ledger to any Cash Manager cash book.

Global 2000 Purchase Ledger automatic payments are handled in the same way as manual payment batches. Ensure that the Purchase Ledger has been set up for integration with the Cash Manager.
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Figure 47 - The Post Purchase Ledger Payments Menu

Select the Post Purchase Ledger Payments option from the Transaction Posting menu and the Post Purchase Ledger Payments menu appears. There can be a maximum of 13 entries on this menu, up to 12 with a description that you set up in the third system parameters screen and another entry, entitled "Manual selection" which allows you to post transactions to a Purchase Ledger data unit not specified in system parameters. 
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Key Amend, Y to continue, <ESC> to exit

Figure 48 - Posting Purchase Ledger Data

Autoposting Purchase Ledger Payments

If you select an option from the Post Purchase Ledger Payments menu to post transactions from Purchase Ledger, the Automatic Posting to Cash Manager screen appears. You are prompted:


Key Amend, Y to continue, <ESC> to exit:

Key A to alter the interface file name, volume and unit.

Key Y to post the transactions.

If the option to consolidate has been selected (see System Parameters) then the entries qualifying for posting are sorted by the criteria chosen prior to the posting taking place. As the information from each entry is posted into the cash book, the entry is marked as posted on the interface file.

The following messages then appear, informing you of the progress of the posting and that the autoposting report is being printed:


Posting transaction transaction number to cash book cash book number

Report printing

When posting is completed, a baseline prompt appears:

P to purge unposted records, <CR> to exit

If you key P, any unposted record that is not future dated is flagged to be purged. 

A rejection report is printed, showing errors (if any), and history details of the autoposting. One of the following messages then appears:


AUTOPOSTING COMPLETED SUCCESSFULLY

or

AUTOPOSTING COMPLETED WITH ERRORS

Press ESCAPE to return to the Post Purchase Ledger Payments menu.

Using the Manual Selection Option

After you have chosen the Manual Selection option from the Post Purchase Ledger Payments menu, you are prompted for the Purchase Ledger data unit from which you want to post. This can be any Purchase Ledger data unit on your computer system, or even one which is not included on the menu.

If PLD is set up in the unit assignment table from the main menu, that unit number will appear as a default for you to accept by pressing RETURN.

Cash Manager first checks the volume name of the unit that you have supplied and if it is not an PLDATA unit, tells you the name of the volume. If you do have Purchase Ledger data on a unit with another name, you may post from that unit if you wish, by keying P to the baseline prompt:


Key P to post from volume name <ESC> to exit:

If you have made a mistake, press ESCAPE and try again. Cash Manager will also prevent you from trying to post from a work volume XXWORK, since it is used by all Cash Manager operators and there might be danger of data corruption if you tried to use it for posting. Once you have either keyed P or supplied another data unit number, Cash Manager will then check the unit contents and lead you to the Automatic Posting to Cash Manager Posting screen, where the posting will be carried out as described above.

Batches of paid invoices, manual payments and payment journals must be closed in Purchase Ledger before they can be passed to Cash Manager for posting to the relevant cash book. When autopayments are posted in Purchase Ledger, they too are passed on to Cash Manager for posting if an interface has been set up.

POSTING SALES LEDGER RECEIPTS

If you are not using integration to the Global 2000 Sales Ledger, bypass this option.

If you are using integration to Global 2000 Sales Ledger this option enables you to post receipt batches previously posted in any Sales Ledger to any Cash Manager cash book. Posting is broadly similar to that of Purchase Ledger payments. Ensure that the Sales Ledger has been set up for integration to the Cash Manager before you start.
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Figure 49 - The Post Sales Ledger Receipts Menu

Select the Post Sales Ledger Receipts option from the Transaction Posting menu; the Post Sales Ledger Receipts menu appears. There can be a maximum of 13 entries on this menu, up to 12 with a description that you set up in the second system parameters screen and another entry, entitled "Manual selection", which enables you to post transactions from a Sales Ledger data unit not specified in system parameters. 

Posting Sales Ledger Receipts

If you select an option from the Post Sales Ledger Receipts menu to post transactions from a Sales Ledger, the Automatic Posting to Cash Manager screen appears.
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Figure 50 - Posting V6.2 Sales Ledger Data

You are prompted:


 Key Amend, Y to continue, <ESC> to exit:

Key A to alter the interface file name, volume and unit. 

Key Y to post the transactions.

If the option to consolidate has been selected (see System Parameters) then the entries qualifying for posting are sorted by the criteria chosen prior to the posting taking place. As the information from each entry is posted into the cash book, the entry is marked as posted on the interface file.

The following messages then appear, informing you of the progress of the posting and that the autoposting report is being printed:


Posting transaction transaction number to cash book cash book number

Report printing

When posting is completed, a baseline prompt appears:

P to purge unposted records, <CR> to exit

If you key P, any unposted record that is not future dated is flagged to be purged. 

A rejection report is printed, showing errors (if any), and history details of the autoposting. One of the following the messages then appears:


AUTOPOSTING COMPLETED SUCCESSFULLY

or

AUTOPOSTING COMPLETED WITH ERRORS

Press ESCAPE to return to the Post Sales Ledger Receipts menu.

All batches are posted, amended and fully printed in Sales Ledger. A batch must be closed before it can be passed to Cash Manager and posted to the relevant cash book.

Using the Manual Selection Option

After you have chosen the Manual Selection option from the Post Sales Ledger Receipts menu, you are prompted for the Sales Ledger data unit from which you want to post. This can be any Sales Ledger data unit on your computer system, even if it is included on the menu. If SLD is set up in the unit assignment table from the main menu, that unit number will appear as a default for you to accept by pressing RETURN.

Cash Manager first checks the volume name of the unit that you have supplied and if it is not an SLDATA unit, tells you the name of the volume. If you do have Sales Ledger data on a unit with another name, you may post from that unit if you wish, by keying P to the baseline prompt:


Key P to post from volume name <ESC> to exit:

If you have made a mistake, press ESCAPE and try again. Cash Manager will also prevent you from trying to post from a work volume XXWORK, since it is used by all Cash Manager operators and there might be danger of data corruption if you tried to use it for posting. Once you have either keyed P or supplied another data unit number, Cash Manager will then check the unit contents and lead you to the posting screen described above. The posting will be carried out as described above in each case.

POSTING PAYROLL PAYMENTS

If you are not using integration to Global Payroll, bypass this option.

If you are using integration to Global Payroll this option enables you to post payments previously posted in any Payroll from any Cash Manager cash book. Ensure that the Payroll has been set up for integration to the Cash Manager before you start.

Select the Post Payroll Payments option from the Transaction Posting menu and the Post Payroll Payments menu will appear. There will be a maximum of 13 entries on this menu, up to 12 with a description that you set up in the second system parameters screen and another entry, entitled "Manual selection", which allows you to post transactions from a Payroll data unit not specified in system parameters. 

If you select an option from the Post Payroll Payments menu to post transactions from a Payroll, the Automatic Posting to Cash Manager screen appears.
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Key Amend, Y to continue, <ESC> to exit

Figure 51 - Posting Payroll Payments

You are prompted:


Key Amend, Y to continue, <ESC> to exit:

Key A to alter the interface file name, volume and unit.

Key Y to post the transactions.

If the option to consolidate has been selected (see System Parameters) then the entries qualifying for posting are sorted by the criteria chosen prior to the posting taking place. As the information from each entry is posted into the cash book, the entry is marked as posted on the interface file.

The following messages then appear, informing you of the progress of the posting and that the autoposting report is being printed:


Posting transaction transaction number to cash book cash book number
When posting is completed, a baseline prompt appears:

P to purge unposted records, <CR> to exit

If you key P, any unposted record that is not future dated is flagged to be purged. 

A rejection report is printed, showing errors (if any), and history details of the autoposting.

The following messages then appear:


Report printing


AUTOPOSTING COMPLETED SUCCESSFULLY

or

AUTOPOSTING COMPLETED WITH ERRORS

Press ESCAPE to return to the Post Payroll Payments menu.

All batches are posted, amended and fully printed in Payroll. A batch must be closed before it can be passed to Cash Manager and posted to the relevant cash book.

Using the Manual Selection Option

After you have chosen the Manual Selection option from the Post Payroll Payments menu, you are prompted for the Payroll data unit from which you want to post. This can be any Payroll data unit on your computer system, even if it is included on the menu. If PRD is set up in the unit assignment table from the main menu, that unit number will appear as a default for you to accept by pressing RETURN.

Cash Manager first checks the volume name of the unit that you have supplied and if it is not a PRDATA unit, tells you the name of the volume. If you do have Payroll data on a unit with another name, you may post from that unit if you wish, by keying P to the baseline prompt:


Key P to post from volume name <ESC> to exit:

If you have made a mistake, press ESCAPE and try again. Cash Manager will also prevent you from trying to post from a work volume XXWORK, since it is used by all Cash Manager operators and there might be danger of data corruption if you tried to use it for posting. Once you have either keyed P or supplied another data unit number, Cash Manager will then check the unit contents and lead you to the posting screen described above, where posting will be carried out.

AUTOMATIC POSTING

This option enables you to post information to the cash books from sources other than the Global 2000 Sales Ledger, Global 2000 Purchase Ledger and Global Payroll.

Information is posted in a relative sequential autoposting interface file in the format laid out in appendix C. The location of the file and other posting control information is taken from `Auto-posting Interface Definitions'. These are set up using the Maintain Autoposting Interface option in the System Maintenance Menu.
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Figure 52 - The General Purpose Posting Selection Window

When you select the Automatic Posting option in Transaction Entry, you are presented with a list of up to 20 interfaces defined for the system and asked to select one for posting.

The file defined in the interface you select is searched for entries valid to post to the current cash book. If the option to consolidate has been selected (see System Parameters) then the entries qualifying for posting are sorted by the criteria chosen prior to the posting taking place. As the information from each entry is posted into the cash book, the entry is marked as posted on the interface file.

When posting is completed, a baseline prompt appears:

P to purge unposted records, <CR> to exit

If you key P, any unposted record that is not future dated is flagged to be purged. 

Upon successful completion of posting all posted records are removed from the interface file. A rejection report is printed, showing errors (if any), and history details of the autoposting.

One of the following messages is then printed:

AUTOPOSTING COMPLETED SUCCESSFULLY

or

AUTOPOSTING COMPLETED WITH ERRORS

Press ESCAPE to return to the Transaction Posting menu.

REPORTS
When you select the Reports option from the Global 2000 Cash Manager main 

menu, the Reports menu appears.
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Figure 53 - The Reports Menu

The options available to you are:

Print batches. Use this option to display batch information on the screen and to print details of any batch.

Print cash book report. Use this option if you want to print the cash book.

Print nominal analysis report. Use this option to print out details of a range of nominal analysis codes within a range of cash books.

Print trial balance. Use this option to print out the trial balance (by company number if you are using Cash Manager on a multi‑company basis).

The reports can be printed at any time, but if you intend to include them with your reconciliation close reports you must produce them before closing the reconcili​ation. 

PRINT BATCHES

Selecting the Print Batches option from the Reports menu enables you to display batch information on the screen and print the details of any batch.
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(   no                                                    posted        items (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
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(   60  01/09/95           AT       Direct                 1379.46         2  (
(  125  25/03/95           AT       Direct                 5513.43         3  (
(  222  25/03/95  EMPTY    AT       Direct                    0.00         0  (
(  223  04/03/95           AT       Standing order          306.54         2  (
(  224  11/04/95           AT       Direct                 1300.00         1  (
(  225  11/04/95  PRINTED  AT       Direct                  287.50         2  (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key batch number, Print, Reselect, <CR> for next page, <ESC> to exit

Figure 54 - The Print Batches Screen

Key the number of the cash book on which you wish to enquire; this displays the cash book name. Enter the batch number with which you want to start the enquiry. Next, you are prompted to enter the transaction type; P for payments, R for Receipts or J for Journals. The screen shown above is displaying payments for cash book number 1. After you have keyed your reply, the contents of the relevant batches will appear together with the following baseline prompt:


Key batch number, Print, Reselect, <ESC> to exit:

To view the contents of another batch number which isn't present on screen, key the required number.

Press ESCAPE will take you back to the Reports menu.

Key R if you wish to change the selection criteria for display.

Key P and you are prompted for the batch number range to be printed. Press RETURN to print them all, or press the space bar to start from the beginning. For an example printout, see the Sample Reports section.

PRINTING THE CASH BOOK REPORT

Selecting the Print Cash Book Report option from the Reports menu enables you to print the cash book. At the Print Cash Book Report screen you are prompted to supply the number of the cash book you wish to print. The cash book name is automatically be displayed in confirmation.

Key the date up to which you wish to print your cash book or press RETURN to accept the default system date. You are then prompted:


Key Amend, Options, View 1st screen, <CR> to print, <ESC> to exit:

Key A to alter the parameters you have just defined for the printing.

Key O or V to enter the report options and viewing facilities which are documented in Appendix B at the back of this manual.

If you wish to print the report without viewing it on screen then press RETURN. 

To cancel the printing of the report at this stage, and return to the Reports menu, press ESCAPE. For an example printout, see the Sample Reports section.

PRIVATE 

((((((((((((((((((((((((( NOMINAL ANALYSIS REPORT (((((((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(              Company number    1                                            (
(                                                                             (
(                Company name                                                 (
(                                                                             (
(                   Cash book   ALL                                           (
(                                                                             (
(                                                                             (
(                                                                             (
(                Nominal code   ALL                                           (
(                                                                             (
(   Are reports required for codes without current period transactions ?  N   (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Figure 55 - Nominal Analysis Report Screen

PRINTING THE NOMINAL ANALYSIS REPORT

Selecting the Print Nominal Analysis Report option from the Reports menu leads you to the screen shown above. Here you can print the details of a cash book within a range of nominal analysis codes or all nominal codes to be printed for a specific company or all companies.

You are prompted:

Company number. The relevant company number. This is only requested in multi‑company operation.

Company name. This is displayed automatically after you have keyed the above.

Cash book. The number of the required cash book you wish to start with, or press RETURN for all the cash books used by the above company. If you want to specify only one cash book, then key a full stop at the prompt for the end range.

Nominal code. The analysis code you want to start with, or press RETURN for all those used. If you want to specify only one nominal code, then key a full stop at the prompt for the end range.

Are reports required for codes without current period transactions? Either key Y or N here.

The following baseline prompt appears:


Key Amend, Options, View 1st screen, <CR> to print, <ESC> to exit:

Key A to alter the parameters you have just defined for the printing.

Key O or V to enter the report options and viewing facilities which are documented in Appendix B at the back of this manual.

If you wish to print the report without viewing it on screen, then press RETURN. 

To cancel the printing of the report and return to the Reports menu, press ESCAPE.

If you have chosen to print a range of nominal transactions for a single cash book, then the second column of the report will be a status entry for transactions on the report. The status will be either C for current period transactions or P for those belonging to the past period.

If you have decided to print the transactions for a range of cash books, then only current period transactions will be printed and the second column of the report will be for the cash book number.

Multi-currency transactions which take place in a foreign currency to the company appear with an asterisk before the amount. For an example printout, see the Sample Reports section.

PRINTING THE TRIAL BALANCE

To print the trial balance by company number, select the Print Trial Balance option from the Reports menu. You are prompted to key the company number; the appropriate company name is displayed in reply.

The following baseline prompt then appears:


Key Amend, Options, View 1st screen, <CR> to print, <ESC> to exit:

Key A to alter the parameters you have just defined for the printing.

Key O or V to enter the report options and viewing facilities which are documented in Appendix B at the back of this manual.

If you wish to print the trial balance without viewing it on screen, then press RETURN. 

To cancel the printing of the report, press ESCAPE. For an example printout, see the Sample Reports section.




RECONCILIATION
When you select the Reconciliation option from the Global 2000 Cash Manager main menu, the Reconciliation menu appears.

PRIVATE 

Wyse 7000i                                                 Monday 05/12/94 09.54

((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
V 6.1                      GLOBAL 2000 ( CASH MANAGER

                           ((((((((((((((((((((((((((
                                RECONCILIATION

                       (((((((((((((((((((((((((((((((((
                       Reconcile cash book . . . . . . 1

                       Print working papers. . . . . . 2

                       Print reconciliation. . . . . . 3

                       Close reconciliation. . . . . . 4

                       Exit. . . . . . . . . . . . .<CR>

                       Please select a function       :

Figure 56 - The Reconciliation Menu

The options available to you are:

Reconcile cash book. Use this option to reconcile your bank statement with the cash book, marking off all the items on the statement and recording any items not matching.

Print working papers. Use this option if you want to select the transaction types from the cash book that you wish to print, for example, unpresented items and those not in the cash book as a check list record.

Print reconciliation. Use this option to generate a full reconciliation report of all bank statement items.

Close reconciliation. Use this option to close the reconciliation.

RECONCILING THE CASH BOOK

Overview

To match off the entries in your bank statement with the cash book, select the Reconcile Cash Book option from the Reconciliation menu. Reconciliation is the key process in Cash Manager: it enables you to make sure that your cash book is consistent with your bank statements. There are two ways of doing this:

•You can key in items directly from the statement; they are then automatically matched off against transactions in the cash book (if there are any matches). Use the statement browse to do this (you are prompted for a browse type when you have supplied the closing statement balance). See the sections `Reconciling from the Statement' and `Automatic Matching' for details.

•You can browse through the cash book transactions and `tick off' those items which match items on your bank statement. Use the transaction browse to do this. Any items that have not been `ticked off' when the current reconciliation is finished remain on the browse for use in the next reconciliation. See the section `Reconcile from Transactions' for details.

You can list any unmatched statement items from previous reconciliations and any entered during the current reconciliation using the unmatched items browse (see the Reconcile Unmatched Items section for details).

You also can account for items that only appear on the bank statement, such as interest or bank charges, by entering them as statement direct items during reconciliation.

Browses
Whenever a browse is on the screen, the current line is indicated by a chevron. When a new page of the browse is first shown, the current line is the top one if the page was reached by paging forwards, or the bottom one if it was reached by paging backwards. The bottom section of the screen shows additional information about the current line.

You can move through the browse by keying the following (where available):

•Key B to go back one page of the browse.

•Key N to go forward one page of the browse.

•Key F to go to the first item of the browse.

•Key L to go to the last item of the browse.

PRIVATE 

((((((((((((((((((((((((((((( RECONCILE CASH BOOK (((((((((((((((((((((((((((((
( Cash book number   1 Midland Current Account                                (
( Reconciliation number    2         Opening cash book balance      26171.34  (
( Reconciliation date   30/09/95     Opening statement balance          0.00  (
(                                    Closing statement balance          0.00  (
(                                    Running statement balance          0.00  (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Figure 57 - The Reconciliation Cash Book Screen

Reconciliation

When you first enter the Reconcile Cash Book option, the following prompt is displayed:


Key cash book number, <ESC> to exit:

When you key the number of the cash book you wish to reconcile, the Reconcile Cash Book screen appears. The cash book number and name are displayed and a reconciliation number is automatically generated by Cash Manager. You are also prompted to give the reconciliation date (or press RETURN to accept the default offered) which should be the date on your bank statement. No transactions later than this date can appear on the reconciliation. 

Next, you are prompted to supply the closing bank statement balance, which should be the balance on your bank statement. You should key a credit total as a negative figure and a debit total as a positive one. 

PRIVATE 

((((((((((((((((((((((((((((( RECONCILE CASH BOOK (((((((((((((((((((((((((((((
( Cash book number   1 Midland Current Account                                (
( Reconciliation number    2         Opening cash book balance      26171.34  (
( Reconciliation date   30/09/95     Opening statement balance          0.00  (
(                                    Closing statement balance          0.00  (
(                                    Running statement balance          0.00  (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
`Browse type'   Key Statement, Transactions, Unmatched, <ESC> to exit

Figure 58 - The Browse Type Prompt

When you have supplied these details, you are asked to select the type of reconciliation you require. You are presented with the `Browse type' prompt:

`Browse type' Key Statement, Transactions, Unmatched, <ESC> to exit:

Key S to enter statement details and reconcile with your cashbook transactions.

Key T to browse your cashbook transactions and reconcile them with your statement.

Key U to browse unmatched items from previous statements and reconcile them with your current statement or with cash book transactions.

Press ESCAPE to exit from reconciliation.

PRIVATE 

((((((((((((((((((((((((((((( RECONCILE CASH BOOK (((((((((((((((((((((((((((((
( Cash book number   1 Midland Current Account                                (
( Reconciliation number    2         Opening cash book balance      26171.34  (
( Reconciliation date   30/09/95     Opening statement balance          0.00  (
(                                    Closing statement balance          0.00  (
(                                    Running statement balance          0.00  (
((((((((((((((((((((((((((( ITEMS ON THE STATEMENT ((((((((((((((((((((((((((((
(        Date     Reference        Payment         Receipt   Matched?  Batch  (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
( > 1  30/09/95   12827                             879.30      S       1254  (
(   2  30/09/95   12777                            1000.50      S       1254  (
(   3  30/09/95   12324             600.63                      M        249  (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(      Details                                                                (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
`Statement'   Key line no., Enter, <CR> to select, <ESC>

Figure 59 - The Statement Browse

RECONCILING FROM THE STATEMENT

Key S to the `Browse type' prompt to display a list of items already entered from the current statement. You can add new items, remove items in the list and match unmatched items against cashbook transactions. A baseline prompt appears:

`Statement' Key line no., B, N, Enter, <CR> to select, <ESC>:

Key E to enter details of a new item from the statement.

To select a line to be removed or matched, either use cursor up and cursor down to move the cursor to the required line and press RETURN, or key the line number.

Press ESCAPE to return to the `Browse type' prompt.

PRIVATE 

((((((((((((((((((((((((((((( RECONCILE CASH BOOK (((((((((((((((((((((((((((((
( Cash book number   1 Midland Current Account                                (
( Reconciliation number    4         Opening cash book balance      91153.00  (
( Reconciliation date   01/03/95     Opening statement balance     (89873.83  (
(                                    Closing statement balance     (89873.83  (
(                                    Running statement balance     (89863.83  (
((((((((((((((((((((((((((( ITEMS ON THE STATEMENT ((((((((((((((((((((((((((((
(        Date     Reference        Payment         Receipt   Matched?  Batch  (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
( > 1  06/02/95   5                  10.00                      M        249  (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(      Reference              Type            Value                           (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Figure 60 - Entering a Statement Item

Entering New Statement Items

The final page of statement items already entered is displayed and you are prompted to enter the reference, type (either P for payment or R for receipt), and value of an item from the bank statement.

When a reference, type and value have been entered, the item undergoes "automatic matching" which is described in detail later. When auto-matching completes, you are prompted for the next item from your statement.

Removing Statement Items

If you select an item that is already matched against a cash book transaction, the following baseline prompt appears:


Key Remove from reconciliation, <ESC> to exit:

Key R to remove the item from the reconciliation and return to the `Statement' prompt. Note that removing a statement-direct item in this fashion results in the deletion of the cash book transaction which was automatically created for it.

Press ESCAPE to return to the `Statement' prompt.

Matching/Deleting Statement Items

If the line you select is an unmatched item, a baseline prompt appears:


Key Delete, Match, <ESC> to exit:

If the line you select is a statement-direct item, you will only be asked if you want to delete it.

Key D to delete the item. It is removed from the browse, and from the database. The `Statement' prompt is redisplayed.

Key M to match the item against a cash book transaction as detailed in the section titled "Automatic matching". On completion, you are returned to the `Statement' prompt.

Press ESCAPE to return to the `Statement' prompt.

AUTOMATIC MATCHING

Automatic matching is a very powerful tool for reconciliation. It uses the reference, type and value of the statement item you have entered or selected to search the cash book for unreconciled transactions dated not later than the reconciliation date having all or some of the details you have supplied.

Automatic matching gives rise to one of the following situations:

•A single exact match has been found.

•Multiple exact matches have been found.

•One or more partial matches have been found.

•No match can be found.

When an exact match is found
If a unique exact match is found, the item is added to the end of the statement item browse, with its "Matched?" column set to "M" to show that it has been successfully matched.

When multiple exact matches are found
If there are several cash book transactions which exactly match the statement item, the statement item browse is replaced by a browse of the matching items and the following prompt appears:

`Matches' Key line, Transactions, <CR>, <ESC>:

To select a line to be matched, either use cursor up or cursor down to move the cursor to the required line and press RETURN, or key the line number. The statement item browse is re-displayed showing the item as matched.

Key T to the `Matches' prompt if you wish to inspect other cash book transactions besides the matching ones. You are presented with the browse of `Unreconciled transactions' from which you can select any one transaction to add to the reconciliation in place of the item you have just entered.

Press ESCAPE to abandon matching of the current item. You are presented with the `No match' prompt.

When partial matches are found
If there is no cash book transaction which exactly matches the statement item, but one or more partial matches are found, i.e. transactions which match on reference but not value, or vice versa, the following baseline prompt appears:


`Partial matches' Key Amend, Reference, Value, <ESC>:

The reference option and the value option only appear if matches on reference or value respectively have been achieved. The amend option only appears if automatic matching was triggered by the entry of a new statement item.

Key A if you want to correct a mistake in the reference or value of the statement item being matched. The corrected statement item is then auto-matched again.

Key R to list the transactions whose reference matches the one you keyed, or V to list those whose value matches the one you keyed. The statement items browse is replaced by a browse of those transactions and the `Partial matches' prompt offering identical options to the `Matches' prompt described previously.

Press ESCAPE to abandon matching the current item. You are presented with the `No match' prompt.

When no match is found
If there is no transaction which matches either the reference or the value you have specified, or if you press escape in response to either the `Matches' or `Part matches' prompt, the following baseline appears:


`No match' Key Amend, Statement direct, Transactions, Unmatched, <ESC>:

Key A if you want to correct a mistake you made when entering the reference or value.

Key S to declare the item you are entering as a "statement-direct" item such as a bank charge or interest payment.

Key T to browse existing cash book transactions.

Key U to declare the item you are entering as an "unmatched" item.

Press ESCAPE to abandon entry/amendment of the current statement item.

Statement-Direct Items

Statement-direct items are entries on the statement which originate with the statement itself and for which you would, thus, not expect there yet to be a transaction in the cash book (e.g. a bank charge or interest payment).

PRIVATE 

((((((((((((((((((((((((((((( RECONCILE CASH BOOK (((((((((((((((((((((((((((((
( Cash book number   1 Midland Current Account                                (
( Reconciliation number    3         Opening cash book balance      19121.50  (
( Reconciliation date   03/02/95     Opening statement balance      (4715.98  (
(                                    Closing statement balance      (4715.98  (
(                                    Running statement balance     (19890.73  (
((((((((((((((((((((((((((( ITEMS ON THE STATEMENT ((((((((((((((((((((((((((((
(        Date     Reference        Payment         Receipt   Matched?  Batch  (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
( (((((((((((( STATEMENT(DIRECT ITEM (((((((((((((  ((((((((((((((((((((((((  (
( (                                              (  ( Code Description     (  (
( (         Type  Payment    Value         50.00 (  (   41 VAT ACCOUNT     (  (
( (                                              (  (   10 POSTAGE AND STA (  (
( (    Reference  SE555                          (  (   11 TELEPHONE       (  (
( (                                              (  (   12 RENT            (  (
( (         Date                                 (  (   13 T.HARDY CAR EXP (  (
( (                                              (  (   14 T.HARDY ENTERTA (  (
( (      Details                                 (  (   15 HEAT AND LIGHT  (  (
( (                                              (  (   16 PROPERTY MAINTE (  (
( ( Nominal code                                 (  (                      (  (
(((                                              ((((                      ((((
( ((((((((((((((((((((((((((((((((((((((((((((((((e ((((((((((((((((((((((((  (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Figure 61 - The Statement Direct Item Window

When you declare an item to be "statement-direct", a small screen appears containing the item value and reference already entered; you are asked to supply the additional information shown below. The data entry screen is accompanied by a help screen showing the most commonly used nominal analysis codes. The data entry screen contains:

Type. Either payment or receipt. Defaults to the type you have entered.

Value. The value shown on the statement. It defaults to the value you have already entered.

Reference. The reference shown on the statement (up to eight characters). It defaults to the reference you have already entered, if any. You are no longer allowed to leave this field blank.

Date. The date shown for the item on your bank statement. It defaults to the reconciliation date.

Details. An optional description of the item (up to 30 characters).

Nominal code. The nominal analysis code of up to four digits used to refer to the nominal analysis account to which the item is to be posted. If you do not know what the appropriate code is, and you cannot find it among the codes currently shown in the help window, press ESCAPE: you will then be able to use the Help option described below.

Please note that the first field you are prompted for is the reference or, if you have already supplied this, the date. You can, however, go back to earlier fields if you want to modify them.

If you press ESCAPE at any stage while you are in the Statement-Direct Item screen, the baseline prompts you to:


Key Cancel, Help screen, Resume:

Key R to go back into the screen so you can continue entering the statement‑direct item details.

Key C to cancel the details you have entered. You are returned to the `No match' prompt.

Key H if you wish to look at the description of nominal analysis codes other than those already shown in the help screen. The following baseline prompt is displayed:


Key Next, [Back], <ESC> to exit:

Key N to look at the next page of codes.

Press ESCAPE to return to the `Key Cancel...' prompt.

When you have entered all the required details in the statement‑direct item screen, the following baseline prompt appears:


Key Amend, Cancel, <CR> to continue:

Key A to go back into the screen to amend the statement-direct item details.

Key C to cancel the current item; you are returned to the `No match' prompt.

Press RETURN to add the item to the database as a statement-direct item.

When you have done this, the statement-direct and help screens disappear, the items you have just entered are displayed at the end of the statement items browse, and you are be prompted for the reference, type, and value of another statement item.

Please note that when you enter a statement direct item, the creation of the required cash book transaction record is done for you automatically by the program. It is not necessary for you to go into Transaction Posting and create the transaction yourself.

Unmatched Items

Unmatched items are either normal payments or receipts for which there ideally ought already to be transactions in the cash book, or items which should not be on the statement at all and only appear there because of an error by the bank.
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((((((((((((((((((((((((((((( RECONCILE CASH BOOK (((((((((((((((((((((((((((((
( Cash book number   1 Midland Current Account                                (
( Reconciliation number    2         Opening cash book balance      26171.34  (
( Reconciliation date   30/09/95     Opening statement balance          0.00  (
(                                    Closing statement balance          0.00  (
(                                    Running statement balance          0.00  (
((((((((((((((((((((((((((( ITEMS ON THE STATEMENT ((((((((((((((((((((((((((((
(        Date     Reference        Payment         Receipt   Matched?  Batch  (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(   1  30/09/95   STATE                             879.30      S       1254  (
(   2  30/09/95  (((((((((((((( UNMATCHED ITEM (((((((((((((((  S       1254  (
(   3  30/09/95  (                                           (  S        249  (
(                (      Type  Receipt    Value         40.00 (                (
(                (                                           (                (
(                ( Reference                                 (                (
(                (                                           (                (
(                (      Date                                 (                (
(                (                                           (                (
(                (   Details                                 (                (
( >11            (((((((((((((((((((((((((((((((((((((((((((((                (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(      Reference              Value         40.00                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Figure 62 - The Unmatched Item Window

When you declare an item for which you have entered a type, value and reference as unmatched, an additional small screen appears to let you enter further details of the item. The fields that you can specify are:

Type. Either payment or receipt. It defaults to the type you have already entered.

Value. Normally the one shown on the statement, unless the unmatched item is being created to hold, say, the discrepancy between a statement item and cash book transaction. It defaults to the value you have already entered.

Reference. The one shown on the statement (up to 8 characters). It defaults to the reference you have already entered, if any. You are no longer allowed to leave this field blank.

Date. An optional field. If entered, it should be set to the date shown for the item on your bank statement, unless you happen to know a more appropriate date for the transaction.

Details. An optional description of the item (up to 30 characters).

Please note that the first field you are prompted for is the reference or, if you have already supplied this, the date. You can, however, go back to earlier fields if you want to modify them.

When you have entered all the required details in the unmatched item screen, the following baseline prompt appears:


Key Amend, Cancel, <CR> to continue:

Key A to go back into the screen to amend the unmatched item details.

Key C if you decide that you do not, after all, wish to enter the current item as an unmatched one. The unmatched item screen disappears and the `No match' prompt reappears.

Press RETURN once you have entered all details of the item. You are then prompted for another item.

Please note that, in contrast to statement-direct items, the creation of a cash book transaction with which an unmatched statement item can eventually be matched is not done for you automatically by the reconciliation program. You must go into Transaction Posting to do this.

RECONCILING FROM TRANSACTIONS

Key T in reply to the `Browse type' prompt if you wish to look through the cash book transactions and select those to be included in the reconciliation. You are prompted:


`Transactions' Key All, Payments, Receipts, <ESC> to exit:

Key A if you want to browse through both payments and receipts simultaneously.

Key P if you want to browse through payment transactions only.

Key R if you want to browse through receipt transactions only.

Press ESCAPE to return to the `Browse type' prompt.

If you opt to browse all, payment or receipt cash book transactions, the following baseline prompt appears:

`Sequence' Key Cheque number, Date, Reverse date, Value, <ESC> to exit:

Key C if you want the transactions to be displayed in ascending order of cheque number/transaction reference.

Key D if you want the transactions to be displayed in ascending order of transaction date.

Key R if you want the transactions to be displayed in descending order of transaction date.

Key V if you want the transactions to be displayed in ascending order of value.

Press ESCAPE to return to the `Transactions' prompt.

Once you have chosen one of these four sequencing options, you are prompted for the point at which the browse is to start. For example, if you key D, the baseline prompt:


Key starting date, <ESC> to exit:

appears, while for options C, R and V you are prompted for the starting cheque number, date, or value, respectively. 

Press ESCAPE if you wish to return to the `Sequence' prompt.

Press RETURN to accept the default starting point (in which case the browse starts at the beginning of the relevant transactions), or enter your own required starting point. If there is no transaction matching this, the browse begins with the first transaction after that point.

PRIVATE 

((((((((((((((((((((((((((((( RECONCILE CASH BOOK (((((((((((((((((((((((((((((
( Cash book number   1 Midland Current Account                                (
( Reconciliation number    2         Opening cash book balance      26171.34  (
( Reconciliation date   30/09/95     Opening statement balance          0.00  (
(                                    Closing statement balance          0.00  (
(                                    Running statement balance          0.00  (
(((((((((((((((((((((((((( UNRECONCILED TRANSACTIONS ((((((((((((((((((((((((((
(        Date    Batch   Reference        Payment         Receipt   Selected? (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
( > 1  13/07/95     50   122001           2883.23                             (
(   2  13/07/95     50   122050           4500.00                             (
(   3  19/07/95     51   122065           8000.00                             (
(   4  19/07/95     51   122067            879.52                             (
(   5  19/07/95     51   122087            362.00                             (
(   6  01/09/95     60   122206            879.46                             (
(   7  01/08/95     56   122891            250.00                             (
(   8  01/08/95     51   123899                             50.60             (
(   9  04/03/95      1   1245                             5000.00             (
(  10  12/02/95    125   124522           3063.43                             (
(  11  04/03/95      1   124567            152.23                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(      Details  MRS GREEN                                                     (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
`Include'   Key line no., B, N, Delete, Enter, Get, Include, <ESC>

Figure 63 - The Unreconciled Transactions Browse

The first page of the browse is displayed. Note that this browse is limited to transactions which have not already been included in previous reconciliations, and whose date is not later than the current reconciliation date.

Including transactions in the reconciliation A baseline prompt now offers these options if the transaction in the current line has not yet been selected for inclusion in the reconciliation:

`Include' Key line no., B, N, Delete, Enter, Get, Include, <ESC>:

To move the cursor to a different line, either use cursor up or cursor down, or key the line number.

Press ESCAPE to return to the `Transactions' prompt.

Key I or press RETURN if you want to include the current line in the reconciliation. If the included line is the last on the current page, the next page is displayed.

Key D if the current line is a transaction which you know is never going to be presented, and which you therefore wish to suppress permanently. You are asked to confirm your choice. The transaction will not in fact be physically deleted from the database, but is flagged in such a way that it will not be accessible by the reconciliation program. The line disappears from the browse and the `Include' prompt is displayed again.

Key G to get a transaction from the browse that is not currently on screen and make it the current line. You are then prompted:

`Get' Key Date, Reference, <ESC>

If you key D, you are prompted:

Key date, <ESC>

Enter the date of the transaction you want to get. If the date you enter matches that of a transaction in the browse, that transaction becomes the current line. You are returned to the `Include' prompt.

If you key R, you are prompted:

Key reference, <ESC>

Enter the reference (up to 8 characters) of the transaction you want to get. If the reference you enter matches that of a transaction in the browse, that transaction becomes the current line. You are returned to the `Include' prompt.

Key E if you want to enter details of one or more statement items for which there are no matching transaction records yet set up. The transaction browse is temporarily replaced by a browse of statement items already specified and you are prompted to enter the reference, type and value of an item from the bank statement. The reference can be left blank if necessary. The baseline prompts you to:


`Enter' Key Amend, Statement direct, Unmatched, <ESC> to exit:

Press ESCAPE to return to the transaction browse and its `Include' prompt.

The processing of the statement-direct and unmatched options is virtually identical to that previously described in the `When No Match Is Found' section. 

Removing transactions from the reconciliation When the current line has already been selected for inclusion in the reconciliation, the Delete option in the `Include' prompt is omitted and the Include option is replaced by a Remove option.

Key R if you have already chosen the current line for inclusion in the reconciliation, but now wish to annul that choice. The inclusion flag on the transaction is cleared and the cursor moves to the next line.

PRIVATE 

((((((((((((((((((((((((((((( RECONCILE CASH BOOK (((((((((((((((((((((((((((((
( Cash book number   1 Midland Current Account                                (
( Reconciliation number    2         Opening cash book balance      26171.34  (
( Reconciliation date   30/09/95     Opening statement balance          0.00  (
(                                    Closing statement balance          0.00  (
(                                    Running statement balance       1773.23  (
(((((((((((((((((((((((((( UNMATCHED STATEMENT ITEMS ((((((((((((((((((((((((((
(     Recon.   Date     Reference       Payment       Receipt  M/L?  M/L Ref. (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
( > 1     2             125445                        1110.00                 (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(      Details                                                                (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
`Unmatched'   Key line no., <CR> to select, <ESC>

Figure 64 - The Unmatched Statement Items Browse

RECONCILING UNMATCHED ITEMS

Key U to the `Browse type' prompt to list any unmatched statement items from previous reconciliations and any entered during the current reconciliation. Unmatched items may be linked against other statement items or matched against cash book transactions. You are presented with the baseline prompt:

`Unmatched' Key line no., B, N, <CR> to select, <ESC>:

Press ESCAPE to return to the `Browse type' reconciliation prompt.

To select a line for linking/matching, either use cursor up and cursor down to move the cursor to the required line and press RETURN, or key the line number.

Having selected a line, the following prompt appears (if the items have not already been linked or matched):

Key Link with statement item, Match with transaction, <ESC>:

Press ESCAPE if you want to return to the `Unmatched' prompt.

Linking with another statement item Key L if you want to link the selected unmatched statement item with another such item of equal and opposite amount. This allows you to pair off a bank error on one statement with its correction on a later statement, or to remove an unmatched item which was erroneously entered into the Reconcile cash book program during a previous reconciliation. The unmatched items are searched for ones of the required amount. If there are none, the baseline message:


NO ITEM TO LINK WITH. Key <CR>:

is displayed. Press RETURN to be taken back to the `Key Link...' prompt.

If there is just one unmatched item with the required amount, it and the item you selected are both marked as "linked", and you are returned to the `Unmatched' prompt.
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((((((((((((((((((((((((((((( RECONCILE CASH BOOK (((((((((((((((((((((((((((((
( Cash book number   1 Midland Current Account                                (
( Reconciliation number    2         Opening cash book balance      26171.34  (
( Reconciliation date   30/09/95     Opening statement balance          0.00  (
(                                    Closing statement balance          0.00  (
(                                    Running statement balance       1773.23  (
(((((((((((((((((((((((((( UNMATCHED STATEMENT ITEMS ((((((((((((((((((((((((((
(     Recon.   Date     Reference       Payment       Receipt  M/L?  M/L Ref. (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(   1     2             12451                         1110.00                 (
(   2     2  01/04/95   12100                           50.00   L    12100    (
( > 3     3  01/04/95   12100             50.00                 L    12100    (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(      Details                                   Recon. no. of link    2      (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
`Unmatched'   Key line no., <CR> to select, <ESC>

Figure 65 - Linking Items

If there are several unmatched items with the required amount, they are displayed in the matching items browse and the baseline prompts you to:


`Linkable items' Key line no., <CR> to select, <ESC>:

Press ESCAPE to return to the `Key Link...' prompt.

Key the line number of the item you wish to link with the one originally selected. Both items are then marked as "linked" and you are returned to the unmatched items browse and its baseline prompt. 

Matching against cash book transactions Key M in reply to the `Key Link...' prompt if you want to match the selected unmatched statement item against a cash book transaction. The cash book is searched for unreconciled transactions which have the same reference and value as the statement item, and which are dated not later than the current reconciliation date. If there are none, the baseline message:


NO MATCHING TRANSACTION. Key <CR>:

is displayed. Press RETURN to be taken back to the `Key link...' prompt.

If there is just one matching transaction, its batch number is added to the selected line and the item is marked as "matched".

If more than one matching transaction is found, the baseline displays the following prompt:


MULTIPLE MATCHES. Key List, <ESC>:

Press ESCAPE if you want to abandon the matching of the current item. You are returned to the `Unmatched' browse prompt.

Key L if you wish to select one of the matching transactions. The unmatched items browse is cleared from the screen temporarily and replaced by a browse of those transactions. The baseline prompts you to:

Key line number, B, N, <ESC> to exit:

Key B to move to the previous page of the browse; key N to move to the next page.

Key the appropriate line number to match off that transaction against the statement item. The unmatched items browse reappears with the item in question marked as "matched", and the batch number of the transaction displayed. You are again prompted to `Key line...'.

Press ESCAPE to return to the `MULTIPLE MATCHES...' prompt.

Rescinding links/matches If the item whose line number you keyed in response to the `Key line number...' prompt of the Unmatched statement items browse has already been linked with another statement item, the baseline prompts you to:


Key Rescind linkage, <ESC> to exit:

On the other hand, if the selected item has already been matched with a cash book transaction, the baseline prompts you to:


Key Rescind matching, <ESC> to exit:

In either case key R if you wish to remove the linkage/matching. The selected item and the one with which it was linked/matched are both then amended accordingly. You are returned to the `Key line number...' prompt.

Press ESCAPE if you want to retain the linkage/matching after all. You are returned to the `Key line number...' prompt.
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(((((((((((((((((((((((((((( PRINT WORKING PAPERS (((((((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(                                                                             (
(              Cash book number    1                                          (
(                                                                             (
(         Reconciliation number                                               (
(                                                                             (
(           Reconciliation date                                               (
(                                                                             (
(   Print statement only items ?                                              (
(                                                                             (
(      Print unpresented items ?                                              (
(                                                                             (
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Figure 66 - Print Working Papers Screen

PRINTING WORKING PAPERS

This option enables you to print out a selection of transaction types related to your cash book. Select the Print Working Papers option from the Reconciliation menu. The screen shown above is displayed and you are prompted to enter the cash book number; Cash Manager then supplies the name auto​matically in confirmation together with the reconciliation number and the reconciliation date.

You are then prompted to specify if you want to print unmatched statement items, unreconciled transactions (both payments and receipts), unreconciled payment transactions, or unreconciled receipt transactions. You can select any combination of these four options. For each option you are prompted to enter an "Up to" date: items dated later than this will not be included in the report. The default is the reconciliation date. If this is satisfactory, press RETURN to accept it. 

When you have finished keying your replies, the following baseline prompt appears:


Key Amend, Options, View 1st screen, <CR> to continue, <ESC> to 





exit:

Key A to alter the parameters you have just defined. 

Key O or V to enter the report options or viewing facilities documented in Appendix B at the back of this manual.

Press RETURN to print the reconciliation working papers without viewing them.

Press ESCAPE to cancel the printing and return to the Reconciliation menu.
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Figure 67 - Reconciliation Report Screen

PRINTING THE RECONCILIATION

This option produces a full reconciliation report whose main body lists all items on the bank statement, in the order in which they were entered into the Reconcile cash book program. For all items except unmatched ones, details of the corresponding cash book transaction are shown. The final page of the report is a summary giving opening and closing balances, together with totals of unpresented, new and statement‑direct payments and receipts.

Select option 3 from the Reconciliation menu. The Print Reconciliation screen appears, and you are prompted for the cash book number; upon your supplying it, Cash Manager displays the name in confirmation, together with the reconciliation number and date. The following prompt then appears:


Key Amend, Options, View 1st screen, <CR> to continue, <ESC> to 


exit:

Key A to alter the parameters you have just defined. 

Key O, V or if the option is available, W, to enter the report options or viewing facilities documented in Appendix B at the back of this manual.

Press RETURN to print the reconciliation report in the usual fashion.

Press ESCAPE to return to the Reconciliation menu.

CLOSING THE RECONCILIATION

Before you close the reconciliation, ensure that you have a full cash book report printed out as an audit trail for reference. Do this by selecting the Print Cash Book report from the Reports menu.

Once you have a print‑out of the cash book, select the Close Reconciliation option from the Reconciliation menu; you are taken to the Close Reconciliation screen and prompted for the cash book number. On keying the number, the cash book name, the reconciliation number, all the balances, and the date are displayed. 

The system runs through two main steps to close a reconciliation:

1.The system checks closing and running balances; if they disagree it informs you that it cannot continue, indicating that you must check through the working papers to find:

a) if you have entered the correct closing bank statement balance.

b) if you have missed any items in reconciling the bank statement.

If the closing and running balances agree you are taken to step 2. Otherwise an error message appears as shown below.

PRIVATE 

(((((((((((((((((((((((((((( CLOSE RECONCILIATION (((((((((((((((((((((((((((((
(                                                                             (
(            Cash book number   1   Midland Current Account                   (
(                                                                             (
(       Reconciliation number     2                                           (
(                                                                             (
(         Reconciliation date  30/09/95                                       (
(                                                                             (
(   Opening cash book balance       26171.34                                  (
(                                                                             (
(   Opening statement balance           0.00                                  (
(                                                                             (
(   Closing statement balance          11.00                                  (
(                                                                             (
(   Running statement balance        1279.17                                  (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Closing and running statement balance do not agree   Key <CR>

Figure 68 - Trying to Close the Reconciliation

2.The system reconciles cash book with bank statement. It checks all the transactions one by one to see that the entries in the cash book equal the bank statement.




END OF PERIOD
When you select the End of Period option from the Global 2000 Cash Manager main menu, the End of Period menu appears.
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Global System Manager                                     Tuesday 20/12/94 15.39

((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
V 6.1                      GLOBAL 2000 ( CASH MANAGER

                           ((((((((((((((((((((((((((
                                 END OF PERIOD

                       (((((((((((((((((((((((((((((((((
                       Make security copy of data. . . 1

                       Print nominal ledger postings . 2

                       Close period. . . . . . . . . . 3

                       Clear nominal analysis. . . . . 4

                       Clear transactions. . . . . . . 5

                       Exit. . . . . . . . . . . . .<CR>

                       Please select a function       :

Figure 69 - The End of Period Menu

The options available to you are:

Make security copy of data. This option enables you to make a security copy of your data before closing a period, to guard against data loss.

Print nominal ledger postings. This option enables you to print details of postings from Cash Manager to the Nominal Ledger which have not yet been included in a report of this type.

Close period. This option enables you to close a period, and if required, a year.

Clear nominal analysis. This option clears the system analysis code transactions which have been posted to Nominal Ledger.

Clear transactions. Use this option to clear cash book transactions from the system. Files should be cleared periodically to prevent files becoming full and to ensure optimum performance.

MAKING A SECURITY COPY OF THE DATA

You should copy your files onto a secure storage medium, such as diskettes, before closing the period or year. If you do not do so, you will not be able to restore your data to carry out any additional postings that might remain to be made.
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(((((((((((((((((((((((((( MAKE SECURITY COPY OF DATA (((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(   Security history                Date     Time    Cycle                    (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(           Security volume cycle code (A(Z) A                                (
(                                                                             (
(           Security volume unit address     100                              (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(  Please ensure there are no other users of Cash Manager before proceeding   (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Figure 70 - Making A Security Copy

Select the Make Security Copy of Data option from the End of Period menu, and the screen shown above appears. This shows details of the last three security operations (if there have been any) with the date and security cycle code for them. You are prompted for the code (a letter between A and Z) of the security copy you are about to make; either accept the default of the next letter in the alphabet, or key A to begin the cycle again by overwriting the first backup diskette(s) you made, or key the code letter of the last cycle made if you wish to overwrite that.

If your files will not fit onto a single diskette, you will be asked to provide as many diskettes as are needed to hold them in their current state during the copy.

Before entering or accepting the security volume cycle code, you should ensure that the Security volume unit address is as expected. This is usually the address of the highest capacity diskette format on your computer. Make sure you have the necessary diskettes ready by the machine. Each diskette is formatted or initialised with the volume name BACKUP during the installation of Cash Manager. Further diskettes can be prepared using the Global $V utility if necessary.

Once the cycle code has been defined, and provided that the correct diskette have been mounted, the security copy will be made. All your files will be copied and merged together into one file on one or more diskettes. As the operation proceeds, messages are displayed informing you what's happening:


... copying filename from CBDATA on unit ..

As each diskette is filled a message appears:


... verifying Backup diskette number
You will be required to mount the next diskette if another is required. If your computer has two diskette units, CBDATA is mounted as usual and the security diskette replaces the program diskette. For computers with a large‑capacity disk and a diskette unit, the security diskettes are mounted in turn in the diskette unit. For computers with an exchangeable disk cartridge, you are asked to mount the cartridge containing the relevant security cycle.

Each security disk is re‑read as soon as it has been created, to ensure that it has been written correctly. If an error is detected, you are given the opportunity to replace it with one of your spare security disks, and the copy is automatically repeated.

When the operation is complete the following message appears where X is the relevant cycle code:


Data has been secured on security volume cycle code X
Press RETURN to take you back to the Reconciliation menu.
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Enter 0 for all companies        

Figure 71 - The Print Nominal Ledger Posting Screen

PRINTING NOMINAL LEDGER POSTINGS

If you are not using integration to the Global 2000 Nominal Ledger, bypass this option.

If Cash Manager is integrated with Nominal Ledger, this option enables you to print the nominal analysis details passed to the latter by Cash Manager.

Select the Print Nominal Ledger Postings option from the End of Period menu; the Print Nominal Ledger Posting screen appears. If you are using Cash Manager as a multi-company system, you are prompted to specify the company for which the report is to be printed. If you want it to show the details for just one company, enter the relevant company number: Cash Manager then supplies the company name. If you want the report to show details for all companies, press RETURN.

If you want the report to show all postings done since this report was last printed, press RETURN; if you want the report to be limited to postings dated not later than some particular date, key that date.

After you have specified the company if necessary, and the date, the following prompt appears:


Key Amend, Options, View 1st screen, <CR> to print, <ESC> to exit:

If you are operating Cash Manager on a multi-company basis, you can key A to amend your specification of the company and date. If you operating on a single company, you can amend the date only.

Key O or V to enter the report options and viewing facilities documented in Appendix B at the back of this manual.

To print the report, press RETURN.

To cancel the printing of the report and return to the End of Period menu, press ESCAPE.

CLOSING THE PERIOD

This option enables you to close a period. Analysis code detail will be cleared from the current period into this year's to date figures for comparison purposes.
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Figure 72 - Closing The Accounting Period

Selecting the Close Period option from the End of Period menu leads you to the Close Period screen. If you are operating Cash Manager on a multi‑company basis you will be prompted to enter the company number whose period you wish to close, and once you have done so, Cash Manager will supply the company name. The following baseline prompt will be displayed:


[RECONCILIATION IN PROGRESS.] Key [Amend,] Y to continue, <ESC> to exit:

The RECONCILIATION IN PROGRESS warning only appears if one of the cash books belonging to the company is being reconciled when you run Close Period.

Key A to change the company number, if you are using Cash Manager on a multi‑company basis. If you are using the system for a single company then the company name will already be supplied.

Press ESCAPE to return to the End of Period menu.

Key Y to continue closing the account period and the message "Updating accounts" appears.
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Is this the final period in the year ?(N)

Figure 73 - The Close Year Prompt

Closing the Year

The Close Period option also enables you to close a year. Analysis code detail will be cleared from this year's figures to date and become last year's figures. The two sets of figures can then be used for comparison in the new accounting year. After the accounting period has been closed, key <CR>. You are then prompted:

Is this the final period in the year? (N). If you key Y here, Cash Manager continues with closing the accounting year and the message "Updating accounts" appears on screen, followed by another message confirming that the accounting year has been closed. 

Press RETURN to go back to the End of Period menu.
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(             Purge date    05/12/94                                          (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
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Figure 74 - Clear Nominal Analysis Screen

CLEARING NOMINAL ANALYSIS

Before you attempt to clear analysis transactions, ensure that the following have taken place:

1.All the batches falling before the purge date have been printed.

2.If Nominal Ledger has been requested, a posting run has taken place.

3.The accounting period has been closed.

You are advised to clear nominal analysis transactions after you have posted to Nominal Ledger and closed the reconciliation. After using this facility, it is recommended to run the Reorganise Data Files option to regain disk space.

Select the Clear Nominal Analysis option from the End of Period menu. If you are operating Cash Manager on a multi‑company basis you are prompted to key the company number and once you have done so, Cash Manager displays the company name in confirmation. In single company operation, the company name is already displayed. In both cases, the default which appears as the purge date is the date of the last reconciliation. You may accept the default date by pressing RETURN, or supply your own.

After accepting or specifying a date, the following prompt appears:


Key Amend, Y to continue, <ESC> to exit:

Key A to amend the date, and if you are using Cash Manager in multi‑company operation, the company number.

Key Y to continue with the analysis transaction clearing and the message "Purging analysis records" appears. Provided that all the batches dated up to and including the purge date entered have been printed, the transactions will be dropped from Cash Manager altogether. Only transactions dated after the last reconciliation will not get cleared. 

When the purge is complete, you are advised that records have been cleared. Press RETURN to take you to the Reorganise Data Files option (see the next chapter). Key R to reorganise cleared records.

Pressing ESCAPE leads you back to the End of Period menu.

CLEARING TRANSACTIONS

Before attempting to clear cash book transactions, you must ensure that the three actions listed on the previous page have taken place. You should clear transactions after you have closed a reconciliation so that the files do not get full.
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Figure 75 - The Clear Transactions Screen

Choose the Clear Transactions option from the End of Period menu and the screen above is displayed. You are prompted to enter the cash book number and Cash Manager supplies the name and a default purge date (the date of the last reconciliation), which you can accept or reject.

Note that you cannot supply a date which is earlier than the last closing date at this point.

After accepting or specifying a date, the following prompt appears:


Key Amend, Y to continue, <ESC> to exit:

Key A to amend the date, and if you are using Cash Manager in multi‑company operation, the company number.

Key Y to continue with the transaction clearing and the message "Purging records" appears. Provided that all the batches dated up to and including the purge date entered have been printed, the transactions will be dropped from Cash Manager altogether. Only transactions dated after the last reconciliation will not get cleared. 

When the purge is complete, you are advised that records have been cleared. Press RETURN to take you to the Reorganise Data Files option (see the next chapter). Key R to reorganise cleared records.

Press ESCAPE to return to the End of Period menu.

MASTER FILE MAINTENANCE
When you select the Master file maintenance option from the Global 2000 Cash Manager main menu, the Master File Maintenance menu appears. 
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Wyse 7000i                                                 Monday 05/12/94 11.46

((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
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                       Maintain exchange rates . . . . 6

                       Exit. . . . . . . . . . . . .<CR>

                       Please select a function       :

Figure 76 - The Master File Maintenance Menu

The options available to you are:

Maintain companies. Use this option to set up and maintain the details of the companies that will feature in the cash book. Note that this option is only available when you are using Cash Manager on a multi‑company basis.

Maintain cash books. Use this option to maintain up to 99 cash books.

Maintain nominal analysis codes. Use this option to set up and maintain up to 9999 analysis codes per company of all income and payments entries.

Maintain standing orders Use this option to maintain any standing orders that occur.

Maintain help screens. Use this option to maintain the help screens during posting to display the 19 analysis codes most often used.

Maintain exchange rates. Use this option to maintain the current exchange rates on the currency file.

As mentioned in the Data Take‑on section, you should have taken a print‑out of the data you have entered on the initial set‑up of each cash book. This will enable you to work through each step with the relevant information at hand.
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((((((((((((((((((((((((((((( MAINTAIN COMPANIES ((((((((((((((((((((((((((((((
(                                                                             (
(Comp  Company name                       Base  N/L in  Nominal Ledger details(
(  no                                     curr  use ?   Comp    Type   Length (
(   1  M & S (MANUFACTURING) LTD            1    Y        1       N       6   (
(   2  M & S (SERVICES) LTD                 1    Y        2       N       6   (
(   3  M & S (GERMANY) LTD                  4    N                            (
(   4                                                                         (
(   5                                                                         (
(   6                                                                         (
(   7                                                                         (
(   8                                                                         (
(   9                                                                         (
(  10                                                                         (
(  11                                                                         (
(  12                                                                         (
(  13                                                                         (
(  14                                                                         (
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Key company number, Back, Delete, Print, <CR> for next, <ESC> to exit

Figure 77 - Maintaining Company Details

MAINTAINING COMPANIES

Select the Maintain Companies option from the Master File Maintenance menu to set up the details of the companies featuring in the cash books. This will lead you to the Maintain Company Details screen, which has the following baseline prompt:


Key company number, Back, Delete, Print, <CR> for next,











 <ESC> to exit:

To add another entry, key the required company number between 1 and 99 and the cursor will move to the specified line. If the screen is full, then press RETURN for the next screen until you find a free line. You must then supply the following details:

Base curr. This refers to the currency in which the nominal analysis codes for that company are held and in which the company posts to Nominal Ledger.

N/L in use ? If the company is not going to use Nominal Ledger, then key N to this prompt. If it is, key Y, and you will have to supply information about the following Nominal Ledger details. Ensure that the details you enter here correspond to the details entered for the company in the Global 2000 Nominal Ledger:

Comp. The Nominal Ledger company number to which details will be posted.

Type. The Nominal Ledger code type: either using just numbers (numeric ‑ N) or using letters and numbers (alphanumeric ‑ A).

Length. The length of the Nominal Ledger account code. It must be within the range 1 to 10.

Once you have finished keying the details, the "Key company number..." prompt appears again. If you are not happy with the entry and want to amend it, simply key the line number again and press RETURN to those fields you do not want to change. Otherwise, key another company number and carry on entering the details. 

If you wish to delete a company, key D to the baseline prompt and then the appropriate line number. Note that it is not possible to delete the company if:

•The company has a cashbook with an outstanding balance.

•A cashbook associated with the company is password protected and you cannot supply the password.

Key B to take you back a screen. If you key B when you are on the first screen, with entries numbered from 1 to 18, then a wraparound facility enables you to display the last screen, with entries numbered from 91 to 99.

Pressing RETURN takes you to the next screenful of company details. RETURN works like the Back facility above, so if you are at the last screen of details, pressing RETURN will take you on to the first screen with entries numbered from 1 to 18.

Key P to print the contents of the company file to keep for your records. The following baseline prompt is then displayed:


Key Options, View 1st screen, <CR> to print, <ESC> to exit:

Key O or V to enter the report options and viewing facilities documented in Appendix B at the back of this manual.

Press RETURN to print the company details.

Press ESCAPE to cancel the print and return to the "Key company number..." prompt.
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( ((((((((((((     Company                                                    (
(                                                                             (
(         Cash book number            Name                                    (
(                                                                             (
(           Account number            Currency                                (
(                                                                             (
(    Sales ledger in use ?            Balance                                 (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
( CODES      Cash book nominal                    Suspense account            (
( (((((                                                                       (
(                  VAT control                    Exchange control            (
(                                                                             (
(                     Discount                Sales ledger control            (
(                                                                             (
(      Purchase ledger control                     Payroll control            (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
( SECURITY      Enquiry password                   Update password            (
( ((((((((                                                                    (
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Key cash book number, <ESC> to exit

Figure 78 - Maintaining The Cash Book

MAINTAINING CASH BOOKS

Using Cash Manager enables you to maintain up to 99 cash books. You can type cash book names (up to 30 characters) in upper or lower case.

Selecting the Maintain Cash Books option from the Master File Maintenance menu takes you to the Maintain Cash Books screen, which is split up into three parts: Basic detail, Codes and Security.

Key the cash book number that you want to maintain and Cash Manager supplies its name and the corresponding details in the following fields:

Basic Detail

Company. The company to which the cash book you have just specified belongs.

Cash book number. The number, between 1 and 99, that you have given the cash book.

Name. The name you have given the cash book.

Account number. The bank account number relating to the cash book. This is a number of up to eight digits.

Currency. The local currency of the cash book. This can differ from the base currency of the company to which the cash book belongs. Transactions are held in the cash book local currency, but nominal analysis is kept in the company base currency.

Balance. The current balance of the cash book.

Codes

Nominal analysis codes. This relates to the nominal analysis codes set up in step 6 of Data Take‑on section. They are set up in the Maintain Nominal Analysis option and are used in the integration with Nominal Ledger:

Cash book nominal
VAT control
Sales Ledger control
Purchase Ledger control
Payroll Control
Suspense account
Exchange control
Discount
Security

Enquiry password. The password needed to access the cash book for enquiries. If it is not set up, anyone can make enquiries on Cash Manager data.

Update password. The password to be used to update the cash book contents. If the update password is not set up, the user must key the enquiry password to update the information. Note that these two passwords can be the same.

When you have selected a cash book number and supply the above information, the following prompt is displayed, enabling you to update or delete the information:


Key Amend, Delete, Print, Reselect, <ESC> to exit:

If the cash book is not in use (i.e. not active), then you can key D to delete it.

Key R if you want to look at the details of another cash book.

Key P to print out the information about the cash book.

Press ESCAPE to go back to the Master File Maintenance menu.

To amend any of the details in the cash book, key A and the baseline prompt changes, allowing you a number of options:


Key All, Basic detail, Codes, Security, <CR> to accept,











 <ESC> to exit:

To amend all the fields, key A.

Keying B enables you to change the entries in the Basic Detail section, while keying C or S enables you access to entries in the Codes and Security sections of the screen. 

Press RETURN to accept the changes you have made.

Press ESCAPE to return to the Master File Maintenance menu.

MAINTAINING NOMINAL ANALYSIS CODES

Selecting the Maintain Nominal Analysis option from the Master File Maintenance menu enables you to maintain up to 9999 analysis codes per company of all income and payment entries. Each code description may be typed in either upper or lower case and may be up to 30 characters long.

If you are using Cash Manager on a multi‑company basis, you are prompted to key a company number, which should be one that you supplied in the Maintain Companies option. Once you have supplied a valid company number, Cash Manager supplies the company name and the following prompt is displayed:


Key code number, <CR> to scroll:

You may key a nominal analysis code number to display that and all the subsequent numbers on screen, or press RETURN to display the first screenful of the codes. 
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(((((((((((((((((((((((((( MAINTAIN NOMINAL ANALYSIS ((((((((((((((((((((((((((
(                                                                             (
(   Company     1   M & S (MANUFACTURING) LTD                                 (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(  Code   Description                         Balance            NL account   (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(    10   POSTAGE AND STATIONERY                  936.54    1/2/001100        (
(    11   TELEPHONE                              4981.04    1/4/002303        (
(    12   RENT                                  14053.40    1/4/002306        (
(    13   T.HARDY CAR EXPENSES                   7581.19    1/2/002105        (
(    14   T.HARDY ENTERTAINMENT                  3155.79    1/3/002105        (
(    15   HEAT AND LIGHT                         1851.71    1/4/002305        (
(    16   PROPERTY MAINTENANCE                   1462.83    2/1/002300        (
(    17   CLEANING                               1731.52    1/4/002300        (
(    18   PETTY CASH                            (2105.04    1/4/001073        (
(    30   POULTRY COUNTER                       (5900.48    1/2/002000        (
(    31   VEGETABLE COUNTER                     (1095.25    1/2/002000        (
(    32   TOILETRY COUNTER                      (2134.00    1/2/002000        (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(                                                                             (
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Key code number, Delete, Print, Scroll, <ESC> to exit

Figure 79 - The Maintain Nominal Analysis Screen

At this point the baseline prompt changes to the following:


Key code number, Delete, Print, Scroll, <ESC> to exit:

Key S and press RETURN to view another screenful of codes.

To add a new code, key a number that is not already assigned and you are prompted to enter a description of up to 30 characters for the analysis code. After you press RETURN, you are then prompted to enter the integration code which will be used in conjunction with Nominal Ledger. If you have specified integration with Nominal Ledger in Cash Manager system parameters, then key two digits for the company, two for the department codes and six for the nominal account code. For the integration to work consistently, you must ensure that these codes are set up on Global 2000 Nominal Ledger.

Key P to get a print‑out of the codes already on file and a baseline prompt for the range of codes to be printed appears:


Press <CR> for all, <SPACE> to start from the beginning:

You can type the required analysis code for the start range, then press the SPACE bar to continue to the end, or key a full stop just to print out one code.

Press RETURN to print out all the codes.

Press the SPACE bar to start from the beginning.

If you want to delete a code, key D then the required code number. You are then prompted to confirm the deletion by keying Y. Note that if a code is active (i.e. the column total is greater than 0.00), you are prevented from deleting it and an error message appears.

Pressing ESCAPE from the above prompt takes you back to the Master File Maintenance menu.
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Figure 80 - The Maintain Standing Orders Screen

MAINTAINING STANDING ORDERS

When you select the Maintain Standing Orders option from the Master File Maintenance menu, the Maintain Standing Orders screen appears.

You are now prompted for the following details:

Cash book number. The number of the relevant cash book.

Payments or Receipts. Key P or R depending on whether the standing order is to be payed out or received.

Standing order no. This is automatically defaulted to the number of the last standing order you set up in Payments or Receipts, depending on your reply to the last field. You can type in a unique standing order number up to 9999. This number is used for reference purposes only.

Pay to/Receive from. This is displayed, depending on whether you have specified Payments or Receipts on the line above. You are allowed up to 30 characters to specify the identity of the payee or debtor.

Commencement date. The date on which the standing order is to start; pressing RETURN to this field defaults to the date the computer was signed on. 

Full amount. The full amount of the standing order (the initial payment/receipt plus the total of the standing order payments/receipts). This figure is only used for reference purposes, so if there is no full amount (e.g. the standing order is to be paid/received indefinitely) enter 999999999.

Initial payment/receipt. The initial amount that is to be paid/received. Again, this information is purely for reference purposes and the initial payment/receipt is not posted automatically.

Number of payments/receipts. This represents the number of payments or receipts to be made, or 9999 if they will be made indefinitely.

Payment/Receipt interval. This can be one of four alternatives: Q if the payments or receipts are to be made quarterly, H if half‑yearly, M if monthly and Y if yearly.

Payment/Receipt amount. Enter the payment/receipt amount.

Last payment/receipt date. The date on which the last payment or receipt was made. This field is updated by transaction posting.

The payment/receipt amount to be allocated is now shown at the bottom right of the screen and you should now allocate the standing order to one or more analysis codes. Enter the relevant details (up to 30 characters in length) in the Narrative field (or press RETURN to obtain the default of the narrative entered in the Pay to/Receive from field). 
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(((((((((((((((((((((((((( MAINTAIN STANDING ORDERS (((((((((((((((((((((((((((
( OPTIONS                                                                     (
( Cash book number       1      Midland Current Account                       (
( Payments or Receipts          PAYMENTS                                      (
( Standing order no.       1    Pay to          MR PRINTER                    (
( Commencement date      27/01/95         Full amount                 153.27  (
( Initial payment               0.00      Number of payments            2     (
( Payment interval   MONTHLY              Payment amount              153.27  (
( Last payment date  27/02/95                                                 (
( NOMINAL ANALYSIS                                                            (
(      NL Code                  Narrative                      Allocation     (
(   1    10  POSTAGE AND STA    MR PRINTER                            153.27  (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                         Unallocated                   0.00  (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key Amend, Delete, Print, Reselect, <ESC> to exit

Figure 81 - A Completed Standing Order

Then enter the amount allocated to this code. You can only end an allocation when the payment/receipt amount has been allocated and the figure in the bottom right corner has been reduced to zero. The figure above shows an example of a standing order payment. If the transaction currency is foreign to the local currency of the cash book then refer to the section on Transactions in a Currency Different from the Cash Book section earlier in this chapter.

After you have entered the details, the following prompt is displayed:


Key Amend, Delete, Print, Reselect, <ESC> to exit:

Press ESCAPE to return to the Master File Maintenance menu.

Key R to choose another cash book number if you have made a mistake or want to set up another standing order.

Key P to print out the contents of the standing letter you have just set up. It is advisable to do this each time you set up a standing order so you have a record of it on file.

Key A to alter some or all of the values you have just supplied and the baseline prompt changes to the following:


Key All, Options, Nominal analysis, <CR> to accept, 











 <ESC> to exit:

Key A if you want to alter all the entries you have made. Key O if you just want to alter the options you have supplies, or key N if you want to alter the nominal analysis. 

Press RETURN to accept any changes you have made and return you to the previous prompt. 

Press ESCAPE to return to the previous prompt.

If you key D to the previous prompt ("Key Amend, Delete...") you can delete the whole standing order or just a single line if you wish.

MAINTAINING HELP SCREENS

Select the Maintain Help Screens option from the Master File Maintenance menu to customise the posting screen templates for payments and receipts and display the 18 nominal analysis codes that you use most often, including VAT. The templates comprise a number of slots and each slot holds an analysis code number and code description name of up to 15 characters.
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(((((((((((((((((((((((((((( MAINTAIN HELP SCREENS ((((((((((((((((((((((((((((
(                                                                             (
(         Cash book number    1       Midland Current Account                 (
(                                                                             (
(     Payments or Receipts   P        PAYMENTS                                (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(   Slot    Code    Short name         (     Slot   Code    Short name        (
(                                      (                                      (
(     1       41    VAT ACCOUNT        (      11      17    CLEANING          (
(     2       10    POSTAGE AND STA    (      12      18    PETTY CASH        (
(     3       11    TELEPHONE          (      13                              (
(     4       12    RENT               (      14                              (
(     5       13    T.HARDY CAR EXP    (      15                              (
(     6       14    T.HARDY ENTERTA    (      16                              (
(     7       15    HEAT AND LIGHT     (      17                              (
(     8       16    PROPERTY MAINTE    (      18                              (
(     9                                (      19                              (
(    10             SUNDRY             (      20            TOTAL             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key slot number, Delete, Next, Print, Reselect

Figure 82 - Nominal Analysis Help Information Screen

You are first prompted to key the number of the Cash book for which you want to create a customised posting screen. After doing this you are prompted to key P for payments or R for receipts, depending on the screen type that you wish to customise. See the figure on the previous page for an example of a receipts help screen for cash book 1. A prompt at the bottom of the screen enables you to amend, delete or print templates, or go to the next screen:


Key slot number, Delete, Next, Print, Reselect:

To add a new template, simply key the next vacant slot number, followed by the code number (up to 9999) of the analysis code you wish to appear in the slot which causes its description name to be displayed. You are then asked to enter an alternative short name of up to 15 characters in length or else you can press RETURN to accept the default of the first 15 charac​ters of the full 30 character description.

Key the slot number of the template you want to amend (note that the slot need not necessarily be on screen), and proceed exactly as above. Note that it is possible to have the same analysis code occupying two slots; this enables you to display a code that is used very often on both templates. Nominal analysis code slot numbers 1, 10 and 20 are reserved for using during the posting process, so you will not be able to amend them.

During posting, any amount allocated to an analysis code which does not have a slot on the customised posting template will appear in slot 10, marked `SUNDRY'.

Press ESCAPE to lead back to the cash book number prompt to customise further posting screens.
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((((((((((((((((((((((((((( MAINTAIN EXCHANGE RATES (((((((((((((((((((((((((((
(    Code    (    Currency                   (             Rate   (   Active  (
(      1     (   STERLING                    (          1.00000   (     Y     (
(      2     (   US DOLLARS                  (          1.66480   (     Y     (
(      3     (   FRENCH FRANCS               (         10.48290   (     N     (
(      4     (   GERMAN MARKS                (          3.11870   (     Y     (
(      5     (   ITALIAN LIRA                (       2311.00000   (     N     (
(      6     (                               (                    (           (
(      7     (                               (                    (           (
(      8     (                               (                    (           (
(      9     (                               (                    (           (
(     10     (                               (                    (           (
(     11     (                               (                    (           (
(     12     (                               (                    (           (
(     13     (                               (                    (           (
(     14     (                               (                    (           (
(     15     (                               (                    (           (
(     16     (                               (                    (           (
(     17     (                               (                    (           (
(     18     (                               (                    (           (
(     19     (                               (                    (           (
(     20     (                               (                    (           (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key currency code, Back, Delete, Print, Rates, <CR> for next, <ESC> to exit

Figure 83 - The Maintain Exchange Rates Screen

MAINTAINING EXCHANGE RATES

Select the Maintain Exchange Rates option from the Master File Maintenance menu to update the currency file with the latest exchange rates. This takes you to the screen shown in the figure above.

Cash Manager is multi‑currency, allowing you to make postings in up to 98 currencies in addition to sterling. The description of each currency may be typed in either upper or lower case and a length of 25 characters is allowed.

On initial set‑up this screen will display currency code 1 as being STERLING and the following baseline prompt offers you some options to view and change the contents of the currency file:


Key currency code, Back, Delete, Print, Rates, <CR> for next, <ESC> to exit:

By keying the required code number, even of a code that is not displayed on screen, you can add a new currency or change the name and the exchange rate of a currency already on file.

Key R to alter the exchange rates for all the currencies listed on screen.

Key B to look back at the previous screen of codes. Similarly, pressing RETURN enables you to look at the next screen of information. The screen wraparound facility is also in operation, as explained earlier in this chapter.

Key D to delete a currency from the file and you are prompted to specify the required currency code. However, note that you will not be able to delete the entry for any currency which is listed as being active (Y in the Active column), because transactions have been posted in that currency.

To print out the contents of the currency file, then key P to the baseline prompt.

Press ESCAPE once you have finished with the currency file to return to the Master File Maintenance menu. 




SYSTEM MAINTENANCE
When you select the System maintenance option from the Global 2000 Cash Manager main menu, the System Maintenance menu appears.

PRIVATE 

Wyse 7000i                                                 Monday 05/12/94 12.31

((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
V 6.1                      GLOBAL 2000 ( CASH MANAGER

                           ((((((((((((((((((((((((((
                              SYSTEM MAINTENANCE

                       (((((((((((((((((((((((((((((((((
                       Reallocate data files . . . . . 1

                       Maintain system parameters. . . 2

                       Set passwords . . . . . . . . . 3

                       Maintain system request . . . . 4

                       Maintain autoposting interface. 5

                       Reorganise data files . . . . . 6

                       Exit. . . . . . . . . . . . .<CR>

                       Please select a function       :

Figure 84 - The System Maintenance Menu

The options available to you are:

Reallocate data files. Use this option to reallocate the size of data files when they become full.

Maintain system parameters. Use this option to maintain the system parameters.

Maintain system request. Use this option to maintain system requests. 

Maintain autoposting interface. Use this option to create and delete automatic posting definitions.

Reorganise data files. Use this option immediately after initial data take‑on, then regularly to obtain optimum performance from your Cash Manager system.

REALLOCATING DATA FILES

Files can become full as a result of adding more transactions than were allowed for during the initial allocation described in the Data Take‑on section of this manual. By selecting the Reallocate Data Files option from the System Maintenance menu, you can increase the size of the data files.

PRIVATE 

(((((((((((((((((((((((((((( REALLOCATE DATA FILES ((((((((((((((((((((((((((((
(    Data Files                  Current Allocation        New Allocation     (
(                              Recs.    Used        Size    Recs.        Size (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
( CBA ( Nominal transactions(    500 (   311 (     57884 (    500 (     60214 (
( CBN ( Nominal headers     (    500 (    56 (     55460 (    500 (     55460 (
( CBT ( Payments            (    304 (    35 (     37432 (    304 (     37432 (
( CBR ( Receipts            (    404 (    17 (     49000 (    404 (     49000 (
( CBU ( Cheque reference    (    200 (    87 (      6064 (    200 (      6064 (
( CBB ( Batch headers       (    200 (    61 (     38700 (    200 (     38700 (
( CBZ ( Posting analysis    (     25 (    15 (     31488 (     16 (     31488 (
( CBH ( Reconciliatn Headers(    291 (     4 (     14348 (    291 (     14348 (
( CBO ( Standing orders     (    200 (     1 (     97198 (    200 (     97198 (
( CAN ( Nominal interface   (    415 (   274 (     53248 (    415 (     53248 (
(     (                     (        (       (           (        (           (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
                                     (Totals      440822              443152  (
                                     (                                        (
                                     (Space remaining on CBDATA      1095168  (
                                     ((((((((((((((((((((((((((((((((((((((((((
Figure 85 - Reallocating Data Files

First, messages that Cash Manager is copying files to a work unit and then copying them back to a data unit are displayed. Then the Reallocate Data Files screen is displayed so that you can select a new number of records for each file, or press RETURN to leave the file size unchanged. 

On completing the reallocation the following prompt appears:


Key A to amend, C to cancel, <CR> or <ESC> to continue: 

Key A if you want to change the record numbers you have just entered.

Key C to cancel all the record numbers you have specified and accept a default of the previous set of record numbers.

Press RETURN or ESCAPE to proceed with reallocating the data files. A message then appears letting you know which of the files are being copied back from the work volume to the new sizes on your data unit. 

Once this procedure has been completed, you are returned to the main menu.

PRIVATE 

(((((((((((((((((((((((((( MAINTAIN SYSTEM PARAMETERS (((((((((((((((((((((((((
(                                                                             (
(  Multi companies in use? Y                                                  (
(                                                                             (
(                                                                             (
(                                                                             (
(      Group name                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(      Nominal Ledger code separator   /                                      (
(                                                                             (
(                                                                             (
(  Are future dated transactions allowed ?  Y                                 (
(   Consolidate Sales Ledger receipts ?     N       Criteria ? (A/B/R)        (
(   Consolidate Purchase Ledger payments ?  N       Criteria ? (A/B/R)        (
(   Consolidate Payroll payments ?          N       Criteria ? (A/R)          (
(                                                                             (
(                              Work volume  $$WORK                            (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key Amend, <CR> to continue, <ESC> to exit

Figure 86 - Maintaining System Parameters (1)

MAINTAINING SYSTEM PARAMETERS

Choose the Maintain System Parameters option from the System Maintenance menu and the screen above is displayed; this is the first of three parameters screens.

The following baseline prompt is then displayed:


Key Amend, <CR> to continue, <ESC> to exit:

Press RETURN if you want to move on to the second parameters screen, or press ESCAPE to go back to the System Maintenance menu. 

Key A to amend any of the following details:

Multi companies in use? This refers to whether or not Cash Manager is being used for a number of companies. If you press RETURN to accept the default Y for multi‑company, you must reply to this field: 

Group name. A name of up to 30 characters for the group of companies. This will appear on Cash Manager reports.

If you are going to use Cash Manager on a single company basis, then key N and you will have to specify details in the following fields:

Company name. The name of the company using Cash Manager, up to 35 characters; this field replace Group name when you choose single company operation.

Company currency code. The currency in which that company's accounts will be settled.

Is Nominal Ledger in use? Key Y if you are going to use Nominal Ledger, otherwise key N and you will not be prompted for a reply to the three following fields:

Nominal Ledger company. Key the company code used in Nominal Ledger.

Account code length. Key the nominal analysis account code between 1 and 10 that you want to use.

Alpha or numeric. This refers to the above account code, A for alphabetic, N for numeric.

In both single and multi‑company operation, you must then supply information for the following fields:

Nominal Ledger code separator. The character used as a separator for the different parts of the Nominal Ledger code.

Are future dated transactions allowed? If you are going to allow a transaction date in advance of the system date on your computer, then key Y here.

Consolidate Sales Ledger receipts. If you wish to represent each Sales Ledger transaction as a single transaction in Cash Manager, key N here. Key Y to this field to add together the totals for all the transactions posted from Sales Ledger and represented in cash book details, reconciliations and postings as a single transaction. If you key Y, you are then prompted:

Criteria ? (A/B/R) Key A to consolidate all transactions from a Sales Ledger automatic posting into a single cash book entry. Key B to consolidate all transactions from the Sales Ledger batch into a single cash book entry. Key R to consolidate all transactions from Sales Ledger with the same reference into a single cash book entry.

Consolidate Purchase Ledger payments. If you wish to represent each Purchase Ledger transaction as a single transaction in Cash Manager then key N here. If you key Y to this field, then the totals for all the transactions posted from Purchase Ledger will be added together and represented in cash book details, reconciliations and postings as a single transaction. If you key Y here, you are prompted:

Criteria ? (A/B/R) Key A to consolidate all transactions from a Purchase Ledger automatic posting into a single cash book entry. Key B to consolidate all transactions from the same Purchase Ledger batch into a single cash book entry. Key R to consolidate all transactions from Purchase Ledger with the same reference into a single cash book entry.

Consolidate Payroll payments. If you key Y to this field then all payments paid made in Payroll (whether by cheque, cash or credit transfer) will be added together and represented in cash book details, reconciliations and postings as a single transaction. Note that this will mean that you won't be able to check your Payroll transactions against your bank statement, where each transaction is represented as a single entry. After you key Y, you are then prompted:

Criteria ? (A/R) Key A to consolidate all transactions from a Payroll automatic posting into a single cash book entry. Key R to consolidate all transactions from Payroll with the same reference into a single cash book entry.

Work volume. The name of the work volume (usually $$WORK).

PRIVATE 

(((((((((((((((((((((((((((((  SALES LEDGER UNITS (((((((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(                                                                             (
(     Line     Unit      Volume      Name                                     (
(     ((((     ((((      ((((((      ((((                                     (
(        1      z36      SLDATA      Sales Ledger on unit z36                 (
(        2      z37      SLDATA      Sales Ledger on unit z37                 (
(        3      z39      SLDATA      Sales Ledger on unit z39                 (
(        4      z40      SLDATA      Sales Ledger on unit z40                 (
(        5      z21      SLDATA      Sales Ledger on unit z21                 (
(        6      z96      SLDATA      Sales Ledger on unit z96                 (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key line, Amend all, Delete, Search, <CR> to confirm, <ESC> to exit

Figure 87 - Maintaining System Parameters (2)

When you have finished amending the screen contents and wish to move on to the next screen, press RETURN which will lead to the screen above, and the following baseline prompt if entries already appear on the screen:


Key line, Amend all, Delete, Search, <CR> to confirm,











 <ESC> to exit:

If you are not using Sales Ledger with Cash Manager, or you do not wish to change the existing Sales Ledger units, then press RETURN again to lead on to the third parameters screen, for Purchase Ledger integration (see the figure over).

PRIVATE 

(((((((((((((((((((((((((((( PURCHASE LEDGER UNITS ((((((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(                                                                             (
(     Line     Unit      Volume      Name                                     (
(     ((((     ((((      ((((((      ((((                                     (
(        1     W19       PLDATA      Purchase Ledger on unit W19              (
(        2     j43       PLDATA      Purchase Ledger on unit j43              (
(        3     j46       PLDATA      Purchase Ledger on unit j46              (
(        4     j70       PLDATA      Purchase Ledger on unit j70              (
(        5     j86       PLDATA      Purchase Ledger on unit j86              (
(        6     j87       PLDATA      Purchase Ledger on unit j87              (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key line, Search, <CR> to confirm, <ESC> to exit

Figure 88 - Maintaining System Parameters (3)

The Sales Ledger units screen enables you to specify up to 12 units on your computer which contain Sales Ledger data. Key the next vacant line number to add a new entry, or the line number of the entry you wish to amend. As well as the unit number, you are prompted to enter the volume name (up to six characters) and a descriptive name (up to 30 characters) which defaults to "Sales Ledger data on unit uuu" where uuu is the unit number you have just keyed.

Key A to amend all the entries on screen.

If you wish to delete an entry, then key D followed by the line number you wish to delete. 

You may not be sure of the unit addresses of Sales Ledger data present on your system, so you can key S for a search which will look through all the units on your computer and then if any Sales Ledger units are found, include them in the on‑screen list.

Press ESCAPE to go back to the System Maintenance menu. 

Press RETURN to confirm the contents of this second parameters screen and go on to the Purchase Ledger Units screen, which works in the same way as the Sales Ledger screen. Then the Payroll Units screen is displayed, which also works in the same way as the Sales Ledger screen.

SETTING PASSWORDS

When you select the Set Passwords option from the System Maintenance menu, the Amend Passwords screen appears.

PRIVATE 

(((((((((((((((((((((((((((((( AMEND PASSWORDS ((((((((((((((((((((((((((((((((
(                       Password description        Password                  (
(                   1   Transaction Posting         ( NONE (                  (
(                   2   Reports and Enquiries       ( NONE (                  (
(                   3   Major Data Update           ( NONE (                  (
(                   4   System Management           ( NONE (                  (
(                   5   Cash Plan                   ( NONE (                  (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key line, All, <ESC> to exit

Figure 89 - The Amend Passwords Screen

The following baseline prompt appears:


Key line, All, <ESC> to exit:

Key the line number of the password you wish to update.

Key A to update all the passwords on the screen.

Press ESCAPE to exit from the Amend Passwords screen.

The menu handling facilities mentioned in the Introduction enable you to set up passwords for each option on each menu if you wish. If you have set up more than one screenful of passwords, then you have the option at the above baseline prompt to key N for the next screenful of passwords, B for back a screen, and F for first screen (if there are several).

PRIVATE 

((((((((((((((((((((((((((( SYSTEM REQUEST SUMMARY ((((((((((((((((((((((((((((
(                                                     Display parameters      (
(    Name        Title                                ((((((((((((((((((      (
(    ((((        (((((                            Co.No   Desc    Bal NL acc  (
(  1 CBX03       Nominal Analysis Codes Enquiry     1     N        Y    N     (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key Add, <ESC> to exit

Figure 90 - The Maintain System Request Screen

MAINTAINING THE SYSTEM REQUEST SUMMARY

You can set up a system request summary on your version of Cash Manager which allows you to look at information about the nominal analysis codes at any time. Selecting the Maintain System Request option from the System Maintenance menu leads you to the Maintain System Request screen, where you are prompted:


Key [line to amend,] Add, [Delete,] <ESC> to exit:

If there are no system requests already set up, then the options in square brackets will not appear in the prompt. 

If you want to delete an entry when the option is available, key D, then the appropriate line number. 

Pressing ESCAPE to return to the System Maintenance menu.

PRIVATE 

((((((((((((((((((((((((((( MAINTAIN SYSTEM REQUEST (((((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(     Operator  MWB                                                           (
(                                                                             (
(     Last updated  05/12/94    12.36.17                                      (
(                                                                             (
(     Request name  CBX03                                                     (
(                                                                             (
(     Description   Nominal Analysis Codes Enquiry                            (
(                                                                             (
(     Do you want to ask for company number ? N        Company number         (
(                                                                             (
(     Do you want description to be displayed ? N      Length (10(30)         (
(                                                                             (
(     Do you want balance to be displayed ? N                                 (
(                                                                             (
(     Do you want Nominal Ledger account to be displayed ? N                  (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Figure 91 - Maintaining The System Request

To amend an existing entry key the appropriate line number and the screen above appears.

Key A to add a new system request and the Maintain System Request screen appears. The following fields are already completed and you cannot change them:

Operator. Displays the initials provided by the operator when signing on.

Last updated. Cash Manager supplies the current system date and time.

You are then prompted for replies to the following fields:

Request name. The system request name of up to 10 alphanumeric characters. This is defaulted to CBX03. You may accept the default name each time you create a system request summary because there is an option to overwrite the existing one when you have supplied all the details.

Description. This explains what the system request does. Up to 30 characters are allowed. It is defaulted to Nominal Analysis Codes Enquiry.

Do you want to ask for company number? If the system request is to ask for the company number, then key Y here. The default is N which requires you to key a company number for the system request.

Do you want description to be displayed? If you decide to include the description of the nominal analysis codes, then key Y and then the number of characters (between 10 and 30) to be allowed for the description.

Do you want balance to be displayed? If the balance is to be displayed, key Y.

Do you want Nominal Ledger account to be displayed? If the Nominal Ledger account is to be displayed, key Y here.

After replying to the appropriate fields, the following baseline prompt appears:


Key Amend, <CR> to accept, <ESC> to exit:

Key A to amend any of the fields outlined above.

Press RETURN to accept the replies you have made.

Press ESCAPE to return to the System Maintenance menu.

Once you have set up a system request, you can key <SYSREQ> E at any point in Cash Manager to use it. You are then prompted for the name of the system request you wish to use (in this case the system request name you supplied in the first field of the Maintain System Request Screen).

The following prompt then appears:


Key code to scroll from, <CR> for all, <ESC> to exit:

Pressing ESCAPE takes you out of the system request.

If you press RETURN, you may list all the nominal analysis codes with the above accompanying information.

You may also key the number of the code from which you want to start the listing.

Once you have displayed a listing, a new prompt is displayed:


Key line number, [Next page,] <ESC> to exit:

If there are more than twenty analysis codes, then you can key N to look at the next page.

If you want to transfer a specific code number from the list to the position of the cursor on screen then exit from the system request (particularly useful for entering codes for transaction posting), key the line number at which it appears and press RETURN. 

MAINTAIN AUTOPOSTING INTERFACE

This option is used to create and delete automatic posting interface definitions. 

PRIVATE 

((((((((((((((((((((((((( MAINTAIN AUTOPOSTING INTERFACES (((((((((((((((((((((
(          Title          File    Volume Unit Consolid? Criteria User   Date  (
( 1.                                                                          (
( 2.                                                                          (
( 3.                                                                          (
( 4.                                                                          (
( 5.                                                                          (
( 6.                                                                          (
( 7.                                                                          (
( 8.                                                                          (
( 9.                                                                          (
(10.                                                                          (
(11.                                                                          (
(12.                                                                          (
(13.                                                                          (
(14.                                                                          (
(15.                                                                          (
(16.                                                                          (
(17.                                                                          (
(18.                                                                          (
(19.                                                                          (
(20.                                                                          (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key Add, Delete, <ESC> to exit

Figure 92 - The Maintain Autoposting Interfaces Window

When you select this option from the System Maintenance menu, a list of the currently defined automatic posting interfaces is displayed with the following baseline prompt:

Key Add, Delete, <ESC> to exit:

Key A to add a new interface definition to the current list. You can define up to 20 interfaces using this option. You are prompted:

Title. Enter a 20 character description of the interface being added to the list.

Filename. Enter the name (up to eight characters) of the posting file for the interface.

Volume. If a check on the name of the volume containing the above file is required prior to posting, enter a volume-id of up to six characters on which the file should be found. Leave blank if volume-id checking is not required for this interface.

Unit. Enter the three character logical unit-id or physical unit address of the interface file.

Consolidate? Key N to produce an individual posting for each valid entry on the interface file. Key Y to consolidate entries on the interface file using the criteria shown.

Criteria. Key A to post all entries on the interface file to a single posting on the Cash Book for each autoposting run. Key R to consolidate entries on the interface file having the same reference into a single posting onto the cash book for each autoposting run. Key B to consolidate entries on the file belonging to the same batch in the sending system into a single posting for each autoposting run.

The date and operator-id for the most recent posting through each interface are displayed if available.

Key D to delete one of the interface definitions currently displayed on the screen. You will be asked to supply the line number of the interface to be deleted and asked to confirm that the deletion is to take place.

REORGANISING DATA FILES

The Cash Manager data files should be reorganised from time to time, to ensure optimum performance and to regain the disk space occupied by any deleted items.

It is advisable to reorganise the files immediately after the initial data take‑on and subsequently whenever the response time slows down. Other suitable points for reorganisation which will let you get the optimum performance from Cash Manager are after closing a reconciliation, deleting a batch and clearing transactions and nominal analysis (where you'll be prompted to reorganise).

Choose the Reorganise Data Files option from the System Maintenance menu to start file reorganisation.

PRIVATE 

(((((((((((((((((((((((((((( REORGANISE DATA FILES ((((((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(                                                                             (
(    (((((((((( File (((((((((((    (((((((((((((( Status ((((((((((((((      (
(                                                                             (
(    CBA     Nominal transactions   Successful                                (
(    CBN     Nominal headers        Successful                                (
(    CBT     Cash book payments     Successful                                (
(    CBR     Cash book receipts     Successful                                (
(    CBU     Cheque reference       Successful                                (
(    CBB     Batch headers          Successful                                (
(    CBZ     Posting analysis       Successful                                (
(    CBH     Statement only items   Successful                                (
(    CBI     Unpresented cash       Successful                                (
(    CBO     Standing orders        Successful                                (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Reorganisation complete.    Key <CR>

Figure 93 - The Reorganise Files Screen

The file reorganisation will proceed. On completion, a confirming message is displayed (as above). Press RETURN to go back to the main menu. 




ENQUIRIES
When you select the Enquiries option from the Global 2000 Cash Manager main menu, the Enquiries menu appears.

PRIVATE 

Wyse 7000i                                                 Monday 05/12/94 15.24

((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
V 6.1                      GLOBAL 2000 ( CASH MANAGER

                           ((((((((((((((((((((((((((
                                   ENQUIRIES

                       (((((((((((((((((((((((((((((((((
                       Display file status . . . . . . 1

                       Display batch summary . . . . . 2

                       Display cash book details . . . 3

                       Display nominal analysis. . . . 4

                       Exit. . . . . . . . . . . . .<CR>

                       Please select a function       :

Figure 94 - The Enquiries Menu

These are the options available:

Display file status. Use this option to look at the number of records stored in all the files used by Cash Manager, and to print out the status.

Display batch summary. Use this option to display information about batches you have posted on screen.

Display cash book details. Use this option to enquire on different cash book postings and get an expanded detailed breakdown of how postings were originally analysed during the posting process.

Display nominal analysis. Use this option to display nominal analysis code detail and running balances.

The enquiry options enable you to display how payments or receipts were analysed, or look at nominal analysis code details and details of batches posted.

PRIVATE 

((((((((((((((((((((((((((((((((( FILE STATUS (((((((((((((((((((((((((((((((((
(                                                                             (
(      File                                    Records in file                (
(      ((((                                    (((((((((((((((                (
( Name      Description               Total      Used             Free        (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
( CBA    ( Nominal transactions  (     483  (       274( 56%) (    209( 44%)  (
( CBN    ( Nominal headers       (     500  (        54( 10%) (    446( 90%)  (
( CBT    ( Payments              (      99  (        53( 53%) (     46( 47%)  (
( CBR    ( Receipts              (     199  (        25( 12%) (    174( 88%)  (
( CBU    ( Cheque reference      (     190  (        78( 41%) (    112( 59%)  (
( CBB    ( Batch headers         (     200  (        56( 28%) (    144( 72%)  (
( CBZ    ( Posting analysis      (     300  (        15(  5%) (    285( 95%)  (
( CBH    ( Reconciliation Headers(     200  (         6(  3%) (    194( 97%)  (
( CBI    ( Unpresented cash      (     200  (        24( 12%) (    176( 88%)  (
( CBO    ( Standing orders       (     200  (         1(  0%) (    199(100%)  (
( CAN    ( Nominal interface     (     400  (       259( 64%) (    141( 36%)  (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key Print, <ESC> to exit

Figure 95 - Enquiring On File Status

DISPLAYING FILE STATUS

Select the Display File Status option from the Enquiries menu to see how many records there are on each Cash Manager file, and how much room there is left.

The File Status screen is displayed with a prompt:


Key Print, <ESC> to exit:

Key P to print out the contents of the screen to keep on file for reference; you are then returned to the Enquiries menu.

Press ESCAPE to return to the Enquiries menu.

PRIVATE 

(((((((((((((((((((((((((((((((( BATCH SUMMARY ((((((((((((((((((((((((((((((((
(                                                                             (
(  Cash book number   1      Midland Current Account                          (
(  Transaction type  PAYMENTS                                                 (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(Batch  Date      Status  Operator  Type                   Total        No.of (
(   no                                                    posted        items (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(    1  11/03/95           AT       Direct                  338.46         4  (
(    2  11/03/95           AT       Direct                   30.03         1  (
(    3  11/03/95           AT       Direct                  513.04         5  (
(   50  13/07/95           AT       Direct                11038.23         4  (
(   51  19/07/95           AT       Direct                10061.80         5  (
(   56  01/08/95           AT       Direct                  361.90         3  (
(   60  01/09/95           AT       Direct                 1379.46         2  (
(  125  25/03/95           AT       Direct                 5513.43         3  (
(  222  25/03/95  EMPTY    AT       Direct                    0.00         0  (
(  223  04/03/95           AT       Standing order          306.54         2  (
(  224  11/04/95           AT       Direct                 1300.00         1  (
(  225  11/04/95  PRINTED  AT       Direct                  287.50         2  (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key batch number, Reselect, <CR> for next page, <ESC> to exit

Figure 96 - Displaying A Batch Summary

DISPLAYING A BATCH SUMMARY

Select the Display Batch Summary option from the Enquiries menu to display batch information on the screen.

Key the number of the cash book on which you wish to enquire; this displays the cash book name. Key the batch number with which you want to start the enquiry. Next, you are prompted to enter the transaction type; P for payments, R for Receipts or J for Journals. The screen above is displaying payments for cash book number 1. After you have keyed your reply, information about the relevant batches appears together with the following baseline prompt:


Key batch number, Reselect, <ESC> to exit:

To view the contents of another batch number which isn't present on screen, key the required number.

Press ESCAPE to take you back to the Enquiries menu.

Key R if you wish to change the selection criteria for display.

The fields of information on the Batch Summary screen are as follows:

Batch no. The batch number.

Date. The date on which the batch was posted.

Status. The status of the batch. There are three alternatives: 

•PRINTED, for those you have printed.

•EMPTY, for batches which do not contain any transactions. 

•For those closed batches containing transactions which you have not printed, there will be a blank in this field.

Operator. The operator‑id of the person who posted the batch.

Type. This refers to the sort of posting. There are three kinds:

•Direct ‑ for batches posted straight to Cash Manager.

•Standing order ‑ for batches which represent a standing order.

•Sales, Purchase Ledger or Payroll ‑ if you have posted from one of those modules.

Total posted. The total amount posted in the batch.

No. of items. The number of transactions in the batch.

DISPLAY CASH BOOK DETAILS

Select the Display Cash Book Details option from the Enquiries menu to enquire on different cash book postings. This option gives an expanded and detailed breakdown of how postings were originally analysed during the posting process. Key the cash book number you wish to enquire upon; this automatically displays the cash book name, together with its base currency. 

You are then prompted to key P if you are enquiring on payments or R if you are enquiring on receipts. 

If you choose to enquire about payments, you are then prompted to key either D or C, depending on whether or not you want to display by date or cheque number. Deciding to display payments by date, you are then required to enter a starting date for the enquiry. However, should you wish to enquire on cheque numbers, you are then prompted to key the cheque reference instead. If you wish to display all the entries on file, you can press RETURN to the earliest payment date prompt, to accept the default ALL.

If you choose to enquire about receipts, you are then prompted to key either D or R, depending on whether or not you want to display by date or reference number. After selecting the date option, you are required to input a starting date for the enquiry. 

Keying R to the reference prompt will result in your having to supply a reference number instead. If you wish to display all the entries on file, you can press RETURN to the earliest receipt date prompt, to accept the default ALL.

PRIVATE 

(((((((((((((((((((((((((((((( CASH BOOK DETAILS ((((((((((((((((((((((((((((((
(  Cash book number   1   Midland Current Account                             (
(  Cash book balance      91489.16                                            (
(  Currency          STERLING                                                 (
(  Payments or Receipts   Payments                                            (
(  Display by date or cheque no.(D/C)   D                                     (
(  Earliest payment date                ALL                                   (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(     Date    Batch  Detail                          Cheque no.    Value      (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(   1 27/01/95  223  MR PRINTER                      SO   1          153.27   (
(   2 11/02/95  229  LOMBARD NORTH CENTRAL           538            1800.00   (
(   3 11/02/95  230  ROY SCOT TRUST                  565            1496.00   (
( * 4 12/02/95  125  L. SMITH                        124522         3063.43   (
(   5 27/02/95  223  MR PRINTER                      SO   1          153.27   (
(   6 29/02/95  231  TRUCK SERVICES                  560             190.61   (
(   7 04/03/95    1  T.H ELECTRICS                   124567          152.23   (
(   8 04/03/95    1  HIGH STREET GARAGE              124569           25.23   (
(   9 04/03/95    1  J. SMITH                        124571           36.00   (
(  10 04/03/95    1  SEB                             124572          125.00   (
( *11 05/03/95    2  PORT TAXES                      12469            30.03   (
(  12 07/03/95    3  AVIS                            124567          150.23   (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key line number, Reselect, <CR> for next page, <ESC> to exit

Figure 97 - The Cash Book Details Screen

Multi‑currency transactions which take place in a currency foreign to the cash book appear with an asterisk beside them. The Cash Book Details screen for payments in ascending order of cheque number is shown above; it features the following prompt:


Key line number, [Back,] Reselect, [<CR> for next page,]











 <ESC> to exit:

By keying the required line number, you can look at the expanded detail of the entry on screen. It gives a breakdown of how that line entry was analysed during the posting process. 

If there is more than one page of entries, then you may press RETURN or key B for back to go through the various pages.

Press ESCAPE to go back to the Enquiries menu.

By keying R, you may select another cash book or change any of the other selection criteria.

If there are more than twelve entries in this file, an extra option to press RETURN for the next page will appear in the prompt.

PRIVATE 

(((((((((((((((((((((((((( DISPLAY NOMINAL ANALYSIS (((((((((((((((((((((((((((
( Company  1 M & S (MANUFACTURING) LTD                This year        936.54 (
( Base curr  STERLING                                 Last year          0.00 (
( Code      10  POSTAGE AND STATIONERY                Current          936.54 (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(Prd   CB   Date      Batch   Details                              Amount     (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
( C     1   27/01/95    223   MR PRINTER                              153.27  (
( C     1   27/02/95    223   MR PRINTER                              153.27  (
( C     1   11/04/95    225   POST OFFICE COUNTERS LTD                 55.00  (
( C     1   13/07/95     50   MR LAND                                 120.00  (
( C     1   07/07/94    233   PAYMENTS TESTING 99 NL CODES            146.00  (
( C     1   07/07/94    234   TESTING                                  99.00  (
( C     1   07/07/94    235   TESTING                                 168.00  (
( C     1   08/07/94    240   AAA2                                     11.00  (
( C     1   10/10/94      2   Stamps & envelopes                       10.00  (
( C     1   13/10/94      3   CODE TEN                                 10.00  (
( C     1   24/10/94      4   JOURNAL BATCH 4: 1ST CA                  10.00  (
( C     1   24/10/94    245   TR1                                       1.00  (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key nominal code, Get date, <ESC> to exit 11

Figure 98 - Display Nominal Analysis Screen

DISPLAYING NOMINAL ANALYSIS

Select the Display Nominal Analysis option from the Enquiries menu to display nominal analysis code detail and running balances. If you are using Cash Manager on a multi‑company basis you must key the company number and once you have done so, the company name and its base currency is displayed automatically in confirmation. Pressing RETURN at this point enables you to return to the Enquiries menu. For single company operation, the company name and base currency will already be displayed, as above. The fields on the Display Nominal Analysis screen are as follows:

Prd. This stands for the cash book period to which the analysis code belongs. P represents the past period, and C the current period. Analysis codes from the past period will be cleared when you use the Clear Nominal Analysis option from the End of Period menu.

CB. The cash book in which the transaction has taken place.

Date. The date on which the transaction was posted.

Batch. The batch number to which the transaction belongs.

Details. This is the 30 character description that you used in transaction posting.

Amount. The amount of the transaction posted.

After you have keyed the required nominal code, the code description is displayed automatically in confirmation, together with running balances on the code and details of postings to the code, together with the following prompt:


Key nominal code, [Back,] Get date, [Next,] <ESC> to exit: 

If you wish, you can press RETURN here to accept the default of the first nominal analysis code you set up.

After you have viewed the contents of the first code, press RETURN to accept the next default, which is the next code in numerical order. This facility enables you to view all the codes one after another just by pressing RETURN. Once you get to the end, the following message appears:


END OF COMPANY ANALYSIS Key <CR>:

If you press RETURN to this prompt, you can start looking at the codes from the beginning again.

Key G if there are several screenfuls of transactions and you can key a date not on screen so that the system pages to the screen which contains that date. If the date is not in the list of transactions, the system will display transactions dated later than the one you have supplied.

With several screens of transactions, you will get options to key N to go to the next screen and B to go back a screen. In multi‑company operation, press ESCAPE from the nominal code prompt to take you back to the company number prompt if you want to enquire on the analysis codes for another company. In single company operation, pressing ESCAPE to that prompt leads you back to the Enquiries menu.




CASH PLAN
When you select the Cash plan option from the Global 2000 Cash Manager main menu, the Cash Plan menu appears.

PRIVATE 

Wyse 7000i                                                 Monday 05/12/94 16.08

((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
V 6.1                      GLOBAL 2000 ( CASH MANAGER

                           ((((((((((((((((((((((((((
                                   CASH PLAN

                       (((((((((((((((((((((((((((((((((
                       Create cash plan. . . . . . . . 1

                       Copy cash plan. . . . . . . . . 2

                       Amend cash plan . . . . . . . . 3

                       Print cash plan . . . . . . . . 4

                       Exit. . . . . . . . . . . . .<CR>

                       Please select a function       :

Figure 99 - The Cash Plan Menu

These are the options available:

Create cash plan. Use this option to create a cash plan to work on to calculate and project the movement of cash to indicate a cash flow over six specified periods.

Copy cash plan. With this option you can use an existing cash plan as a template for a new one. 

Amend cash plan. Use this option to recalculate figures in an existing plan to allow for changes that have affected your business.

Print cash plan. Use this option to print the cash plan for reference. 

PRIVATE 

(((((((((((((((((((((((((((((( CREATE CASH PLAN (((((((((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(         Cash book number                                                    (
(                                                                             (
(         Cash plan number                                                    (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Figure 100 - Creating The Cash Plan

CREATING A CASH PLAN

Select the Create Cash Plan option from the Cash Plan menu to the display the screen above.

You are prompted to enter the cash book number and when you have done so, the cash book name is displayed in confirmation. Next, you are prompted to enter the cash plan number; this can be any number in the range of 1 to 99. The following baseline prompt then appears:


Key Amend, <CR> to continue, <ESC> to exit:

If you have entered the wrong cash book number, key A to change it.

Press RETURN to continue creating the plan and the system informs you that it is creating the plan work area and then confirms the plan identification number. This number is made up of the following components:


CB.nnxx

nn is the cash book number





xx is the cash plan number for cash book nn
It is advisable to keep a log of plans created, together with their identification numbers, so that you do not duplicate your efforts or accidentally work on a plan you want to keep.

Press ESCAPE to return to the Cash Plan menu.

COPYING THE EXISTING PLAN

Select the Copy Cash Plan option from the Cash Plan menu to copy an existing cash plan. You are prompted to enter the cash book number and when you have done so, the cash book name is displayed in confirmation. Next you must specify the number of the cash plan; this identifies the new copy and must be unique. Then you are required to enter the number of the plan you wish to copy (in the CB.nnxx format specified above). The following prompt appears:


Key Amend, <CR> to continue, <ESC> to exit:

Key A to change any of the parameters you have just entered. 

Press RETURN to continue copying the plan and the system advises you that the copy is taking place and confirms the plan identification number (see the Create Cash Plan option for a description of the number). 

Press ESCAPE to return to the Cash Plan menu.

PRIVATE 

(PLAN   CB.0101 ((((((((((((( 1(((((((((((( 2(((((((((((( 3((((((((((((((((((((
(                     (             (             (             (     TOTAL   (
(CASH FLOW PROJECTION (             (             (             (             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(RECEIPTS             (             (             (             (             (
(                     (             (             (             (             (
(Estimated            (             (             (             (             (
(Actual               (             (             (             (             (
(                     (             (             (             (             (
(PAYMENTS             (             (             (             (             (
(                     (             (             (             (             (
(Estimated            (             (             (             (             (
(Actual               (             (             (             (             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(NET INFLOW Estimated (             (             (             (             (
(NET OUTFLOW Estimated(             (             (             (             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(OPENING BANK BALANCE (             (             (             (             (
(NET INFLOW           (             (             (             (             (
(NET OUTFLOW          (             (             (             (             (
(CLOSING BANK BALANCE (             (             (             (             (
(                     (             (             (             (             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key Amend balance, Calc, Recalc. with actuals, Worksheet, <ESC> to exit

Figure 101 - Working On Cash Flow Projection

AMENDING THE CASH PLAN

After you have created a cash plan, you must select the Amend Cash Plan option from the Cash Plan menu to work on it. You are prompted to supply the cash book number; when you have done so the cash book name is displayed in confirmation. Then you must key the number of the cash plan on which you want to work. The Cash Flow Planning System screen is displayed along with the following prompt:


Key Amend, <CR> to continue, <ESC> to exit:

Key A to amend the parameters you have just specified.

Press ESCAPE to return to the Cash Plan menu.

Press RETURN to continue and the baseline prompt changes (see the figure above):


Key Amend balance, Calc, Recalc. with actuals, Worksheet,











 <ESC> to exit:

Key A to amend the opening bank balance. 

Key C to recalculate the cash flow after an amendment. 

Key R to recalculate the cash flow, taking into account the cash book's actual inflow and outflow.

Key W to set up the plan's header columns, line entries and profiles and to amend existing line entries.

Press ESCAPE to return to the Cash Plan menu.

PRIVATE 

Plan   CB.0101 Receipts((((((((((((((((((((  1(((((((((((  2(((((((((((  3(((((
(    Narrative     Pr( Col    Amount (            (            (              (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(1                   (               (            (            (              (
(2                   (               (            (            (              (
(3                   (               (            (            (              (
(4                   (               (            (            (              (
(5                   (               (            (            (              (
(6                   (               (            (            (              (
(7                   (               (            (            (              (
(8                   (               (            (            (              (
(9                   (               (            (            (              (
(10                  (               (            (            (              (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                 1     2     3     4     5     6   ( HEADER                  (
(   PROFILE  1                                      (  1          4           (
(   PROFILE  2                                      (  2          5           (
(   PROFILE  3                                      (  3          6           (
(                                                   (                         (
(                                                   (                         (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key Amend, Flow plan, Recalculate, Type change, <CR> to scroll, <ESC> to exit

Figure 102 - The Worksheet Screen

To build up the worksheet for your plan, key W, which allows you to work on the plan. On entry, the system displays the plan number and the Receipts Working screen with the following prompt:


Key Amend, Flow plan, Recalculate, Type change,







<CR> to scroll, <ESC> to exit:

Key F to go back to the Cash Flow Projection screen.

Key R to display the opening and closing bank balances, with payments deducted and receipts added. You are given the option at this point to look between receipts and payments to display the balances or to look across the worksheet at the other columns by pressing RETURN and keying the required column number. 

Key T if you wish to work on the Payments Working screen instead of the Receipts screen.

Key A to access to a number of options concerned with the presentation of the display in another prompt:


Key line, Header, Profile, <CR> to scroll, <ESC> to exit:

Key the appropriate line number to enter up to 10 lines representing sources of income or expenditure, each with a narrative of up to 15 characters. For example, estimates of receipts for a garage may be:

i
 car sales

ii
 repairs

iii
 petrol, etc.

Each of these sources of income would be entered as a separate line. Using the example of the garage, you would select L for line option, and type 1 and press RETURN. You are prompted for the narrative which in this case is "Car Sales".

The cursor then moves to the Profile column where you can key a profile number, if applicable, or press RETURN if you wish to enter a direct amount. Key the column number you wish to enter, followed by the amount. This entry may be repeated to complete any other columns for "Car Sales". Further line entries may be added, building up a total for each column; this running total is displayed at the foot of each column and is the figure which is passed to the Cash Flow Projection screen. Press ESCAPE to finish amending or entering lines.

Key H to enter the column headings; these may be days of the week, months of the year, or whatever. For each of the six periods a description of up to nine characters is allowed.

Key P to use your own standard formula to calculate how the cash you expect to receive or pay will come in or go out. For instance, from experience you may assume that your average sales ledger debt comes in as:

30% ‑ in first month

60% ‑ in 60 days

balance ‑ 90 days

Your profile for this calculation would therefore be:



 1
 2
 3
 4

Profile 1
30
60
10

Up to three profiles may be used.Press RETURN to scroll across the screen so that you can display three of the period columns plus the total column. After pressing RETURN, select a start column number. The system will display the columns starting with the number you have keyed.

Pressing ESCAPE returns you to the "Key Amend..." prompt.

Key F to go back to the Cash Flow Projection screen.

Key R to Recalculate and view the effect of any worksheet amendments or additions on the cash flow projection.

PRIVATE 

((((((((((((((((((((((((((((((( PRINT CASH PLAN (((((((((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(              Cash book number   1   Midland Current Account                 (
(                                                                             (
(              Cash plan number                                               (
(                                                                             (
(             Print cash flow ?  Y                                            (
(                                                                             (
(    Print calculated working ?  Y                                            (
(                                                                             (
(        Print working papers ?  Y                                            (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Figure 103 - The Print Cash Plan Screen

PRINTING THE CASH PLAN

Select the Print Cash Plan option from the Cash Plan menu to print out the cash plan that you have created and worked on. Enter the cash book number and the cash plan number. Once these have been accepted you are presented with options to print the cash flow projection, the calculated working papers and the working papers. The Print Cash Plan Screen will be displayed. Each of these three options is defaulted to Y to be printed but you many key N if you do not wish one or more of them to be printed.

Then the following baseline prompt appears:


Key Amend, Options, View 1st screen, <CR> to print,











 <ESC> to exit:

Key A to amend the parameters you have just specified for the cash plan printing.

Key O, V or W to enter the report options and viewing facilities, which are documented in Appendix B, at the back of this manual.

Press RETURN to go ahead and print the cash plan.

Press ESCAPE to cancel the report and return to the Cash Plan menu.




DATA SECURITY
When you select the Data Security option from the Global 2000 Cash Manager main menu, the Data Security menu appears.

PRIVATE 

Wyse 7000i                                                 Monday 05/12/94 17.24

((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
V 6.1                      GLOBAL 2000 ( CASH MANAGER

                           ((((((((((((((((((((((((((
                                 DATA SECURITY

                       (((((((((((((((((((((((((((((((((
                       Make security copy of data. . . 1

                       Restore data. . . . . . . . . . 2

                       Exit. . . . . . . . . . . . .<CR>

                       Please select a function       :

Figure 104 - The Data Security Menu

The options offered are as follows:

Make security copy of data. Use this option to take a regular security copy of your Cash Manager data.

Restore data. Use this option to restore your Cash Manager data from a security copy if it gets corrupted or damaged.

MAKING A SECURITY COPY OF DATA

The disks on which your Cash Manager data is held may eventually develop faults which make the data inaccessible. The likelihood of this can be reduced by correct care of your disks in accordance with the manufacturer's instructions, but you should nevertheless be in a position to recover the data from security copies if a disk should fail.

You may also need to recover your data files if the processing is interrupted during operations which update the data files. Such an interruption could be caused by a power failure or some malfunction of the computer or the software.

If an interruption like this does occur during processing, you will be informed when you attempt to restart Cash Manager, and you will have to recover the disks from the security copy and then repeat all the operations carried out since the copy was taken. You should keep a record of your input data to enable you to do this, and you should take security copies frequently so that the processing can be repeated in a reasonable period of time.

Also, keeping security copies of your data will guard against such eventualities as fire, theft or hardware failure. The security copies, usually kept on diskette, must be kept in a secure location separate from the computer itself. Many banks and similar organisations provide storage facilities for valuable items of this kind.

Since there is a possibility that a security disk might itself become unreadable, you should maintain several sets or `cycles' of security disks which are used in rotation. This means that if the most recent cycle is unreadable you can resort to the previous cycle and reprocess your transactions from that point onwards.

To ensure maximum security, you should set up three daily cycles, labelled A, B and C, and three reconciliation close cycles, labelled P, Q and R. The reconciliation diskettes should be stored off‑site for added security. The number of diskettes in each cycle must be sufficient to hold the data files on CBDATA.

You should keep a log showing the date, time and cycle letter of each security copy, and a note of the operations done in between, so that the data can be restored from the correct cycle if necessary, and the correct operations can be repeated.

If your computer is fitted with a cartridge tape unit rather than diskettes or exchangeable disks as a backup medium, you should ignore the operating instructions below and use the Global $TDUMP utility instead.

PRIVATE 

(((((((((((((((((((((((((( MAKE SECURITY COPY OF DATA (((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(   Security history                Date     Time    Cycle                    (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(           Security volume cycle code (A(Z) A                                (
(                                                                             (
(           Security volume unit address     100                              (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(  Please ensure there are no other users of Cash Manager before proceeding   (
(                                                                             (
(                                                                             (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Figure 105 - Making A Security Copy

To make a security copy, choose option 1 from the Data Security menu and the Make Security Copy of Data screen appears. This shows details of the last three security operations (if there have been any) with the date and security cycle code for them. You are prompted for the code (A‑Z) of the security copy you are about to make; either accept the default of the next letter in the alphabet, or key A to begin the cycle again by overwriting the first backup diskette(s) you made, or key the code letter of the last cycle made if you wish to overwrite that. 

Before entering or accepting the security volume cycle code, you should ensure that the security volume unit address is as expected. This is usually the address of the highest capacity diskette format on your computer. Make sure you have the necessary diskettes ready by the machine. Each diskette is formatted or initialised with the volume name BACKUP during the installation of Cash Manager. Further diskettes can be prepared using the Global $V utility if necessary.

Once the cycle code has been defined, and provided that the correct diskette have been mounted, the security copy will be made. All your files will be copies and merged together into one file on one or more diskettes. As the operation proceeds, messages are displayed informing you what's happening:


... copying filename from CBDATA on unit ..

As each diskette is filled a message appears:


... verifying Backup disk number
You will be required to mount the next diskette if another is required. When the operation is complete the following message appears where X is the relevant cycle code:


Data has been secured on security volume cycle code X
To return to the Data Security menu, press RETURN.

PRIVATE 

(((((((((((((((((((((((((((((((( RESTORE DATA (((((((((((((((((((((((((((((((((
(                                                                             (
(                                                                             (
(                Security volume cycle code (A(Z)                             (
(                                                                             (
(                GLOBAL 2000 ( Cash Manager data volume unit address   A45    (
(                                                                             (
(                Data from Cash Manager will be restored and                  (
(                the work volume will be cleared                              (
(                                                                             (
(                All transactions entered since the last copy                 (
(                will be lost and will need to be entered again               (
(                If batches from Sales Ledger or Purchase Ledger were         (
(                posted to Cash Manager, the posting should be repeated       (
(                                                                             (
(                Please ensure that there are no other users of               (
(                Cash Manager before restoring data                           (
(                                                                             (
(                If posting to Nominal Ledger was performed                   (
(                Nominal Ledger data will need to be restored                 (
(                                                                             (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Figure 106 - Restoring Data From A Security Copy

RESTORING THE DATA

The Restore Data option from the Data Security menu enables you to restore the data files from a security copy. When you select this option, the Restore Data screen appears.

First ensure that you have mounted the BACKUP disk created during step 8 of the Installation section in the disk drive. You are required to specify the cycle code from which you want to restore; you should normally reply with the most recent cycle code, referring to your log if necessary. 

After you have supplied the cycle code, the following prompt appears:


Key A to amend, R to restore, <ESC> to exit:

Key A to change the cycle code you have just entered.

Key R if the cycle code is correct and you want the restore to take place.

Press ESCAPE to go back to the Data Security menu.

As the restore proceeds the following messages appear informing you of the progress being made:


... restoring filename to CBDATA on unit ..

You will be asked to mount the appropriate disks as and when they are required. When the restore procedure is complete, the following message is displayed, where date and time refer to the date and time on which you first took the security copy:

All transactions entered since date time and will have to be entered again

Press RETURN to go back to the Data Security menu. If the data on your operational disk is in an inconsistent state because of a power failure or some other mishap, or if you have had to initialise a fresh disk because the old one was damaged, the main menu will not be displayed when you start up Cash Manager. Instead, you will be informed of the problem and given the option of keying R to restore the data files from a security copy.

When the data files have been restored, you should repeat all the operations in the Cash Manager system that occurred after the security copy was taken. These operations should be performed in the same sequence as the original, to ensure that identical results are obtained.

You may choose to restore the disk from a security copy if you make some serious error (such as closing the reconciliation without printing off the required reports) which is difficult to recover from. You may also wish to restore from an old security copy to reproduce some previous reports. In this case you should first take a fresh security copy, so that you can restore from this afterwards and continue processing.

N.B. If you are restoring your data from backup diskette and read errors occur on both the first and second cycles, it may be that the fault lies with the hardware (i.e. the diskette drive) rather than with the diskettes. In such a case, don't try to use any previous cycle as you risk destroying all the security copies of the data. Instead, call in the service engineers.







Sample Reports
.
This section shows an example of the following reports and documents produced by Cash Manager, as listed below:

•Nominal Analysis Code Detail

•
Batch Print





•Cash Book Report





•
Nominal Analysis Report




•
Trial Balance




•Reconciliation Working Papers



•Reconciliation Print




•Cash Flow Projection

•Calculated Working Papers

•Statement Direct Items

PRIVATE 

GLOBAL 2000 ( CASH MANAGER                                                                               OPERATOR MWB    PAGE   1

                                                      NOMINAL ANALYSIS CODES                             WEDNESDAY 07/12/94 09.50

((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
                    COMPANY NUMBER       1                            M & S (MANUFACTURING) LTD

                    CODE      DESCRIPTION                        BALANCE                  N/L CODE

                      10      POSTAGE AND STATIONERY                     936.54            1/ 2/001100

                      11      TELEPHONE                                4,981.04            1/ 4/002303

                      12      RENT                                    14,053.40            1/ 4/002306

                      13      T.HARDY CAR EXPENSES                     7,581.19            1/ 2/002105

                      14      T.HARDY ENTERTAINMENT                    3,155.79            1/ 3/002105

                      15      HEAT AND LIGHT                           1,851.71            1/ 4/002305

                      16      PROPERTY MAINTENANCE                     1,462.83            2/ 1/002300

                      17      CLEANING                                 1,731.52            1/ 4/002300

                      18      PETTY CASH                               2,105.04CR          1/ 4/001073

                      30      POULTRY COUNTER                          5,900.48CR          1/ 2/002000

                      31      VEGETABLE COUNTER                        1,095.25CR          1/ 2/002000

                      32      TOILETRY COUNTER                         2,134.00CR          1/ 2/002000

                      33      HARDWARE COUNTER                         5,279.00CR          1/ 2/002000

                      34      CLOTHING DEPARTMENT                      5,177.96CR          1/ 2/002000

                      35      RESTAURANT                              14,763.76CR          1/ 2/002000

                      40      MIDLAND CURRENT ACCOUNT                 91,951.66            1/ 4/001070

                      41      VAT ACCOUNT                                346.63            1/ 4/001081

                      42      SALES LEDGER CONTROL                        93.90            1/ 4/001060

                      43      PURCHASE LEDGER CONTROL                      8.00            1/ 1/001080

                      44      SUSPENSE ACCOUNT                        87,862.57CR          1/ 1/009080

                      45      EXCHANGE CONTROL                            27.00            1/ 4/001410

                      46      DISCOUNT ACCOUNT                            12.00            1/ 4/002402

                      48      PAYROLL CONTROL                             45.00            1/ 4/002505

                      50      MIDLAND CALL ACCOUNT                     4,844.80CR          1/ 4/001072

                      51      BANK INTEREST                              869.65            1/ 4/002400

                      52      INTER(COMPANY INTEREST                      74.00CR          2/ 1/002401

((((((((((((((((((((((((((((((((((((((((((((((((((((((((((( END OF REPORT ((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
107
NOMINAL ANALYSIS CODE DETAIL 

This report prints details of the analysis codes for your company, or a selected company (if you are using Cash Manager on a multi-company basis). The details shown are the code number, the code description, balance, and Nominal Ledger account number.

HOW AND WHEN IT IS RUN

Select the Maintain Nominal Analysis option from the Master File Maintenance menu, then after selecting the required company, select the Print option from the baseline prompt to run the report.

You can run this report at any time.

SELECTION OPTIONS

You can select the range of codes that you want to print.

PRIVATE 

GLOBAL 2000 ( CASH MANAGER                                                                               OPERATOR MWB    PAGE   1

                                                 BATCH AUDIT ( REPORT AND ENQUIRY                        WEDNESDAY 07/12/94 10.38

((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
CASH BOOK:   1      Midland Current Account                 TYPE:  PAYMENTS

BATCH NO:     1     OPERATOR:  AT            DATE         :  11/03/95

CURRENCY:  STERLING                          CONTROL TOTAL:             338.46     ACTUAL TOTAL:             338.46

  DATE      DETAILS                     CHEQUE              VALUE          CURRENCY                     RATE               AMOUNT

  ((((((((  ((((((((((((((((((((((((((  ((((((((((((        (((((((((((    ((((((((((                   ((((               ((((((
  04/03/95  T.H ELECTRICS               124567              152.23         STERLING

          16    PROPERTY MAINTENANCE                        152.23

          40    MIDLAND CURRENT ACCOUNT                    (152.23)

  04/03/95  HIGH STREET GARAGE          124569               25.23         STERLING

          13    T.HARDY CAR EXPENSES                         25.23

          40    MIDLAND CURRENT ACCOUNT                     (25.23)

  04/03/95  J. SMITH                    124571               36.00         STERLING

          18    PETTY CASH                                   36.00

          40    MIDLAND CURRENT ACCOUNT                     (36.00)

  04/03/95  SEB                         124572              125.00         STERLING

          15    HEAT AND LIGHT                              125.00

          40    MIDLAND CURRENT ACCOUNT                    (125.00)

108
BATCH PRINT 

This report prints the details of selected batches. Details shown are transaction date, nominal code and description of the transaction, cheque number, value and currency. For transactions in a currency other than the base currency, the exchange rate and the amount in the selected currency is also given. 

HOW AND WHEN IT IS RUN

To run this report, select the Print Batches option from the Reports menu, then after entering details of the batch you want to print, select the Print option from the baseline prompt at the bottom of the screen.

You can run this report at any time.

SELECTION OPTIONS

You can select the cash book you want to print batches for, the transaction type of the batches, and the range of batch numbers.

PRIVATE 

GLOBAL 2000 ( CASH MANAGER                                                                               OPERATOR MWB    PAGE   1

                                                         CASH BOOK REPORT                                THURSDAY 26/01/95 10.48

((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
                                     CASH BOOK  :  1  Midland Current Account         A/C 123654

CURRENCY : STERLING

   AS AT : 26/01/95

RECEIPTS                                                          PAYMENTS

((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((  (((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
|         :      :                 :         :                 |  |         :      :                 :          :                 |

|  DATE   : BATCH:     DETAILS     :  REFER. :     AMOUNT      |  |  DATE   : BATCH:    DETAILS      :  CHEQUE  :     AMOUNT      |

((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((  (((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
|         :      :BALANCE B/FWD    :         :      26,171.34  |  |         :      :                 :          :                 |

|         :      :                 :         :                 |  |         :      :                 :          :                 |

|01/08/94 :   51 :CASH             : 123899  :          50.60  |  |11/04/94 :  224 :CASH             : 525      :       1,300.00  |

|01/08/94 :   51 :FORD TELECOM     : 135460  :          56.60  |  |11/04/94 :  225 :POST OFFICE COU  : 529      :          55.00  |

|         :      :                 :         :                 |  |         :      :NTERS LTD        :          :                 |

|01/08/94 :   51 :R. S TRUST       : 134862  :      87,923.60  |  |11/04/94 :  227 :British Telecom  : 544      :       3,238.34  |

|17/08/94 :   31 :VEHICLE SALES    : 139575  :          18.00  |  |13/07/94 :   50 :MRS GREEN        : 122001   :       2,883.23  |

|17/08/94 :   31 :VEHICLE SALES    : 138523  :         300.00  |  |13/07/94 :   50 :P. O. COUNTERS   : 122050   :       4,500.00  |

|01/09/94 :   48 :S SUNDRY         : 136523  :          84.00  |  |19/07/94 :   51 :UNPAID CASH      : 122065   :       8,000.00  |

|06/07/95 : 1250 :A1               : A2      :         500.00  |  |19/07/94 :   51 :J. J MEHDI       : 122067   :         879.52  |

|06/07/95 : 1251 :D1               : D2      :         200.00  |  |19/07/94 :   51 :P.O. COUNTERS    : 122087   :         362.00  |

|         :      :                 :         :                 |  |01/08/94 :   56 :FORD TELECOM     : 122891   :         250.00  |

|         :      :                 :         :                 |  |01/09/94 :   60 :T HARBER         : 122206   :         879.46  |

|         :      :                 :         :                 |  |25/09/94 :  232 :P Sundry         : 500      :          99.59  |

|         :      :                 :         :                 |  |12/12/94 :  125 :L. J. LAND       : 124523   :       1,200.00  |

|         :      :                 :         :                 |  |07/07/95 :  234 :                 :          :           0.00  |

|         :      :                 :         :                 |  |07/07/95 :  235 :TESTING          : 1111     :         500.00  |

|         :      :                 :         :                 |  |06/10/95 :  244 :6/10/94          : 1234     :           1.00  |

|         :      :                 :         :                 |  |24/10/95 :  245 :TR3              : CHQ3     :           3.00  |

|         :      :                 :         :                 |  |         :      :                 :          :                 |

|         :      :TOTAL RECEIPTS   :         :      89,132.80  |  |         :      :TOTAL PAYMENTS   :          :      24,151.14  |

|         :      :CASH IN BANK     :         :      91,153.00  |  |         :      :                 :          :                 |

((((((((((((((((((((((((((((((((((((((((((((((((((((((((((( END OF REPORT ((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
109
CASH BOOK REPORT 

This report prints details of transactions for the selected cash book. Details shown are transaction date, batch number, transaction details, reference and amount.

HOW AND WHEN IT IS RUN

Select the Print Cash Book Report option from the Reporting menu.

You can run this report at any time.

SELECTION OPTIONS

You can run this report for the selected cash book, and up to a specified date.

PRIVATE 

GLOBAL 2000 ( CASH MANAGER                                                                               OPERATOR MWB    PAGE   1

                                                      NOMINAL ANALYSIS REPORT                            THURSDAY 26/01/95 10.53

((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
                                                  ANALYSIS REPORT SUMMARY

                                                  (((((((((((((((((((((((
                                          RANGE OF ANALYSIS CODES PRINTED :

                                                FROM CODE NO :    1

                                                TO CODE NO   : 9999

GLOBAL 2000 ( CASH MANAGER                                                                               OPERATOR MWB    PAGE   2

                                                      NOMINAL ANALYSIS REPORT                            THURSDAY 26/01/95 10.53

((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
CODE   CASH   CHQ/REF    DATE     BATCH   DESCRIPTION                            DEBIT              CREDIT

       BOOK                         NO.                                                                                         

  10     POSTAGE AND STATIONERY

                                        TOTAL BROUGHT FORWARD                        0.00

          1   SO   1     27/01/94   223   MR PRINTER                               153.27                                         

          1   SO   1     27/02/94   223   MR PRINTER                               153.27                                         

          1   PP529      11/04/94   225   POST OFFICE COUNTERS LTD                  55.00                                         

          1   PP122002   13/07/94    50   MR LAND                                  120.00                                         

          1   PP1234     07/07/95   233   PAYMENTS TESTING 99 NL CODES             146.00                                         

          1   PP22444    07/07/95   234   TESTING                                   99.00                                         

          1   PP1111     07/07/95   235   TESTING                                  168.00                                         

          1   PP11223    08/07/95   240   AAA2                                      11.00                                         

          1   JJP&S      10/10/95     2   Stamps & envelopes                        10.00                                         

          1   JJCODE10   13/10/95     3   CODE TEN                                  10.00                                         

          1   JJBAT4/1   24/10/95     4   JOURNAL BATCH 4: 1ST CA                   10.00                                         

          1   PPCHQ1     24/10/95   245   TR1                                        1.00                                         

110
NOMINAL ANALYSIS REPORT 

This report prints the details of a cash book by nominal analysis code for a selected company. For each nominal code, details shown are cash book number, cheque reference, date, batch number, description and the amount of debit or credit.

HOW AND WHEN IT IS RUN

Select the Print Nominal Analysis Report from the Reports menu.

You can run this report at any time.

SELECTION OPTIONS

You can print the report by company, for a range of cash books or for all cash books, and for a range of nominal codes or for all nominal codes. You can also choose to print reports for codes that do not have any transactions in the current period.

PRIVATE 

GLOBAL 2000 ( CASH MANAGER                           M & S (MANUFACTURING) LTD                           OPERATOR MWB    PAGE   1

                                                           TRIAL BALANCE                                 WEDNESDAY 07/12/94 11.27

((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
                                                     CURRENT                    YEAR  TO  DATE                    LAST  YEAR

CODE   DESCRIPTION                           DEBIT          CREDIT           DEBIT          CREDIT           DEBIT         CREDIT  

((((   (((((((((((                         ((((((((((((((((((((((((((      ((((((((((((((((((((((((((      (((((((((((((((((((((((((
  10   POSTAGE AND STATIONERY                  936.54                          936.54

  11   TELEPHONE                             4,981.04                        4,981.04

  12   RENT                                 14,053.40                       14,053.40

  13   T.HARDY CAR EXPENSES                  7,581.19                        7,581.19

  14   T.HARDY ENTERTAINMENT                 3,155.79                        3,155.79

  15   HEAT AND LIGHT                        1,851.71                        1,851.71

  16   PROPERTY MAINTENANCE                  1,462.83                        1,462.83

  17   CLEANING                              1,731.52                        1,731.52

  18   PETTY CASH                                            2,105.04                        2,105.04

  30   POULTRY COUNTER                                       5,900.48                        5,900.48

  31   VEGETABLE COUNTER                                     1,095.25                        1,095.25

  32   TOILETRY COUNTER                                      2,134.00                        2,134.00

  33   HARDWARE COUNTER                                      5,279.00                        5,279.00

  34   CLOTHING DEPARTMENT                                   5,177.96                        5,177.96

  35   RESTAURANT                                           14,763.76                       14,763.76

  40   MIDLAND CURRENT ACCOUNT              91,951.66                       91,951.66

  41   VAT ACCOUNT                             346.63                          346.63

  42   SALES LEDGER CONTROL                     93.90                           93.90

  43   PURCHASE LEDGER CONTROL                   8.00                            8.00

  44   SUSPENSE ACCOUNT                                     87,862.57                       87,862.57

  45   EXCHANGE CONTROL                         27.00                           27.00

  46   DISCOUNT ACCOUNT                         12.00                           12.00

  48   PAYROLL CONTROL                          45.00                           45.00

  50   MIDLAND CALL ACCOUNT                                  4,844.80                        4,844.80

  51   BANK INTEREST                           869.65                          869.65

  52   INTER(COMPANY INTEREST                                   74.00                           74.00

                                           ((((((((((      ((((((((((      ((((((((((      ((((((((((      ((((((((((     ((((((((((
                                           129,107.86      129,236.86      129,107.86      129,236.86            0.00           0.00

                                           ((((((((((      ((((((((((      ((((((((((      ((((((((((      ((((((((((     ((((((((((
((((((((((((((((((((((((((((((((((((((((((((((((((((((((((( END OF REPORT ((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
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TRIAL BALANCE 

This report prints the trial balance for a selected company. Details shown are the current and year to date balances for nominal codes.

HOW AND WHEN IT IS RUN

Select the Print Trial Balance Report option from the Reports menu. 

You can run this report at any time.

SELECTION OPTIONS

You can select the company you want to print the report for.

PRIVATE 

GLOBAL 2000 ( CASH MANAGER                                                                               OPERATOR MWB    PAGE   1

                                                          WORKING PAPERS                                 FRIDAY 27/01/95 11.46

((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
                                                          REPORT SUMMARY

                                                  CASH BOOK           : Midland Current Account

                                                  RECONCILIATION NO.  :   2

                                                  RECONCILIATION DATE :30/09/95

                                                  OPENING STATEMENT BALANCE :             0.00

                                                  CLOSING STATEMENT BALANCE :            11.00

GLOBAL 2000 ( CASH MANAGER                                                                               OPERATOR MWB    PAGE   2

                                                     UNMATCHED STATEMENT ITEMS                           FRIDAY 27/01/95 11.46

((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
No unmatched statement items before 30/09/95

GLOBAL 2000 ( CASH MANAGER                                                                               OPERATOR MWB    PAGE   3

                                             UNRECONCILED TRANSACTIONS ON CASH BOOK 1                    FRIDAY 27/01/95 11.46

((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
DATE      DETAILS                         REFERENCE           AMOUNT          PAYMENTS          RECEIPTS

((((      (((((((                         (((((((((           ((((((          ((((((((          ((((((((
27/01/95  MR PRINTER                      SO   1              153.27            153.27

05/02/95  PIONEER SMITH AND PINCHING      2/95              1,948.71                            1,948.71

05/02/95  A Sundry                        2/95              5,000.00                            5,000.00

11/02/95  LOMBARD NORTH CENTRAL           538               1,800.00          1,800.00

11/02/95  ROY SCOT TRUST                  565               1,496.00          1,496.00

12/02/95  L. SMITH                        124522            3,063.43          3,063.43

27/02/95  MR PRINTER                      SO   1              153.27            153.27

29/02/95  TRUCK SERVICES                  560                 190.61            190.61

04/03/95  T.H ELECTRICS                   124567              152.23            152.23

112
RECONCILIATION WORKING PAPERS 

This report prints the selected transaction types related to the cash book you select. You can use it as a check list record. Details shown are the transaction date, narrative, reference, amount, and whether the transaction is a payment or a receipt.

HOW AND WHEN IT IS RUN

Select the Print Working Papers option from the Reconciliation menu. 

You can run this report at any time.

SELECTION OPTIONS

You can select the cash book you want to print the working papers for. For this cash book you can print one or more of unmatched bank statement items, unreconciled transactions, unreconciled payments, and unreconciled receipts.

PRIVATE 

GLOBAL 2000 ( CASH MANAGER                                                                               OPERATOR MWB    PAGE   1

                                    Reconciliation Report Cash Book 1 ( Midland Current Account          FRIDAY 27/01/95 13.17

((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
DATE      DETAILS                          REFERENCE      BATCH             AMOUNT          PAYMENTS          RECEIPTS

((((      (((((((                          (((((((((      (((((             ((((((          ((((((((          ((((((((
13/07/95  MRS GREEN                        122001            50           2,883.23          2,883.23

13/07/95  P. O. COUNTERS                   122050            50           4,500.00          4,500.00

19/07/95  UNPAID CASH                      122065            51           8,000.00          8,000.00

19/07/95  J. J MEHDI                       122067            51             879.52            879.52

19/07/95  P.O. COUNTERS                    122087            51             362.00            362.00

01/09/95  T HARBER                         122206            60             879.46            879.46

01/08/95  FORD TELECOM                     122891            56             250.00            250.00

01/08/95  CASH                             123899            51              50.60                               50.60

04/03/95  FOUR WAYS GARAGE                 1245               1           5,000.00                            5,000.00

12/02/95  L. SMITH                         124522           125           3,063.43          3,063.43

04/03/95  T.H ELECTRICS                    124567             1             152.23            152.23

07/03/95  AVIS                             124567             3             150.23            150.23

04/03/95  HIGH STREET GARAGE               124569             1              25.23             25.23

04/03/95  J. SMITH                         124571             1              36.00             36.00

04/03/95  SEB                              124572             1             125.00            125.00

08/03/95  THE GLOBAL INN                   124581             3              12.36             12.36

09/03/95  SGB                              124582             3             220.25            220.25

08/03/95  J. H. PLUMBER                    124583             3             120.20            120.20

10/03/95  TANE GARAGE                      124584             3              10.00             10.00

05/03/95  FOUR WAYS GARAGE                 1246               1           6,500.23                            6,500.23

08/03/95  FOUR WAYS GARAGE                 1246               2           5,200.00                            5,200.00

05/03/95  PORT TAXES                       12469              2              30.03             30.03

06/03/95  FOUR WAYS  GARAGE                1247               1           3,500.00                            3,500.00

09/03/95  FOUR WAYS GARAGE                 1247               2           3,560.25                            3,560.25

10/03/95  FOUR WAYS GARAGE                 1248               2           3,200.26                            3,200.26

01/08/95  R. S TRUST                       134862            51          87,923.60                           87,923.60

01/08/95  FORD TELECOM                     135460            51              56.60                               56.60

01/09/95  S SUNDRY                         136523            48              84.00                               84.00

17/08/95  VEHICLE SALES                    138523            31             300.00                              300.00

17/08/95  VEHICLE SALES                    138875            31              18.00                               18.00

05/02/95  PIONEER SMITH AND PINCHING       2/95               4           1,948.71                            1,948.71

05/02/95  A Sundry                         2/95               5           5,000.00                            5,000.00

25/09/95  P Sundry                         500              232              99.59             99.59

11/04/95  CASH                             525              224           1,300.00          1,300.00

11/04/95  POST OFFICE COUNTERS LTD         529              225              55.00             55.00

11/02/95  LOMBARD NORTH CENTRAL            538              229           1,800.00          1,800.00

11/04/95  British Telecom                  544              227           3,238.34          3,238.34

29/02/95  TRUCK SERVICES                   560              231             190.61            190.61

11/02/95  ROY SCOT TRUST                   565              230           1,496.00          1,496.00

27/01/95  MR PRINTER                       SO   1           223             153.27            153.27

27/02/95  MR PRINTER                       SO   1           223             153.27            153.27

                                                                                     ((((((((((((((((  ((((((((((((((((
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RECONCILIATION PRINT 

This report prints a full reconciliation report of all cash book and bank statement items. Details shown are transaction date, narrative, reference, batch, amount and whether a payment or receipt.

HOW AND WHEN IT IS RUN

Select the Print Reconciliation option from the Reconciliation menu. 

You should run this report during reconciliation.

SELECTION OPTIONS

You can select the cash book that you want to print the reconciliation report for.

PRIVATE 
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                                                       CASH FLOW PROJECTION                              WEDNESDAY 07/12/94 15.33

‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑

CASH PLAN  :  CB.0101

‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑

|    NARRATIVE        |  Monday      |  Tuesday     |  Wednesday   |  Thursday    |  Friday      |  Saturday    |    TOTAL     |

|_____________________|______________|______________|______________|______________|______________|______________|______________|

|                     |              |              |              |              |              |              |              |

|RECEIPTS             |              |              |              |              |              |              |              |

|                     |              |              |              |              |              |              |              |

|Estimated            |         980  |       3,317  |       7,734  |          10  |              |              |      12,041  |

|                     |              |              |              |              |              |              |              |

|PAYMENTS             |              |              |              |              |              |              |              |

|                     |              |              |              |              |              |              |              |

|Estimated            |              |              |              |              |              |              |              |

|                     |              |              |              |              |              |              |              |

|_____________________|______________|______________|______________|______________|______________|______________|______________|

|                     |              |              |              |              |              |              |              |

|NET INFLOW Estimated |         980  |       3,317  |       7,734  |          10  |              |              |      12,041  |

|NET OUTFLOW Estimated|              |              |              |              |              |              |              |

|_____________________|______________|______________|______________|______________|______________|______________|______________|

|                     |              |              |              |              |              |              |              |

|OPENING BANK BALANCE |      12,500  |      13,480  |      16,797  |      24,531  |      24,541  |      24,541  |              |

|NET INFLOW Estimated |         980  |       3,317  |       7,734  |          10  |              |              |      12,041  |

|NET OUTFLOW Estimated|              |              |              |              |              |              |              |

|CLOSING BANK BALANCE |      13,480  |      16,797  |      24,531  |      24,541  |      24,541  |      24,541  |              |

|_____________________|______________|______________|______________|______________|______________|______________|______________|

114
CASH FLOW PROJECTION 

This report prints the projected cash flow for the selected cash plan number in the selected cash book.

HOW AND WHEN IT IS RUN

Select the Print Cash Plan option from the Cash Plan menu, and accept the default of Y to the Print Cash Flow prompt on the Print Cash Book screen.

You can run this report at any time.

SELECTION OPTIONS

You can select the cash plan and the cash book you want to print the report for.

PRIVATE 
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                                                     CALCULATED WORKING PAPERS                           WEDNESDAY 07/12/94 16.40

‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑

CASH PLAN  :  CB.0101

‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑

|    NARRATIVE    PR  |  Monday      |  Tuesday     |  Wednesday   |  Thursday    |  Friday      |  Saturday    |    TOTAL     |

|_____________________|______________|______________|______________|______________|______________|______________|______________|

|                     |              |              |              |              |              |              |              |

|RECEIPTS             |              |              |              |              |              |              |              |

|                     |              |              |              |              |              |              |              |

|Car Sales            |         200  |       3,000  |       4,302  |          10  |              |              |       7,512  |

|Repairs              |         760  |         302  |       3,422  |              |              |              |       4,484  |

|Petrol               |          20  |          15  |          10  |              |              |              |          45  |

|                     |              |              |              |              |              |              |              |

|                     |              |              |              |              |              |              |              |

|                     |              |              |              |              |              |              |              |

|                     |              |              |              |              |              |              |              |

|                     |              |              |              |              |              |              |              |

|                     |              |              |              |              |              |              |              |

|                     |              |              |              |              |              |              |              |

|_____________________|______________|______________|______________|______________|______________|______________|______________|

|                     |              |              |              |              |              |              |              |

|TOTAL                |         980  |       3,317  |       7,734  |          10  |              |              |      12,041  |

|_____________________|______________|______________|______________|______________|______________|______________|______________|

|                     |              |              |              |              |              |              |              |

|PAYMENTS             |              |              |              |              |              |              |              |

|                     |              |              |              |              |              |              |              |

|                     |              |              |              |              |              |              |              |

|                     |              |              |              |              |              |              |              |

|                     |              |              |              |              |              |              |              |

|                     |              |              |              |              |              |              |              |

|                     |              |              |              |              |              |              |              |

|                     |              |              |              |              |              |              |              |

|                     |              |              |              |              |              |              |              |

|                     |              |              |              |              |              |              |              |

|                     |              |              |              |              |              |              |              |

|                     |              |              |              |              |              |              |              |

|_____________________|______________|______________|______________|______________|______________|______________|______________|

|                     |              |              |              |              |              |              |              |

|TOTAL                |              |              |              |              |              |              |              |

|_____________________|______________|______________|______________|______________|______________|______________|______________|

115
CALCULATED WORKING PAPERS 

This report prints the calculated working papers for the selected cash plan number in the selected cash book.

HOW AND WHEN IT IS RUN

Select the Print Cash Plan option from the Cash Plan menu, and accept the default of Y to the Print Cash Flow prompt on the Print Cash Book screen. 

You can run this report at any time.

SELECTION OPTIONS

You can select the cash plan and the cash book you want to print the report for.

PRIVATE 
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                                                       NOMINAL POSTING FILE                              THURSDAY 26/01/95 10.34

((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
REPORT END DATE     NONE

COMPANY NO  1    M & S (MANUFACTURING) LTD

CODE    BATCH   REF.         DETAILS                                 AMOUNT          N/L ( COMPANY   DEPT.  ACCOUNT

((((    (((((   ((((         (((((((((                               ((((((                (((((((   ((((   (((((((
  10        2   P&S          Stamps & envelopes                       10.00                    1       2    001100

  10        3   CODE10       CODE TEN                                 10.00                    1       2    001100

  10        4   BAT4/1       JOURNAL BATCH 4: 1ST CA                  10.00                    1       2    001100

  10      245   CHQ1         TR1                                       1.00                    1       2    001100

  11        2   P&S          Stamps & envelopes                      (10.00)                   1       4    002303

  11        3   CODE11       CODE ELEVEN                             (10.00)                   1       4    002303

  12        4   BAT4/3       JOURNAL BATCH 4: 3RD CA                  20.00                    1       4    002306

  12      245   CHQ3         TR3                                       3.00                    1       4    002306

  13        4   BAT4/4       JOURNAL BATCH 4: 4TH CA                 (30.00)                   1       2    002105

  40      245   CHQ1         TR1                                      (1.00)                   1       4    001070

  40      245   CHQ3         TR3                                      (3.00)                   1       4    001070

NUMBER OF ENTRIES                11

TOTAL DEBITS                  54.00

TOTAL CREDITS                 54.00

116
NOMINAL LEDGER POSTINGS
You can only print this report if Cash Manager is integrated to Nominal Ledger.

This report prints details of postings from Cash Manager to the Nominal Ledger which have not been included in previous Nominal Ledger Postings reports. The details shown are the nominal code, batch number, reference, description of the posting, amount, the Nominal Ledger Company, department, and account number.

HOW AND WHEN IT IS RUN

Run this report from the End of Period menu. 

It can be run at any time; however, once a report has been printed, the postings on it will not be shown on subsequent reports.

SELECTION OPTIONS

You can the report for a selected company or all companies. You can print all outstanding transactions, or specify a date for outstanding transactions to be printed up to.

PRIVATE 
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                                                   STATEMENT DIRECT ITEMS REPORT                         TUESDAY 07/03/95 11.38

((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
CASH BOOK  1   Midland Current Account                 RECONCILIATION NO.    3     DATE 06/03/95

DATE      DETAILS                         REFERENCE      BATCH           PAYMENTS          RECEIPTS

((((      (((((((                         (((((((((      (((((           ((((((((          ((((((((
18/02/95                                  16744            249             104.23

28/02/95                                  23111            249              45.00

06/03/95                                  15555            249             322.00

                                                                  ((((((((((((((((  ((((((((((((((((
                                                                           471.23              0.00

                                                                  ((((((((((((((((  ((((((((((((((((
((((((((((((((((((((((((((((((((((((((((((((((((((((((((((( END OF REPORT ((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
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STATEMENT DIRECT ITEMS
This report prints an audit trail of statement direct items when you are closing a reconciliation.

HOW AND WHEN IT IS RUN

This report is run automatically when you have closed the reconciliation process.

SELECTION OPTIONS

There are no selection options for this report.


This page is deliberately left blank






Error Messages
.
We list below in alphabetical order the error messages that may appear during operation of Global 2000 Cash Manager, giving, where necessary, guidance as to the action to be taken. Any other messages will originate from the Global Operating System and are explained in the Global Operating Manual.

ADJUSTED CASH BOOK AND STATEMENT BALANCES DO NOT AGREE 

The cash book balance at reconciliation, adjusted to take account of unmatched bank statement items, does not agree with the closing statement balance, adjusted to allow for unpresented transactions. Re‑enter Reconcile cash book and correct the mistakes which caused this.

ASSIGNMENT TABLE FULL

Use $A (refer to the Global Operating Manual) to clear some of the unit assignments.

AUTOPOSTING TERMINATED IN ERROR

Posting from Sales Ledger or Purchase Ledger detected errors. You must restore your Cash Manager data along with the data from the module you were posting from and re‑run the posting.

BACKUP ABANDONED ‑ BACKUP VOLUME LOST OR IN ERROR

You are trying to take a security copy of your data but a permanent input/output error has arisen on the volume you are trying to backup to. You may have keyed N to the "Mount BACKUP..." prompt. You will have to repeat the backup operation with a fresh backup diskette.

BACKUP ABANDONED ‑ CANNOT BUILD CATALOGUE

An internal error has occurred when Cash Manager attempted to open the backup security catalogue file. Consult your dealer.

BACKUP ABANDONED ‑ CATALOGUE TOO SMALL

There is not enough space on the data unit to create the security catalogue. Move all the other files on your data unit to another volume or disk, then increase the space available on your data unit by using the $V utility (see the Global Operating Manual for details), move the other files back and try again.

BACKUP ABANDONED ‑ MASTER VOLUME LOST OR IN ERROR

You are trying to make a security copy but a permanent error has arisen on the volume you are trying to back up from, or the volume has been lost. Restore from a previous backup and repeat subsequent transactions.

BACKUP ABANDONED ‑ MULTIPLE VERSIONS OF THIS CYCLE

Each disk in the security backup cycle must have a unique name e.g.: A1, A2, A3 ... An for the first set, B1, B2, B3 ...Bn for the next set and so on. You have tried to key the letter of a security backup cycle which already exists. Try again using the correct letter. 

BATCH ALREADY POSTED

You have tried to enter a Sales Ledger batch number which has already been posted to Cash Manager.

BATCH FILE FULL: CANNOT CREATE ITEM

The attempt to create a statement‑direct item failed because there was insufficient room on the file indicated. You should use $F to extend the file and then re‑enter the item.   

BATCH FULL

You have reached a maximum of 40 transactions in a batch and you have tried to allocate one more transaction into it. You should exit from that screen to create a new batch.

BATCH 9999 ALREADY EXISTS. You must key a specific number

You have tried to specify 9999 as a batch number when it already exists. You should specify a number that has not already been used. If you have used all the others available, then go to the End of period menu and select the Clear Transactions option, so that you can start afresh.

BATCH NUMBER EXISTS

You have tried to key a batch number which has already been used in the batch header file. Key another number.

CANNOT ACCESS BATCH

CANNOT ACCESS NOMINAL HEADER

CANNOT ACCESS NOMINAL TRANSACTION

CANNOT ACCESS THE ANALYSIS RECORD

An error has been detected on the file used for the action specified above. Restore your data from a backup and repeat the operation.

CANNOT CHANGE COMPANY NUMBER

You are using Cash Manager for multi‑company operation and you have tried to change the company number in the Maintain Cash Books option from the Master file Maintenance menu. This is not allowed because there might still be some nominal analysis codes still active with that company number. 

CANNOT CHANGE DATE AFTER A STANDING ORDER HAS BEEN POSTED

You have attempted to change the posting date of a posted standing order.

CANNOT CHANGE FROM ALPHA TO NUMERIC

You are trying to change the Nominal Ledger account code to numeric although you first set it up as alphanumeric. This prevents you from making a mess of your data files.

CANNOT CHANGE NUMERIC CODE LENGTH

Once you have set up the nominal analysis code in system parameters as numeric, you cannot change its length. 

CANNOT CREATE CASH PLAN

An error has occurred while you were trying to create a cash plan. Consult your dealer. 

CANNOT CREATE NOMINAL INTERFACE HEADER

No nominal interface header exists and there has been an error in trying to create it. Rerun the program.

CANNOT CREATE SYSTEM PARAMETER FILE

During data take‑on, the Cash Manager program tries to create the system parameters file, but for some reason there is an error. Check if the data unit is large enough for the files that must be set up. Use the $V facility to increase the size of the data unit and try data take‑on again. If the problem persists, consult your dealer.

CANNOT DECREASE ALPHANUMERIC CODE LENGTH

Once you have set up the nominal analysis account code in system parameters as alphanumeric, you cannot decrease its length.

CANNOT LOAD COMMON DATA AREA

CANNOT LOAD P.CB

CANNOT LOAD SYSTEM ROUTINES

These error messages are very serious and are unlikely to occur. They indicate that your program library is corrupt. If any one of the above does appear, consult your dealer to get a new copy of the programs.

CANNOT LOCK BATCH HEADER RECORD

There has been an error in attempting to lock the batch header record. Rerun the program.

CANNOT OBTAIN A DELETE LOCK ON CB$DATA

There has been an error in attempting to obtain a delete lock on an unreconciled transaction record. Rerun the program.

CANNOT OPEN CAN FILE

An error has occurred in attempting to open the nominal postings file. Rerun the program.

CANNOT OPEN UNRECONCILED TRANSACTIONS FILE

There has been an error in trying to open the unreconciled transactions file. Rerun the program.

CANNOT POST FROM WORK VOLUME

You have chosen the Manual Section option from the Post Sales Ledger Receipts or Purchase Ledger Payments menu and have specified a work unit number instead of a data unit. Cash Manager will only post to a unit with a name of the form SLDATx or PLDATx.

CANNOT POST TO NOMINAL LEDGER INTERFACE FILE  

CANNOT READ RECONCILIATION RECORD  

CANNOT READ STATEMENT ITEMS  

CANNOT UPDATE CASH BOOK  

CASH BOOK DOES NOT EXIST  

CASH BOOK HAS JUST BEEN DELETED  

CLOSE RECONCILIATION TERMINATED IN ERROR  

The reconciliation could not be closed because of a fatal error.  

CANNOT READ ANALYSIS HELP RECORD   

There is no record on file CZ containing the most used nominal codes for the cash book and transaction type you have specified. Go into the Maintain help screens program and set one up.

CANNOT READ CASH BOOK CURRENCY

There is no currency record for the currency used by the cash book you have selected. You should go into the Maintain exchange rates program and set one up.

CANNOT READ CASH BOOK FILE

CANNOT READ CASH FLOW ACTUAL RECORD

CANNOT READ COMPANY FILE

CANNOT READ PAYMENTS RECORD

CANNOT READ RECEIPTS RECORD

CANNOT READ RECONCILIATION RECORD

You are trying to make an enquiry on a Cash Manager file, but an error has occurred. Restore your data from a recent backup and re‑run Cash Manager.

CANNOT READ CASH BOOK PERMANENT RECORD

There has been an error in attempting to read a cash book permanent record. Restore from backup.

CANNOT READ COMPANY CURRENCY   

There is no currency record for the main currency used by the company to which the cash book you selected belongs. Go into the Maintain exchange rates program and set one up.

CANNOT READ NOMINAL ANALYSIS TRANSACTION RECORD

There has been an error in attempting to read a nominal transaction record. Restore from backup.

CANNOT READ NOMINAL HEADER

There has been an error in attempting to read a nominal header record. Restore from backup.

CANNOT READ STATEMENT ITEMS  

An I/O error occurred when reading a bank statement item from database CB$DATA. You could try rerunning the program to see if this happens again. If it does you will probably have to restore all your data from backup.  

CANNOT READ STATEMENT ONLY ITEMS

An error has occurred while reading the statement only item file. Restore from a security copy dated before the start of the current reconciliation.

CANNOT READ TRANSACTION FILE

There has been an error in trying to read a transaction record. Restore from backup.

CANNOT READ UNPRESENTED ITEMS RECORD

An error has occurred on the unpresented items file. Restore your data from a security copy.

CANNOT READ UNRECONCILED TRANSACTIONS FILE

An I/O error occurred when reading an unreconciled transaction from database CB$DATA. You could try rerunning the program to see if this happens again. If it does you will probably have to restore all your data from backup.  

CANNOT SET FLAG ON TRANSACTION RECORD

An error has occurred during posting from Sales Ledger or Purchase Ledger. Restore the data from a backup and rerun the posting.

CANNOT UPDATE CASH BOOK 

You have tried to update a cash book, but your attempt has failed. Restore your data from a security copy. Check the free space on the cash book file using the Display File Status option from the Enquiries menu, and increase it if necessary by selecting the Reallocate Data Files option from the System Maintenance menu.

CANNOT UPDATE COMPANY

An error has occurred while you were trying to update a company record. Restore your data from a security copy.

CANNOT UPDATE COMPANY. RUN RESET POSTING

You are trying to create the nominal posting file but an error has occurred. Run the Reset nominal posting file and repeat the process. If the problem persists, restore your data from a backup.

CANNOT UPDATE CURRENCY

You are unable to update the currency file. In the unlikely event of this happening, consult your dealer.

CANNOT UPDATE INTERFACE FILE HEADER

You have tried to post transactions from either Sales Ledger or Purchase Ledger, but an error has occurred. Restore your data from backup.

CANNOT UPDATE STANDING ORDER

An error has occurred while you were trying to update the standing order file. Restore the data from a security copy.

CANNOT UPDATE NOMINAL ANALYSIS

An error has occurred whilst updating the nominal analysis codes. Restore from your data from a backup.

CANNOT UPDATE SYSTEM PARAMETERS

You have tried to update system parameters, but an error has occurred. Restore your data from a backup before trying again. 

CANNOT UPGRADE

During the conversion of your V6.0A data to V6.1, the nominal analysis transaction file is full of old records. If this message occurs, you should go into V6.0A Cash Manager and ensure that all nominal analysis code amounts have been posted to Nominal Ledger. Then you should select the Clear Transactions option from the End of Period menu to clear them off the V6.0A system before trying the data upgrade again.

CANNOT WRITE xxxx
An error has occurred while trying to write a record. Restore your data from a backup. 

CANNOT WRITE PROFILES

An error has occurred while writing the cash plan. Restore your data from a security copy.

CANNOT WRITE TO POSTINGS FILE

An error has occurred in attempting to write a nominal postings record, because the nominal postings file is full. Restore from backup.

CASH BOOK ACTIVE

You have attempted to delete a cash book that is still being used.

CASH BOOK DOES NOT RELATE TO COMPANY

In multi‑company use, you are trying to print the nominal analysis report and have keyed a cash book number that does not correspond to the company number. Try another cash book number.

CASH BOOK HAS BEEN RECONCILED TO INCLUDE THIS DATE

You have tried to enter a date which is earlier than the previous reconciliation close date. You should key in date which is later than that.

CASH BOOK HEADER NOT ON CB$DATA: CANNOT CREATE UNMATCHED ITEM

Details of the unmatched item could not be written to the CB$DATA database because the cash book header record, from which the internal sequence number is obtained, is missing. This indicates that CB$DATA has become corrupt. You must restore all files from backup.   

CASH BOOK HEADER ON CB$DATA IS LOCKED: CANNOT CREATE UNMATCHED ITEM   

Details of the unmatched item could not be written to the CB$DATA database because the cash book header record, from which the internal sequence number is obtained, is in use by another user. Try re‑entering the item later.

CASH BOOK NOT SET UP

You have keyed in a cash book number that does not correspond to an existing cash book. You should go into Maintain cash book control and create that cash book. However, if this was not simply a keying error, the header details of the book must have been accidentally deleted or overwritten in some way. Unless the book was empty (in which case you can simply use the Maintain cash books program to set it up again) it will be necessary to restore all your data from backup.   

CASH BOOK NOT SET UP FOR INTEGRATION

You have attempted to post some transactions to a cash book but the Cash book has not been set up for integration. Set the integration flag to "Y" in the Maintain Cash Books option.

CASH FLOW FILE UNAVAILABLE

You are trying to use one of the options on the Cash Plan menu, but the cash flow file may have been deleted by another user. Copy the file from your backup copy and try again. 

CASH MANAGER AND INTERFACE FILE VERSIONS DO NOT MATCH

You are trying to post transactions from Sales Ledger or Purchase Ledger but the version number of the posting file does not match this version of Cash Manager. (i.e. it isn't V6.1.) 

CASH PLAN NOT SET UP

You have keyed a cash plan number which is not yet set up.

CBD INVALIDLY ASSIGNED

The logical unit assignment CBD that you have set up is illegal. Check your menu customisation using MN.

CBH FILE FULL: CANNOT CREATE RECONCILIATION HEADER

It is not possible to proceed with the reconciliation you are just beginning because there is not enough room on the reconciliation headers file to create the necessary header record for it. Use $F to extend the CBH file and rerun the reconciliation program.  

CB$DATA HAS BECOME FULL WHEN TRYING TO ALLOCATE A NEW INDEX

This is the equivalent of STOP CODE 8823. You must restore all files from backup.

CHEQUE SEQUENCING FILE FULL: CANNOT CREATE ITEM  

The attempt to create a statement‑direct item failed because there was insufficient room on the file indicated. Use $F to extend the file and then re‑enter the item.  

CLOSE RECONCILIATION TERMINATED IN ERROR

You have tried to close a reconciliation but you cannot because either there is a hard error, or the balances on the statement and cash book or the closing and running statement balances do not agree.

CLOSING AND RUNNING STATEMENT BALANCE DO NOT AGREE

The running statement balance arrived at by entering statement items and matching off cash book transactions in the Reconcile cash book program does not equal the closing statement balance keyed into that program. Re‑enter Reconcile Cash Book and correct the mistakes which caused this.

CODE NOT DELETED

An error has occurred while trying to delete a nominal code. Restore your data from a recent backup and try again.

CODE NOT SET UP

The nominal analysis code you have attempted to access if not on file. Either enter another code number or set up the code you require in the Maintain Nominal Analysis option from the Master File Maintenance menu.

CODE TYPE MUST BE A OR N

The nominal analysis account code type must consist of numbers alone (N for numeric) or letters and numbers (A for alphanumeric).

COMPANY NOT SET UP

You have tried to key a number that does not correspond to a company that you have set up. Refer back to the Maintain Companies option from the Master File Maintenance menu before you key another number. 

COMPANY NOT SET UP IN CASH MANAGER

The general purpose interface file is for a company not set up in Cash Manager. Set up the appropriate company and rerun the process.

COMPANY RECORD MISSING   

There is no company record for the company specified in the header record of the cash book you have selected. Go into the Maintain companies program and set up the company details again.  

CONTROL TOTAL DISAGREES WITH BATCH

The total of transaction amounts in a batch do not add up to the control batch total. If this message appears, you will be offered options to amend the batch total, to key continue adding or deleting transactions, or to delete that batch.

COMPANY NOT SET UP FOR NOMINAL LEDGER INTEGRATION

This company does not have Nominal Ledger integration set up. Select the Maintain Companies option to set up the integration.

CORRUPT FILE

An error has occurred because of a corrupt file. Restore your data from a security copy and re‑run Cash Manager. 

CURRENCY CODE IS ACTIVE

You have tried to delete a currency code that is still in use.

CURRENCY NOT SET UP

You have tried to post a transaction to a currency which has not been set up in the currency file. You should set up the currency code first using the Maintain Exchange Rates option from the Master File Maintenance menu before trying to post transactions in that currency.

CUSTOMER NOT AVAILABLE

You have tried to post transactions from Sales Ledger but you are posting from pre‑V6.2 Sales Ledger to Cash Manager. 

DATA CORRUPT Key Restore, <CR> to retry, <ESC> to exit:

For some reason, one or more of the files that Cash Manager needs to use is not present on the data unit. Key R to restore the data and you will be led to the Restore Data option from the Data Security menu.

DATA FILES INCONSISTENT ‑ RESTORE FROM BACKUP

DATA FILES INCONSISTENT ‑ RESTORE FROM SECURITY COPY  

A previous operation has left the data corrupt. Restore from backup.

DATA IS NOT V6.1  Key Restore, Upgrade, <CR> to retry, <ESC>:

You have tried to use Cash Manager V6.1, but your data is still V6.0A. If you are sure that you have Version 6.1 data, and a control file, then press RETURN. Key R if you want to restore V6.1 data to the data unit. Otherwise, press ESCAPE then use the Close Period option from the End of period menu to close the year and hence to clear all unwanted transactions and speed up the upgrade. Then try to use Cash Manager V6.1 again, and choose the Upgrade option, and the data upgrade will proceed. 

DATA NOT PRESENT Create, Restore, <CR> to retry, <ESC>

This message occurs automatically at data take‑on, when you must key C to create the data files on your data unit.

It also occurs if the system parameters file on the data unit is missing. Key R to restore the data from a backup.

DATE CANNOT BE LATER THAN RECONCILIATION DATE  

The date you specified for one section of the working papers report was later than the date of the current reconciliation. This is not allowed, since any transactions later than the reconciliation cannot be included in that reconciliation and are therefore irrelevant.  

DATE REQUIRED  

When entering a statement‑direct or unmatched statement item, its date is always required.  

DETAIL RECORD NOT WRITTEN

An error has occurred while writing the cash plan. Restore your data from a backup.

DUPLICATE KEY: CANNOT CREATE UNMATCHED ITEM  

When an attempt was made to write the unmatched item details to the CB$DATA database it was found that there was already a record with the same cash book number, date and internal sequence number. This can only happen if there has been some sort of program error or data corruption. The best course is to try re‑entering the item. If the error still occurs, try restoring your data from backup or consult your dealer.

EARLIER THAN PREVIOUS RECONCILIATION  

The date you specify for the reconciliation you are now doing must not be earlier than that of any already completed reconciliation for the same cash book.  

ERROR IN OPENING FILES

A file has failed to open. Rerun the program.

ERROR IN UPDATING MENU FILE

This error message occurs when you are searching for Sales Ledger or Purchase Ledger units in system parameters, but the menu file is corrupt or missing from the data unit. Restore the data from a back up before trying again.

Exception n from routine xxxxx
The error message has been signalled with its result code; report this code to your dealer.

E001 FORMAT CODE NOT FOUND

If you get this message during installation of Global 2000 ‑ Cash Manager, you have keyed a format code that is not supported on your computer. If you have not made a typing error, then check the label of your CBA diskette for the format code there. Finally, look the disk formats supported using your computer by using $U, then try again.

E002 NOT A DISKETTE FORMAT

During installation, you have assigned a format code that does not relate to the disk drive on your computer. Use $U to check on the format codes before you try again.

E003 NO SECOND DISKETTE UNIT

During installation, the second diskette is missing. If you cannot find it, ask your dealer for another one.

FILE FULL: CANNOT CREATE UNMATCHED ITEM  

The CB$DATA database is full. You should use $F to extend it and then re‑enter the item. 

FILE MUST BE ALLOCATED BEFORE CONTINUING

During data take‑on, you have tried to exit from the data file allocation screen by pressing ESCAPE but you have not finished allocating record numbers to all the files. Cash Manager will not let you continue until you have done so.

FILE NOT VALID TO POST

You are attempting to post from Sales or Purchase Ledger, but the autoposting file may be corrupt. Consult the relevant user manual. 

FILE NOT VALID

An error has occurred while trying to read the interface file. Restore your data from a security copy. 

FILES ARE NOT ALL PRESENT

One or more files are not present on the data unit. Restore your data from a security copy.

FILES IN USE

FILES IN USE BY ANOTHER USER Key <CR> to return, <ESC> to exit

The files that you are trying to access are in use. It may be that you are trying to carry out an operation like updating system parameters or reorganising the data files which needs exclusive access to Cash Manager. Press ESCAPE to exit, or wait until other users have finished with Cash Manager.

FILES IN USE EXCLUSIVELY Key <CR> to return, <ESC> to exit

This message appears when another user has got exclusive access to Cash Manager. Either press ESCAPE to exit or wait until he or she has finished.

I/O ERROR DURING CONVERSION

An I/O error has occurred while you were trying to upgrade your data files from V6.0A. Restore your data from a backup and repeat.

I/O ERROR ‑ RESTORE FROM BACKUP

An I/O error has occurred on your files. Restore data from a backup and repeat.

INTERFACE FILE CORRUPT - RESTORE FROM BACKUP

The integrity flag is set, so posting is not possible. Restore from backup, and if the message reappears, consult your dealer.

INTERFACE FILE HAS INVALID LEDGER TYPE

The general purpose interface file has an invalid ledger code. The interface file must be recreated. Consult your dealer.

INTERFACE FILE HAS INVALID VERSION NUMBER

The version number must be 6.1 onwards. The general purpose interface file must be recreated. Consult your dealer.

INTERFACE FILE INVALID - RECORD LENGTH MUST BE 128

The general purpose interface file is not set up with the correct record length. The interface file must be re-created using the correct layout. Consult your dealer.

INTERFACE FILE NOT VALID - NO HEADER RECORD

The interface file is invalid, because the first record type is not IH. The general purpose interface file may need re-creating. Consult your dealer.

INTERFACE FILE NOT VALID TO POST

The `valid for posting' flag is not set to Y. The general purpose interface file may need recreating. Consult your dealer.

INSUFFICIENT FREE MEMORY AVAILABLE DURING SORT

Consult your dealer.

INSUFFICIENT ROOM FOR CASH PLAN

An error has occurred while copying a cash plan. There is not enough room on the data unit for the new cash plan. Reorganise your files using the appropriate option from the System Maintenance menu. If the message persists, consult your dealer. 

INSUFFICIENT SPACE ON $M. UPDATE LOST

You are trying to set up a system request in the Maintain System Request option from the System Maintenance menu but there is insufficient space on unit $M to create the system request. Refer to the Global Operating Manual and use the $V facility to increase the unit size.

INSUFFICIENT SPACE ON SORTFILE DURING SORT

Consult your dealer.

INSUFFICIENT SPACE TO OPEN WORKFILE ON WORK VOLUME

If this message appears on sorting the interface file, the WORK volume is either too small, or there is insufficient free space available on it. Consult your dealer if necessary.

INSUFFICIENT SPACE TO COPY BACK, INCREASE VOLUME SIZE & RERUN

You are trying to upgrade your data files from version 6.0A, but the data unit is too small to accommodate all the converted files. Use the Global command $REORG or $V to allocate a larger data volume, then restore your data to that volume.

 INSUFFICIENT SPACE TO COPY TO, INCREASE VOLUME SIZE AND RERUN

You are trying to upgrade your data files from version 6.0A, but your work volume is not large enough to cope with the conversion process. Use the Global command $REORG or $V to allocate a larger work volume.

INVALID CASH BOOK NUMBER  

You specified a cash book number of zero. This is not allowed.  

INVALID DATA UNIT

One or more of your data units is assigned invalidly. Check the logical unit assignments in the menu customisation by using the CUS instruction from your system main menu.

INVALID NOMINAL CODE

Self‑explanatory.

INVALID TRANSACTION TYPE

A batch is not marked as being of payment, receipt, or journal type. Restore from backup.

IRRECOVERABLE I/O ERROR ON SORTFILE DURING SORT

Consult your dealer.

ITEM LATER THAN THIS ALREADY INCLUDED IN RECONCILIATION  

You are attempting to modify the date of the current reconciliation to be earlier than that of at least one of the items already included in this reconciliation. This is not allowed because no item in a reconciliation may be dated later than the reconciliation itself. If the new reconciliation date really is the correct one, retain the existing date for the time being, go into the reconciliation program's Statement Items browse, delete all items dated later than the new date you want for the reconciliation, and then re‑enter the reconciliation program and change the date.  

JOURNAL BALANCE MUST BE ZERO

The journal balance has to be zero before you can finish posting journal adjustments.

KEY P FOR PAYMENT OR R FOR RECEIPT  

You have keyed an invalid response to the Type prompt which occurs during the entry of statement items. You must either key P if the item is a payment, or R if it is a receipt.  

LATER THAN END OF CURRENT PERIOD

You have tried to enter a date which is later than the Sales Ledger current period. Refer to the Sales Ledger current period date to key in the correct one.

LATER THAN RECONCILIATION DATE  

The date of a statement‑direct or unmatched statement item cannot be specified to be later than the date of the reconciliation in which it is entered.  

LENGTH MUST BE IN THE RANGE 10 ‑ 30

You have chosen to have description of nominal codes to be displayed. The length of those details must be in the range 10 to 30.

MAY NOT CONTAIN SEPARATORS

The code you have keyed contains the separator you defined in system parameters. Try again.

MENU FILE MISSING

During data take‑on, you have tried to use the Cash Manager menus, but the menu file is missing. This message should not occur; if it does then try to install Cash Manager again which should install the menu file. If you still get this error message after reinstallation, then consult your dealer.

NL-INT FILE FULL, PLEASE EXTEND OR RUN N/L AUTOMATIC POSTING - RETRY?

The CAN file has become full. Go into Nominal Ledger and run the autoposting program from Cash Manager to empty the file. Once this has been completed key Y to continue.

Otherwise, key N to terminate the program. If you do this, you must make space in the file before you enter any more transactions, or before autoposting to Cash Manager.

NO AVAILABLE BATCH NUMBER: PURGE BATCH FILE  

The attempt to create a statement‑direct item failed.

NO CODES FOR THIS COMPANY IN THE GIVEN RANGE

You have tried to enter a code range which does not feature any codes set up in it.

NO CORRESPONDING PAYMENT TRANSACTION FOR UNRECONCILED ITEM NO CORRESPONDING RECEIPT TRANSACTION FOR UNRECONCILED ITEM  

These messages are for information only: no action is required on your part. They indicate that the CB$DATA database has got slightly out of step with the CBT or CBR file, respectively. This will be corrected automatically when you run Close reconciliation.  

NO CURRENT BATCHES

You have tried to post pre V6.2 Sales Ledger transactions to Cash Manager. 

NO CURRENT RECONCILIATION

You are trying either to close or print a reconciliation but there isn't a current reconciliation for the cash book you have specified. You should reconcile that cash book first before attempting to print or close it.

NO ITEM TO LINK WITH  

An attempt has been made to automatch the currently selected unmatched bank statement item with another such item of equal and opposite value, but there are none available. This could mean either that there is no item with the appropriate value, or else that such an item does exist, but has already been linked with another statement item or matched with a cash book transaction.  

NO MATCHING TRANSACTION  

An attempt has been made to automatch the currently selected unmatched bank statement item with a cash book transaction of equal value, but there are none available. This could mean either that there is no trans‑ action with the appropriate value, or else that such a transaction does exist, but has already been matched with a another statement item.  

NOMINAL ACCOUNT CODE INVALID

The Nominal Ledger account code you have tried to key is invalid.

NOMINAL ACCOUNT CODE MUST BE NUMERIC

While trying to update the nominal analysis codes, you have tried to specify a Nominal Ledger account code which is not numeric.

NOMINAL ACCOUNT CODE IS n CHARACTERS IN LENGTH

The nominal account code should be n characters in length, where n represents the figure you set up in system parameters.

NOMINAL ACCOUNT CODE MUST BE SET UP

You are trying to update nominal analysis account codes when you haven't set up integration with Nominal Ledger in system parameters.

NOMINAL LEDGER DETAILS REQUIRED

If you have specified that Nominal Ledger is in use for a company, then you must supply the integration details. 

NOMINAL TRANSACTION FILE FULL: CANNOT CREATE ITEM  

The attempt to create a statement‑direct item failed because there was insufficient room on the file indicated. You should use $F to extend the file and then re‑enter the item.  

NOMINAL TRANSACTION FILE FULL ‑ RUN FILE REALLOCATION

Your nominal transaction file is full. You should go to file allocation to enlarge the size of that file before continuing.

NO ROOM FOR SO MANY EXTRA RECORDS

You have entered a number of new records, but there are not enough space on the data unit for so many of them.

NOT FOUND  

An attempt has been made to use the 'Get' option from a browse baseline prompt to find an item which does not exist.  

NOT FULLY ALLOCATED

You are trying to set up a standing order but have pressed ESCAPE to the amount in the Allocation column, rather than pressing RETURN to accept it.

NOT LARGE ENOUGH TO ACCOMMODATE USED RECORDS

The new number of records you have entered is smaller than the number of used records. It should be at least equal to the number of used records. 

NO TRANSACTIONS FOR THIS CASH BOOK

You are trying to print out the cash book report, but there are no transactions in the range that you have specified.

OVERFLOW ON STANDING ORDER standing order number
You are trying to post a standing order to a cash book, but the local currency of that cash book is different from the base currency of the company and an overflow has occurred while Cash Manager was trying to calculate the analysis amount. This will have corrupted your data, so you should restore from your most recent backup and then check the exchange rates and the allocation amounts for the standing order. If the exchange rates and allocation amounts are correct, you could try setting up two standing orders each of half the original amount and try again.

PGK MODIFICATIONS NOT COMPLETED

If this message occurs, consult your dealer.

PLAN ALREADY CREATED

You have tried to create a cash plan with a number that already exists. Key a different number.

PLEASE NOTE THAT THERE ARE OPEN BATCHES IN S/L

There are pre‑V6.2 batches in Sales Ledger which are open and cannot be posted to Cash Manager. Refer to the Sales Ledger menu and close those batches before trying to post them again.

PLEASE NOTE ‑ YOU HAVE UNPRINTED BATCHES

You are trying to clear transactions from the End of Period menu, but there are batches set up that have not been printed. These will not get cleared. If you do want to clear them, select the Print Batches option to print them before repeating the process. 

PRINT FILE ALREADY EXISTS ON uuu
A print file with the same name exists on this unit. This should not occur if you are using a spooler.

PRINT FILE FULL ON uuu
The print file is full. Either increase the size of the unit or delete some existing files and try again.

RECORD IN USE: CANNOT DELETE  

An attempt to delete an old unpresented transaction from the reconciliation program's transactions browse failed because the relevant record on the CB$DATA database was in use by someone else. Wait until it becomes available and try again.  

RECORD NOT ACCEPTED

This I/O error has occurred during updating the nominal analysis code. Check the code number and refer the problem to your dealer.

REFERENCE CAN NO LONGER BE LEFT BLANK  

When you initially enter details of a statement item you may leave the reference blank in order to trigger a search for all cash book transactions with the specified value. When you go on to create a statement‑direct or unmatched item, however, you have to supply a suitable reference.  

RUN DATA FILE ALLOCATION BEFORE CONTINUING

You have tried to post Sales Ledger receipts to Cash Manager but the process cannot be continued because the batch header file is full. Run the Reallocate files option from the System Maintenance menu before repeating the operation. 

RUN FOR COMPANY NUMBER nn NOT YET POSTED

The previous run has not been posted to Nominal ledger. You should post data to nominal ledger and run the Reset Nominal Detail option.

RUNNING CASH BOOK AND STATEMENT BALANCE DO NOT AGREE

Reconciliation cannot be closed if the total amount of transactions that appear in the cash book do not match the bank statement balance. Check to see if there are any statement only transactions in the reconciliation that you have not accounted for.

SALES LEDGER NOT SET UP FOR INTEGRATION

When you are trying to post Sales Ledger receipts, you will get this message if Sales Ledger (pre‑V6.2) system parameters do not specify integration with Cash Manager. Go into Sales Ledger system parameters and change this.

SECURITY VOLUME CYCLE CODE MUST BE ALPHABETIC

The security cycle code must be from A to Z (or a to z).

SEQUENCE MISMATCH

You have tried to copy the CB‑Menus file in isolation from one data unit to another. This is not feasible with the new menu handling system and you will have to restore your data from a recent security copy before you can proceed to use Cash Manager.

SMALLEST POSSIBLE NUMBER OF RECORDS IS 25

The smallest number of records to be allocated on the file is 25.

STANDING ORDER FILE FULL ‑ RUN FILE REALLOCATION

You are trying to set up another standing order, but the file has become full. Increase the size in the Reallocate Data Files option from the System Maintenance menu and try again. 

THERE ARE NO TRANSACTIONS TO POST

If you get this message, go back into Sales Ledger to check if there are any transactions to post, and if there are whether any of them are still open. Close any open batches in Sales Ledger then go back into Cash Manager and try to run the posting again.

THERE HAS BEEN AN IRRECOVERABLE I/O ERROR ON FILE CB$DATA

A serious error has occurred. Restore all files from backup.

THERE IS NOT ENOUGH SPACE TO INSTALL GLOBAL 2000 ‑ CASH MANAGER

During installation Global 2000 Cash Manager will first prompt you to check that there is enough space to install. Check that there is using $F, and then key Y or N as appropriate. You can increase the volume size by using the $V utility (see the Global operating manual).

THIS IS AN ACTIVE RECORD

The nominal analysis code you want to delete is still in use and therefore cannot be deleted.

THIS IS A RESERVED SLOT

You are trying to update one of the reserved slots (1, 10 and 20) on the customised posting template.

THIS TERMINAL DOES NOT SUPPORT FORMATTED SCREENS

The terminal is not suitable to run Global 2000 Cash Manager. Consult your dealer.

TOO EARLY

You have tried to enter a reconciliation date that is earlier than the last reconciliation close date.

TOO LARGE

You are trying to post a transaction in a currency different from the local currency of the cash book but have tried to enter a transaction amount which is too large for Cash Manager to calculate the value. Try again.

TOO SMALL

You are trying to post a transaction in a currency different from the local currency of the cash book but have tried to enter a transaction amount which is too small for Cash Manager to calculate the Value. Try again.

TRANSACTION ALREADY MATCHED AFTER THIS DATE

You have attempted to amend the reconciliation date to a date that is later than a transaction that has already been matched in this reconciliation. 

TRANSACTION FILE CBR FULL: CANNOT CREATE ITEM 

TRANSACTION FILE CBT FULL: CANNOT CREATE ITEM  

The attempt to create a statement‑direct item failed because there was insufficient room on the file indicated. You should use $F to extend the file and then re‑enter the item.  

TYPE AHEAD BUFFER HAS OVERFLOWED

The type ahead buffer is full, you should press ESCAPE to exit from the system request and retry. If the problem persists, consult your dealer.

UNABLE TO ACCESS CASH BOOK FILE

UNABLE TO ACCESS CASH TRANSACTION 

UNABLE TO ACCESS NOMINAL ANALYSIS FILE

An error has been detected on one of the above files. Restore your data from a backup and try again.

UNABLE TO CLEAR WORK VOLUME

An irrecoverable I/O error has occurred on the work volume. Use the Global utility $F to verify the volume. If this indicates that the volume is faulty then you should use the $V utility to reformat it.

UNABLE TO COPY FILES

Files are in use or have been deleted, therefore cannot be copied.

UNABLE TO USE WORK VOLUME

Some serious errors have occurred during copying files from work volume to data unit. You should restore data from backup and try again.

UNABLE TO WRITE TO CB$DATA: CANNOT CREATE ITEM  

The attempt to create a statement‑direct item failed because it was not possible to add another record to the CB$DATA database. The most likely reason for this is that the file is full, in which case you should use $F to extend it.  

UNRECONCILED DATE

You are trying to clear transactions from your Cash Manager system but the date you have keyed for the purge date is not a reconciliation date. Try again.

UNSUCCESSFUL ‑ CANNOT OPEN MASTER FILE

File reorganisation fails because file on data unit is missing. Restore your data from a backup.

UNSUCCESSFUL ‑ CANNOT OPEN WORK FILE

File reorganisation has failed. Restore the data from a backup.

UNSUCCESSFUL ‑ CORRUPT FILE

The file reorganisation you are attempting has failed because the file on either the work volume or the data unit is corrupt.

UNSUCCESSFUL ‑ I/O ERROR DURING CONVERSION

You are trying to upgrade your data from version 6.0A, but an error has occurred while Cash Manager was copying your files back from the work unit. Restore your V6.0A data from a backup and try again. 

UNSUCCESSFUL ‑ MASTER VOLUME TOO SMALL

The file reorganisation you are attempting has failed because the data unit is too small to hold all the organised files. Consult your dealer.

UNSUCCESSFUL ‑ WORK VOLUME TOO SMALL

File reorganisation has failed because the work volume is smaller than the data unit. You should extend the size of the work volume and try reorganising the files again.

UNSUCCESSFUL ‑ CORRUPT FILE

File reorganisation has failed. Restore your data from a security copy.

VALID NUMBER 1‑10

The Nominal Ledger account code should not be greater than 10.

WARNING ‑ DEFAULT NOMINAL LEDGER ACCOUNT CODES ASSUMED

Some of the nominal analysis codes in Cash Manager have not been set up for integration. The integration will still take place, but the default nominal account code will be used ‑ it will be set to either spaces or zeros depending on whether the company nominal account code type is alphanumeric or numeric.

WORK VOLUME IN USE <CR> to retry, <ESC> to exit

The work unit is currently in use by another user. Either press ESCAPE to abandon, or wait until the work unit is not longer in use and press RETURN to continue.

xxxxxxxxxx FILE FULL ‑ PLEASE RUN FILE REALLOCATION

One or more of your data files is not large enough for the number of records that you are trying to allocate to it. End the task currently being undertaken and choose the Reallocate Data Files option from the System Maintenance menu to enlarge the file sizes. Then try the operation again.

xxxxxxxxxxxxxxx REPORT CODE nn/x

This irrecoverable input‑output error occurs while files are being created or updated. Check the report code number and refer the information to your dealer.

ZERO VALUE NOT VALID  

You have attempted to enter a statement item with zero value. This is not allowed.  

$$UREQ ON $M IN USE

You are trying to run a system request, but the file on $M is already in use. Try again later.






Appendix A
.
FILE STRUCTURE DEFINITION
This document describes the file structures and relationships for Global 2000 Cash Manager V6.1. It is intended mainly for use by those developing their own tailored reports, either using Global 2000 Reporter or directly amending source code supplied by TIS Software Limited. It may also be of interest to developers of applications which interface with Cash Manager V6.1.

These notes should be read in conjunction with the data dictionary S.CB6.1 supplied on one of the installation diskettes. You should copy this file to the Reporter data unit and use Reporter's Print data dictionary function to obtain a field by field specification of the files.

Please note that file structures and relationships may alter from one release of the software to the next; the notes below refer only to the product and version number specified above.

THE FILES ‑ THEIR TYPES AND USAGE

The files used by Cash Manager V6.1 are listed on the following pages, preceded by a file structure diagram which represents their relationships.

File Name:CB$DATA

File Description:Unreconciled Transactions file

Organisation:DMAM

Record length:
64

General Information
This file holds all unreconciled transactions

File structure
This file contains three record types, CX, CD, and CK.

File linkages
The key of the related transaction record is held in the field CXCTKY.

Record Formats
The file has three record formats:

CX
This can be unreconciled cash book transactions, statement direct items, 
or unmatched transactions.


CD
The descriptions of unmatched statement items.


CK
The cash book control record.

File Name:CBY 

File Description:Cash Manager company file 

Organisation:Relative sequential 

Record length:
70 bytes 

General Information
The CBY holds the company information in the Cash Manager system 

File structure
The file contains 99 records. The nth record on the file corresponds to nth company. Existing companies are held on a record of type CY. 

File linkages
None. 

Record Formats
The file has one record format:

CY
The company record. 

File Name:CBP 

File Description:Cash Book file 

Organisation:Relative sequential 

Record length:
150 bytes 

General Information
The CBP holds the Cash Book permanent information.

File structure
The file contains 99 records. The nth record corresponds to the nth Cash Book. Existing records are held one a record with type CP. 

File linkages
The nominal codes that are set up in Cash Book maintenance are held in the fields CPNOM2 ‑ CPNOM8. These numbers along with the company number held in CPCOMP can be used to form the key of the nominal header record on the CBN file for that nominal code. 

Record Formats
The file has one record format:

CP
Cash book header record. 

File Name:CBC 

File Description:Currency file 

Organisation:Relative sequential 

Record length:
70 bytes 

General Information
The CBC holds the Cash Manager currency details.

File structure
The file contains 99 records. The nth record corresponds to the nth currency. Existing records are held one a record with type CC. 

File linkages
None. 

Record Formats
The file has one record format:

CC
Currency record. 

File Name:CBN 

File Description:Nominal header file 

Organisation:Indexed sequential 

Record length:
110 bytes 

Key length:4 bytes 

General Information
The CBN holds the nominal code details. 

File structure
The file contains one record type, CN. 

File linkages
None. 

Record Formats
The file has one record format:

CNNominal header record. Contains the Nominal Ledger integration details and the cumulative period and year to date totals for a single nominal analysis code. 

File Name:CBB 

File Description:Batch header file 

Organisation:Indexed sequential 

Record length:
190 bytes 

Key length:4 bytes 

General Information
The CBB holds the batch header details. 

File structure
The file contains one record type, CB. 

File linkages
Using the table CBSTKEY you can read the nth transaction from transaction file (CBT or CBR) for a batch by building the key from CBCASH, CBSTKEY(n), CBBATID, n.

Record Formats
The file has one record format.

CBBatch header record. Contains batch details and pointers to the transactions. 

File Name:CBT 

File Description:Payment transaction file 

Organisation:Indexed sequential 

Record length:
120 bytes 

Key length:7 bytes 

General Information
The CBT holds the payment transaction details. 

File structure
The file contains one record type, CT. 

File linkages
The key of the first nominal analysis code for this payment is held in the field CTNEXT. 

Record Formats
The file has one record format:

CTPayment transaction record. Contains transaction details. 

File Name:CBR 

File Description:Receipt transaction file 

Organisation:Indexed sequential 

Record length:
120 bytes 

Key length:7 bytes 

General Information
The CBR holds the receipt transaction details. 

File structure
The file contains one record type, CR. 

File linkages
The key of the first nominal analysis code for this receipt is held in the field CRNEXT. 

Record Formats
The file has one record format. It uses the same copy book as the file CBT but the type is CR:

CRReceipt transaction record. Contains transaction details. 

File Name:CBU 

File Description:Cheque sequencing file 

Organisation:Indexed sequential 

Record length:
22 bytes 

Key length:17 bytes 

General Information
The CBU is the cheque sequencing file. It provides a method by which to read through the transactions in cheque order.

File structure
The file contains one record type, CQ. 

File linkages
Using CQCBUM and CQNUM you can build the key of the transaction record. The cheque reference number is preceded by RR if it is a receipt and PP if it is a payment so the field CQKEYA dictates whether you should read the CBT file or the CBR file to get the transaction. 

Record Formats
The file has one record format:


CQCheque record. 

File Name:CBA 

File Description:Nominal transaction file 

Organisation:Indexed sequential 

Record length:
110 bytes 

Key length:12 bytes 

General Information
Each transaction in Cash Manager is analysed to at least 2 and up to 100 nominal analysis codes. These comprise up to 99 transactions that you type in at transaction entry time plus 1 which is automatically generated by Cash Manager to the Cash Book analysis code. The transaction amount is split between the codes you enter and an equal and opposite amount analysed to the Cash Book nominal. 

File structure
The file contains one record type, CA. 

File linkages
The field CACASH contains the cash book, and hence the record number of the corresponding CP record on the CBP file.

The first four bytes of the field CAMKEY make up the key on the CN record for the CBN file.

The field CACNUM contains the company number and hence the record number of the corresponding CY record on the CBY file.

Record Formats
The file has one record format:

CA
Nominal analysis transaction record. 

File Name:CBH 

File Description:Reconciliation header file 

Organisation:Indexed sequential 

Record length:
48 bytes 

Key length:3 bytes 

General Information
The CBH record holds the current reconciliation information for a cash book reconciliation number.

File structure
The file contains one record type, CH. 

File linkages
The field CHCASH contains the cash book, and hence the record number of the corresponding CP record on the CBP file.

Record Formats
The file has one record format:

CH
Reconciliation record. 

File Name:CBO 

File Description:Standing order file 

Organisation:Indexed sequential 

Record length:
482 bytes 

Key length:4 bytes 

General Information
The CBO record holds the standing order details.

File structure
The file contains one record type. One standing order is held on each record. 

File linkages
COCASH holds the cash book number and hence the corresponding record number on the CBP file.

The items CO1NOM and CO2NOM when used with the company number of the cash book form the key to the Nominal accounts that are updated by the standing order.

Record Formats
The file has one record format:

COStanding order record. Each record holds one standing order. 

File Name:CBZ 

File Description:Most used nominal codes 

Organisation:Indexed sequential 

Record length:
1814 bytes 

Key length:4 bytes 

General Information
This file holds the nominal code help information that appears during transaction entry.

File structure
Each record holds the help information for one transaction type for a cash book. 

File linkages
CZ1NOM and CZ2NOM when used with the company number CZCUM form the key of the CN record from the CBN file.

Record Formats
The file has one record format:

CZ
Most used nominal codes information. 

File Name:CAN 

File Description:Nominal Ledger posting file 

Organisation:Relative sequential 

Record length:
128 bytes 

General Information
This file holds all the information that is to be posted to the Nominal Ledger.

File structure
The file contains two record types. A header record is always present as the first on the file. The transaction records follow this. 

File linkages
None. 

Record Formats
The file has two record formats:

NHHeader record. This defines which Nominal Ledger company is to be updated by the following records.

NADetail record. This describes which Nominal Ledger account is to be updated and by how much.
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Appendix B
.
REPORT OPTIONS AND VIEWING FACILITIES
The report options and viewing facilities provided in Global 2000 Cash Manager and other modules from the Global range enable you to view a report on the screen as it is being printed. You will be able to view a report in whole or in part, reformat it on the screen by suppressing columns selectively, or search for particular names or figures.

You can also alter the spool options before actually printing the report: these allow you to change the name of the report, the unit to which it is to be sent and, when printing to a spooler, to specify the priority of the report, the number of copies required and whether or not it is to be `held'. You can also associate a password with the report, so that only a user who knows the password can print it.

INVOKING THE REPORT VIEWING FACILITIES

The report viewing facilities can be invoked at two separate points. First, before starting the print, you can key O or V in reply to the following prompt:


Key Amend, Options, View 1st screen, <CR> to print,











 <ESC> to exit:

Keying O leads you to the Options screen, explained below.

Keying V causes the first screenful of the report to be displayed, as in the example in figure B1. The facilities available in this case are explained in detail later in the Appendix.

Alternatively, while the report is actually printing, you can interrupt it by keying <CTRL G> to the baseline prompt:


Report printing ‑ Key <CTRL G> to interrupt:

This causes the following prompt to appear:


Key Inspect, Options, <CR> to continue, <ESC> to exit:

Keying I at this point causes the text currently being printed to be displayed on the screen, with further viewing choices which are described under the Inspect option below.

When the report is being viewed, the `Report printing' baseline prompt always appears to give you the opportunity to interrupt. This prompt also appears when the report is printing without being viewed.

Keying O leads to the Options screen, explained below. Note, however, that once you have started printing the report, the spool options cannot be changed.

Key V to view the first screenful of the report, if that much has been printed. See the section on viewing the report for further details.

RETURN takes you back to the previous prompt, and ESCAPE allows you to cancel the printing of the report.

PRIVATE 

((((((((((((((((((((((((((((((((((( OPTIONS (((((((((((((((((((((((((((((((((((
(                                                                             (
(   Title CASH BOOK REPORT                                                    (
(   (((((                                                                     (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(   Display                                                                   (
(   (((((((                             Switch screen into wide mode?  Y      (
(                                                                             (
(   Pause printing condition (1(5) 3   (1 = at end of report,                 (
(                                       2 = find text string,                 (
(                                       3 = don't stop at all,                (
(                                       4 = stop at page number,              (
(   Display report while printing? N    5 = stop after each screenful.)       (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
(                                                                             (
(   Spool      Name prlist              Unit $PR            Priority          (
(   (((((                                                                     (
(              Copies                   Hold N              Password          (
(                                                                             (
(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Key Title, Display, Spool, <CR> to continue, <ESC> to exit

Figure 118 - The Options Window

THE OPTIONS SCREEN

Keying O to the first baseline prompt causes the screen illustration in figure B2 to appear. This enables you to change the title of the report, and the screen and spool options from their default settings.

You are prompted on the baseline as follows:


Key Title, Display, Spool, <CR> to continue, <ESC> to exit:

Key T to change the title of the report to be printed. Up to 67 characters are permitted.

Key D to alter the Display options, and you are prompted for the following items:

Pause printing conditions (1‑5). Refer to the table opposite for the meaning of the various print options.

Display report while printing? You have the option to key Y or N, as required. Note that the default here changes according to your reply to the previous prompt. Also, displaying the report while printing will slow down the printing considerably.

Switch screen into wide mode? This prompt only appears on screen with a wide mode facility, one that can display compressed characters to fit a report of 132 characters in width on the screen. Key Y or N as required.

Key S to alter the Spool options, and you are prompted for the following items:

Name. The file name of the report to be printed, as it will appear on the spooler, can be changed at this point. Up to eight characters can be used. Note that selecting the Unit, Priority, Copies, or Hold options causes the last four characters of the report file name to be blanked out, with replacements appearing according to your choice. 

Unit. The printer unit used can be changed too, if necessary.

Priority. Press RETURN to accept the default priority displayed, or select an alternative spooler priority number in the range 1 to 9. If you alter the default, the new priority will be reflected in the 8th character of the report file name. Note that if you change the priority, you will not be able to put the report on Hold as well.

Copies. Press RETURN to accept the default number of copies, or select another number of copies in the range 1 to 99. If you alter the default number of copies, the number chosen will appear in the position of the 6th and 7th characters of the report file name.

	PRIVATE 
1 At end of report
Display report while printing? N Report is printed but not displayed. If you are printing to a spooler, an options prompt appears at the end allowing you to inspect the report on screen or abandon it if necessary. 

Display report while printing? Y Report is displayed on screen while printing. If printing to a spooler, options are now available to inspect report or abandon it at the end.



	2 Find text string
Display report while printing? N Enables you to search for a string of up to 15 characters. When the first occurrence of the string is found, the line on which it occurs is highlighted and displayed as the first report entry on screen. You can inspect the report on screen, change the display options, continue or abandon the print.

Display report while printing? Y Report is displayed as it prints, but stops at the screenful containing the first occurrence of the searched for string, which is highlighted. You can inspect the onscreen report, change screen options, continue printing and displaying the report, or abandon it. 



	3 Don't stop at all
Display report while printing? N (The default.) Report is printed in the standard fashion, but can be interrupted for inspection or to change display options. 

Display report while printing? Y Report is displayed as it prints, and can be interrupted at any point for inspection, altering display options, or for abandoning the print.



	4 Stop at page number
Display report while printing? N Report is printed up to but not including the page specified, which is displayed. At this point, a prompt appears, allowing you to inspect the report or change display options.

Display report while printing? Y Report is displayed as it prints up to but not including the page specified. At this point, you can inspect the report, alter display options, continue printing or abandon the print.



	5 Stop after each screenful
Report is displayed as it prints. As each screenful is printed, you can inspect the report as printed so far, alter display options, continue or abandon the print.





Pause Printing Conditions
Hold. Press RETURN to accept the default N, in which case the report will be scheduled for printing in the normal way. If you haven't altered the Priority (see above), you can key Y to hold the report on the spooler. If a priority has already been set up on the spooler, it will override this instruction. Note that if you choose Y, an H appears in the position of the 8th character of the report file name. 

Password. Type a password of up to eight characters which can be used to prevent unauthorised access to the report, or press RETURN to leave the report unprotected. This facility can only be used when printing to disk units. 

When you have selected the Title, Display or Spool options you require, press RETURN to continue and print the report in accordance with the parameters selected, or press ESCAPE to abandon the report.

VIEWING THE REPORT

If you key V to the View prompt, the first screenful of the report is displayed on screen. You can use <SYSREQ> L or <SYSREQ> R to access the left or right hand sides of the screen respectively.

To fit each 132 column report onto a typical 79 or 80 column screen, certain columns will be truncated or omitted: vertical lines on the screen indicate the break points. Users of screens with a wide mode capability can alter the Display options (see previous page) to display the entire width of the report on one screen.

You are prompted on the baseline as follows:


Key Columns, Inspect, Options, Scroll, <CR> for next, 











 <ESC> to exit:

This offers you a number of choices:

Columns. Key C to cause a horizontal line of xxxs to appear (initially over the first entry of the report) as well as the following baseline prompt:


Key a space to suppress column, x otherwise, 






<CR> to end. <Excess chars xx>:

The xxxs mark the columns to be displayed on screen, and spaces indicate those to be suppressed. Using this facility, you can omit columns you don't want to look at, so that only relevant information appears on screen, or you can cause columns that occur several fields apart to appear side by side for comparison. 

The xx in Excess chars stands for the number of characters outstanding in the width of the report which will not fit onto your screen. Each time you press the space bar to suppress a column, one will be subtracted from this number.

At this stage, users without wide screen facilities can key HOME, which will cause the screen to fill with the next width of data. Cursor and tab keys can be used to move to the appropriate points along the line, as well as up and down the screen. In addition, certain function keys may be used:


F1 reinstates the xxxs to the right of the cursor


F2 reinstates all the xxxs on the line


CLEAR will erase the xxxs to the right of the cursor

The column suppression line is not fixed on the top line of the report entries on the screen, but can be positioned wherever you require by using the cursor up and down keys. Note that using the Columns option does not affect the layout of the actual printed report in any way, although you can print out individual screens using the screen print facility <SYSREQ> P.

Like the Inspect facility, Columns is only available to those users who can use the system request function (see Appendix A).

Inspect. Key I to cause the following prompt to appear:


Key nnn/‑nnn, Columns, Find, Page, Resume:

This contains a number of options for looking at and manipulating data on screen, provided that it has already been written to disk. Inspection facilities are not available when printing directly to a printer.

You can move from screen to screen, go to a particular line or page, search for a particular character string, or use the Columns options explained above. These facilities are described in detail in the section entitled Features of the Inspect option.

After causing either the next screenful or next few lines of the report to appear, the prompt changes to include an additional option to press RETURN for the next screenful. When the end of the report is reached, this option changes to press RETURN to go back a screen.

Options. Key O to get the Options screen appearing again (see figure B2); the facilities available there have already been described above.

Note that because you are now viewing the report, you will only be able to change the Display options, not Spool options, as at the outset. If you have reached the end of the report and you choose Options, it will only be possible to view the Options screen, you will not be able to change either set of parameters.

Scroll. Key S to look through the whole report, which will automatically appear, screenful by screenful, until the end is reached.

RETURN. Press RETURN to continue to obtain the next screen of the report, with the same baseline prompt as on the first screen. Press RETURN repeatedly to reach the end of the report and the prompt:


Key Abandon, Columns, Inspect, Options, <CR> to print:

By keying I to inspect at this point, you can manipulate the text and go back to the beginning of the report if necessary.

ESCAPE. Press ESCAPE to cause the following baseline prompt to appear:


Key Abandon, Print up to here,

 





<CR> to continue printing:

Pressing ESCAPE to abandon the report and exit from the report viewing options; the baseline message, `Report cancelled' will appear.

Keying P causes as much of the report as has appeared on screen so far to be printed.

Pressing RETURN causes the View options baseline prompt to appear again (see figure B1). 

FEATURES OF THE INSPECT OPTION

Additional facilities offered by accessing Inspect are as follows:

nnn/‑nnn. Key the number of lines you wish to jump over to get to a certain line in the report, which will then be displayed on screen as the first report entry. To go back rather than forward, key in a negative number. Key + or ‑ on their own to go forward or back a screen.

Find. Key F to find a string of up to 15 characters. Note that the Find facility is case‑sensitive. If the string is found, the line in which it occurs will appear highlighted as the first report entry on the screen. To find the next occurrence of the same string, press RETURN twice.

If the string cannot be found, then the message NOT FOUND will appear at the foot of the screen.

Note that even if the searched‑for string is in a suppressed column and does not appear on screen, the line in which it occurs will be highlighted and become the first report entry. To examine it, you can use the Columns option.

Only those parts of the report that have been printed can be searched.

Page. Key P to go to a particular page of the report on screen, by keying in the appropriate page number. Like Find, this function operates on parts of the report that have already been printed, and not on those that haven't.

Resume. Key R to exit from the Inspect option, to go to the point in the report at which you entered Inspect and get the following baseline prompt:


Key Columns, Inspect, Options, Scroll, <CR> for next, 










 <ESC> to exit:

This prompt also appears when you choose the View 1st screen option.

Note that pressing ESCAPE at this point has the same function as Resume.

RETURN. If this option appears, press RETURN to view the next screenful of the report, if there is one, and if there isn't, press RETURN to view the previous screen.

Finally, if you want to edit a report or part of a report using Writer, then you can do so by assigning $BW and BWA to appropriate units on your system. Having Writer as an option causes the following baseline prompt to appear:


Key Amend, Options, View, Writer, <CR> to print,

 









 <ESC> to exit:

Note that if you have used the Writer option to print a report the next time you want to print another report using the Writer option, the following prompt appears:


PRINT FILE ALREADY EXISTS ON uuu. Key Delete,








 <CR> to retry, <ESC> to exit:

Where uuu is the unit assignment for the Writer work unit.

Key D to delete the existing print file and print the latest version of the report instead.

Pressing ESCAPE will cause the following baseline prompt to appear, and the options it contains have already been documented:


Key Options, View 1st screen, Writer, <CR> to print,

 









 <ESC> to exit:







Appendix C
.
GENERAL PURPOSE AUTOMATIC POSTING INTO CASH MANAGER
The automatic posting facilities provided as part of Global 2000 Cash Manager V6.1 Transaction Entry enable you to post cash movements from systems other than the Global 2000 Sales Ledger, Global 2000 Purchase Ledger and Global Payroll. The record structure of the file used to pass information to the Cash Manager are detailed in this appendix. Details of the individual record structures are provided in the latest version of the Global 2000 Record Layouts product.

File name<user defined>

File descriptionCash Manager Autoposting Interface file

OrganisationRelative sequential

Record length128

File structure
The file contains three record types. A header record is always the first record on file. Transaction records follow this and each transaction record is followed by any associated nominal analysis records.

File linkages
None.

Record formats
The file has three record formats:

IHHeader record. There is only one of these records on file. It is always the first record in the file and identifies the source of the file, the company to which the information in the file applies.

ITTransaction record. There is one of these records for each item being posted to the Cash Manager. These records contain all transaction details except where a transaction is analysed across more than one nominal account.

INNominal Analysis record. These hold up to ten nominal analysis codes and associated amounts representing a breakdown of the total value on the preceding transaction record on the file. Up to four IN records may follow any one IT record.






Note: this document requires a header for right hand (odd numbered) pages to be added after the index has been generated and edited. The header should be created half way down the second page.


Index
.
index \e '  '
Account code length  59, 165

Account number  67, 151

Alpha or numeric codes  59, 165

Amend cash plan  184, 187

Amount  78, 90, 182

Appendix A  251

Appendix B  267

Appendix C  277

Automatic matching  121

Automatic posting  87, 107, 277

Autoposting interface  162, 173

Autoposting Purchase Ledger payments  99

Backups  192

Balance  67, 151, 172

Base currency  10, 63, 149

Basic detail  151

Batch  182

Batch no  39, 178, 223

Batch print   109, 110, 201

Batch summary  176, 178

Browses  42, 116

Calculated working papers   215

Cash book  112, 147, 150, 176, 179, 229

Cash book name  67

Cash book nominal  68, 151

Cash book number  70, 151, 155

Cash book, reconciling  116

Cash book report  109, 111, 203

Cash flow projection   184, 190, 213

Cash plans  13, 184, 185, 186, 187

Cash plan print  184, 190, 213

Cheque  32, 35, 77, 90

Clear nominal analysis  138, 144

Clear transactions  138, 145

Close period  138, 142

Close reconciliation  115, 136

Closing the year  143

Code  33, 78, 90, 95, 151

Columns  272

Commencement date  71, 155

Company  9, 63, 147, 148, 149, 151

Company currency code  58, 165

Company name  58, 112, 165

Company number  112, 171

Consolidate  174

Consolidate Payroll payments  60, 166

Consolidate Purchase Ledger payments  59, 166

Consolidate Sales Ledger receipts  59, 165

Consolidation criteria  59, 60, 165, 166, 174

Copies  270

Copy cash plan  184, 186

Create cash plan  184, 185

Credit  96

Criteria for consolidation  59, 60, 165, 166, 174

Currency  10, 63, 67, 149, 151

Currency code  33, 58, 78, 90, 165

Data security  138, 139, 192

Data take‑on  53, 82

Date  32, 39, 48, 77, 89, 95, 124, 126, 179, 182

Debit  95

Deleting statement items  121

Description  171

Details  32, 48, 77, 90, 95, 124, 127, 182

Discount  68, 151

Display batch summary  176, 178

Display cash book details  176, 179

Display file status  176, 177

Display nominal analysis  181

Display report while printing  269

Double entry payments  92

Earliest payment date  35

End of period  138, 142

Enquiries  13, 176

Enquiry password  68, 152

Entering new statement items  120

Escape  274

Exchange control  68, 151

Exchange rates  148, 160

Features of the inspect option  274

File status  176, 177

File structure  252‑259, 260‑265, 277

File structure definition  251

Files, reorganise  162, 174

Find  275

First method  42

Format of records  252‑259, 260‑265, 277

Future dated transactions allowed  59, 165

General purpose automatic posting into Cash Manager  277

General terms  9

Group name  58, 164

Hold  272

Help screens  147, 158

Including transactions in the reconciliation  129

Initial payment/receipt  71, 156

Inspect  273, 274

Installation  17

Interface for autoposting  162, 173

Interface to Reporter  14

Introduction  9

Invoking the report viewing facilities  267

Journal adjustments, post  86, 94

Key length:  256‑259, 260‑264

Last payment/receipt date  156

Last updated  171

Length  63, 149

Linking with another statement item  131

Local currency  10

Maintain autoposting interface  162, 173

Maintain cash books  147, 150

Maintain companies  147, 148

Maintain exchange rates  148, 160

Maintain help screens  147, 158

Maintain nominal analysis codes  147, 152

Maintain standing orders   147, 155

Maintain system parameters  162, 164

Maintain system request  162, 170

Make security copy of data  138, 139, 192

Manual payments, post  86, 88

Manual receipts, post  86, 93

Master file maintenance  147

Matching against cash book transactions  133

Matching/deleting statement items  121

Menu handling  14

Multi‑company/single company  9

Multi‑currency  10

Multi‑user and networking facilities  14

Name  151, 171, 270

Networking facilities  14

Nominal analysis  176, 181

Nominal analysis, clear  138, 144

Nominal analysis codes  10, 147, 151, 152, 199

Nominal analysis report  109, 112, 205

Nominal code  49, 112, 124

Nominal Ledger account to be displayed  172

Nominal Ledger code separator  59, 165

Nominal Ledger company  59, 165

Nominal Ledger postings print  138, 141, 217

Number of payments/receipts  71, 156

Operator  39, 171, 179

Options  274

Options screen  269

Organisation  252‑259, 260‑265, 277

Overview  116

Page  275

Password  13, 68, 69, 152, 169, 272

Pause printing conditions  169, 271

Payments  35, 71, 155, 156

Payments, double entry  92

Payments, manual, post  86, 88

Payments, number of  71, 156

Payroll 60, 87, 104, 166

Payroll control  68, 151

Payroll payments, consolidate  60, 166

Payroll payments, post  87, 104

Period, close  138, 142

Post journal adjustments  86, 94

Post manual payments  86, 88

Post manual receipts  86, 93

Post Payroll payments  87, 104

Post Purchase Ledger payments  97

Post Sales Ledger receipts  101, 102

Post standing orders  86, 96

Post transactions  10, 86, 87

Posting, automatic  87, 107, 277

Print   109

Print batches  109, 110, 201

Print Nominal Ledger postings  138, 141, 217

Print cash book report  109, 111, 203

Print cash plan  184, 190, 213

Print nominal analysis report  109, 112, 205

Print reconciliation  115, 135, 211

Print trial balance  109, 113, 207

Print working papers  115, 134, 215

Priority  270

Projection of cash flow  184, 190, 213

Purchase Ledger control  68, 151

Purchase Ledger payments  59, 86, 97, 99, 166

Rate  78, 90

Readers' Comments  287

Reallocate data files  162, 163

Receipts  35, 71, 155, 156

Receipts, manual, post  86, 93

Receipts, number of  71, 156

Reconciliation  12, 115, 117

Reconciliation, close  115, 136

Reconciliation print   115, 135, 211

Reconciliation working papers   209

Reconciling from the statement  119

Reconciling from transactions  127

Reconciling the cash book  116

Reconciling unmatched items  131

Record formats  252‑259, 260‑265, 277

Remainder  78, 90

Removing statement items  120

Removing transactions from the reconciliation  130

Reorganise data files  162, 174

Report options and viewing facilities  267

Reports  13, 109, 113

Reports, display while printing  269

Request   171

Rescinding links/matches  133

Restore data  192, 195

Resume  275

Return  274, 275

Sales Ledger control  68, 151

Sales Ledger receipts  59, 87, 101, 102, 165

Sample reports  197

Scroll  274

Second method  46

Security  13, 152

Security copy of data  138, 139, 192

Setting passwords  169

Standing orders  12, 71, 147, 155

Standing orders, post  86, 96

Statement  116, 119

Statement direct items  12, 123, 219

Statement items  120

Statement items, link  131

Statement items, matching & deleting  121

Status  39, 179

Suspense account  68, 151

Switch screen into wide mode  270

System maintenance  162

System parameters  162, 164

System request  162, 170

Title  173

Total posted  39, 179

Transaction currency  10

Transaction posting  10, 86, 87

Transactions  116

Transactions, clear  138, 145

Transactions, include in reconciliation  129

Transactions, matching  133

Transactions, reconciling from  127

Transactions, remove from reconciliation  130

Trial balance   109, 113, 207

Tutorial  27

Type  39, 63, 124, 126, 149, 179

Unit  174, 270

Unmatched items  12, 116, 126, 131

Unpresented transactions  11

Update password  69, 152

Value  33, 78, 90, 124, 126

VAT  68, 151

Viewing the report  272

Volume  174

Wide mode  270

Working papers   209

Working papers print  115, 134, 215

Year close  143
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Please use this form to note any single error or omission you find in this manual and return it to the Global 3000 Documentation Manager, TIS Software Ltd, 75 Farringdon Road, London EC1M 3JY, United Kingdom. If you need to note more than one error or omission please photocopy the form.
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Please describe the problem:
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